September’s 4th Friday Email  - 

 7 Weeks of Department Lesson Plans!

Hello Friends – In the “Step by Step” section of www.janetbelch.com,  you will find department assignment templates for the first 7 weeks after your students are in their new jobs.   These go with our “Step-by-Steps for Employee Manual, Company Catalog and Website” in the ‘Set-by-Step” section at janetbelch.com.  The yearlong Accounting weekly assignments are completed in Jerry’s Accounting Curriculum, (with current CTE Standards) on my website.  The first 7 weeks of accounting lesson plans have been “copy and pasted” into each weekly department template for you.  Using a template developed by Cathy Rieger, we have carried this concept one step further for our other 3 important projects that happen in our H/R, Sales/Marketing, and Web Design departments. 

 

We talked about Department Multi-tasking last week,  where in the next few months, our managers will be the main writers of our Business Plan, and the rest of the employees will be working on our Employee Manual, Company Catalog, Website , Accounting and trade fair preparation.  If you missed it, it was called, “Department multi-tasking – An Overview of Sept, Oct, and Nov.”), also available in the “Friday Emails” section of my website.  The “Step-by-Steps”, Jerry and I developed, start the “1st Week’ your students are in their jobs in their departments, and they accomplish several goals:

 

· ·         Goal #1 -Allows the CEO and managers of the departments to work on the Business Plan while the rest of the people in the departments are busy working on our other important projects.

 

· ·         Goal # 2 – There is a good Project Overview and ‘Materials to be Collected’  section that guides students to the best Virtual Enterprise website Units  & Work/flows for these projects,  trade fair rubric resources, as well as,  valuable samples, forms and templates from our veteran teachers. The “Teacher Responsibilities” section shows you how to get the resources together your students will need for the process so you can create a file drawer for each department or on-line department folders, as Cathy Rieger suggests.  It cuts down on the number of the ‘I need” questions from students AND you create them once – and next year it’s already done!

 

· ·         Goal # 3 – Sets weekly department goals for the parts of these projects being worked on and lets students know precisely what is TO BE TURNED IN AT THE END OF THE WEEK TO THE INSTRUCTOR.   This gives teachers gradable assignments for each student every week.

 

 

· ·         Goal # 4- The Word templates allows you to personalize each week’s template to meet your needs.  You can edit to add items that weren’t completed last week, or add other items that are personal to your company, like Econ assignments, dress for success days, etc.  It also has an “All Employees’ section at the bottom for notes.  I included grading and accountability information for students on mine.  You can use this section for any reminders you want to pass on that week. I am also attaching Cathy Reiger’s new Progress Log for students to manage and account for their time each day.  I am also attaching Cathy’s Week 5 template, which shows  that because our templates are done in Word,  she had the ability to personalize it to meet the additional needs for the week, still keeping her entire lesson plans for the week on 1 page that she can use again next year. I love that she chose to add CEO and Administrative Assistant responsibilities to the top of our template! 

 

· ·         Goal # 5- Most Important – Keeps students on target to have these projects done in 7 weeks, just in time to get them printed and submitted  to compete at the Bakersfield Trade Fair, AND to gradable assignments for each student to turn in each week.

 

Whether you have been teaching this program for 2 years or 10, the biggest challenge teachers have shared with us is that on these big projects, (that aren’t completed until about Nov.), there is very little to grade the students for on a weekly basis AND our students can procrastinate and keep us waiting right up until the Bakersfield Trade Fair deadlines to really see and grade these projects.  Our web designers are the worst at ‘holding us hostage”, and for most of us, it