Step-by-Step Instructions:

In this activity, you will use the Internet to research various businesses. You will also work as a group to prepare an employee handbook with rules, regulations, benefits, and job descriptions using word processing, database, graphics, and presentation software.

TASK 1: Use the Internet to research the formats and topics included in an employee handbook and to research the formats and elements included in various job descriptions.

TASK 2: As a group, create a company, identify what type of business ownership will exist, and decide what product(s) the company will produce. (Examine Types of Business Ownership handout to identify your type of business ownership.) Assign each group member a different job title. The following list contains a few appropriate job titles:

President

Vice-President

Administrative Assistant

Human Resource Manager

Accountant/Finance Manager

Marketing Manager

Payroll Clerk

Data Entry Clerk

Receptionist

Any other appropriate job title

TASK 3: As a group, prepare an employee handbook with the following sections:

1. Title page – include the company name, student names, date, and an appropriate graphic.

2. Table of Contents.

3. Introduction to the company – Include the company name, form of business ownership you have chosen (sole proprietorship, partnership, corporation), product(s), the date the company was incorporated, the philosophy of the company, staff members, how your business recruits and selects employees, etc.

4. Employee Rules and Regulations (Professional Code of Ethics) – Develop rules and regulations for your company based on research found on the Internet. Include safety, health, and environmental standards and address ergonomic concerns.

5. Employee Benefits, Promotion, Evaluation, and Termination – Develop employee benefits for your company based on research found on the Internet. Include compensation, promotion, benefits, incentives, employee development, and employee evaluation. Identify separation, termination, and transition policies.

6. Job Description of each job title.

7. Organizational Chart of the employees.

8. Database of Employees – including name, address, home telephone number, work telephone number and extension, date of birth, etc.

TASK 4: As a group, prepare and make an oral presentation of your employee handbook. The group will receive one grade for the employee handbook and one grade for the slide presentation. Each member of the group will be graded individually on the oral presentation.

NOTE: Meeting deadlines is extremely important if other members of the group are to complete their work. Therefore, time management is emphasized. Study the Time Management handout to insure that you are budgeting your time wisely.

 

 DESKTOP PUBLISHING PROJECT

CREATING AN EMPLOYEE HANDBOOK

ASSESSMENT FORM

Employee Handbook

GROUP MEMBERS: __________________________________________________________________

	 

ACTIVITY
	POSSIBLE
POINTS
	POINTS

RECEIVED
	GROUP MEMBER COMPLETING ACTIVITY

	Title Page/Divider Pages
	5
	 
	 

	Table of Contents
	5
	 
	 

	Introduction to Company
	10
	 
	 

	Employee Rules and Regulations
	10
	 
	 

	Employee Benefits, Promotion, Evaluation, and Termination
	10
	 
	 

	Job Descriptions (one per employee)
	30
	 
	 

	Organizational Chart
	10
	 
	 

	Database of Employees
	10
	 
	 

	Spelling and Grammar
	10
	 
	 

	TOTAL:
	100
	 
	GRADE:


 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

DESKTOP PUBLISHING PROJECT

CREATING AN EMPLOYEE HANDBOOK

ASSESSMENT FORM

Slide Presentation

GROUP MEMBERS: ____________________________________________________

 

	ACTIVITY
	EXCELLENT
	AVERAGE
	UNACCEPTABLE

	Content
	Text provides concise information; uses phrases of parallel structure; length of text is appropriate; avoids abbreviations and acronyms.

20 points
	Text provides concise information with parallel structure on most slides; is wordy and too lengthy on some slides; uses some abbreviations and acronyms.

10 points
	Text does not provide useful information; is not of parallel structure; is wordy and too lengthy per slide; uses abbreviations and acronyms.

 0 points

	Special Effects
	Special effects are used to add to the presentation.

20 points
	Special effect detract from the presentation.

10 points
	No special effects are used.

 0 points

	Color
	Colors chosen are appealing to the eye and easy to read.

20 points
	Some colors chosen are difficult to read.

 10 points
	Colors chosen detract from the presentation.

 0 points

	Graphics
	Graphics selected always support data or information appropriately; appropriate number of graphics is always selected.

 20 points
	Graphics selected could have been better at time(s); too many graphics or not enough graphics are used on some slides.

10 points
	Graphics selected do not represent data or information appropriately; too many graphics or not enough graphics are used on most slides.

0 points

	Spelling/

Grammar
	All words are spelled correctly and presentation is free of grammatical errors.

 20 points
	One or two spelling and/or grammatical errors.

10 points
	More than two spelling and/or grammatical errors.

 0 points

	Total Points
	 
	 
	 


 

 

 

 

DESKTOP PUBLISHING PROJECT

CREATING AN EMPLOYEE HANDBOOK

ASSESSMENT FORM

Oral Presentation

NAME____________________________________

 

	ACTIVITY
	EXCELLENT
	AVERAGE
	UNACCEPTABLE)

	Eye Contact
	Presenter maintained eye contact with audience throughout the presentation.

 25 points
	Presenter glanced at screen and/or notes occasionally, but maintained eye contact with audience most of the time.

12 points
	Presenter looked at screen and/or notes throughout most of the presentation and did not maintain eye contact with the audience.

0 points

	Posture
	Stood straight, did not lean on podium, both feet were flat on floor, used gestures appropriately.

25 points
	Posture needed some improvement.

  12 points
	Posture was unacceptable.

 0 points

	Voice
	Spoke clearly, voice was appropriate volume, avoided use of fillers.

25 points
	Voice needed some improvement.

 

12 points
	Voice was unacceptable.

  

0 points

	Dress
	Student was dressed appropriately for business setting.

25 points
	Student dress needed some improvement for business setting.

14 points
	Student dress was unacceptable.

 0 points

	Total Points
	 
	 
	 


 

 

 

DESKTOP PUBLISHING

LONG-TERM PROJECT

STUDENT HANDOUT

 

Step-by-Step Instructions:

In this activity, you will use the Internet to research various businesses. You will also work as a group to prepare an employee handbook with rules, regulations, benefits, and job descriptions using word processing, database, graphics, and presentation software.

TASK 1: Use the Internet to research the formats and topics included in an employee handbook and to research the formats and elements included in various job descriptions.

TASK 2: As a group, create a company, identify what type of business ownership will exist, and decide what product(s) the company will produce. (Examine Types of Business Ownership handout to identify your type of business ownership.) Assign each group member a different job title. The following list contains a few appropriate job titles:

President

Vice-President

Administrative Assistant

Human Resource Manager

Accountant/Finance Manager

Marketing Manager

Payroll Clerk

Data Entry Clerk

Receptionist

Any other appropriate job title

TASK 3: As a group, prepare an employee handbook with the following sections:

1. Title page – include the company name, student names, date, and an appropriate graphic.

2. Table of Contents.

3. Introduction to the company – Include the company name, form of business ownership you have chosen (sole proprietorship, partnership, corporation), product(s), the date the company was incorporated, the philosophy of the company, staff members, how your business recruits and selects employees, etc.

4. Employee Rules and Regulations (Professional Code of Ethics) – Develop rules and regulations for your company based on research found on the Internet. Include safety, health, and environmental standards and address ergonomic concerns.

5. Employee Benefits, Promotion, Evaluation, and Termination – Develop employee benefits for your company based on research found on the Internet. Include compensation, promotion, benefits, incentives, employee development, and employee evaluation. Identify separation, termination, and transition policies.

6. Job Description of each job title.

7. Organizational Chart of the employees.

8. Database of Employees – including name, address, home telephone number, work telephone number and extension, date of birth, etc.

TASK 4: As a group, prepare and make an oral presentation of your employee handbook. The group will receive one grade for the employee handbook and one grade for the slide presentation. Each member of the group will be graded individually on the oral presentation.

NOTE: Meeting deadlines is extremely important if other members of the group are to complete their work. Therefore, time management is emphasized. Study the Time Management handout to insure that you are budgeting your time wisely.

TYPES OF BUSINESS OWNERSHIP

 

Sole Proprietorship

 

Advantages Disadvantages

Owned by one person— Only one person’s resources

simplifies decision making Lack of continuity

Easiest to establish Long hours for proprietor

Require less capital to invest Ends with death of owner

All profits go to owner All losses suffered by owner

Complete control Unlimited liability for all debts

Earnings taxed once of business/actions of

employees

 

Partnership

 

Advantages Disadvantages

Owned by several people— More difficult to make

pooling of resources decisions

Sharing of job responsibilities Profits are split

Easier to borrow money Partners are responsible for each

Sharing of financial losses other’s actions

Dissolves at death of one partner

 

 

Corporation

 

Advantages Disadvantages

Access to large capital resources Income taxed more than once

Limited liability of shareholders Extensive governmental regulation

Is a legal entity Difficult to form

Continuity of existence Original owners can lose control/

ownership

Business decisions are subject to close

scrutiny

 
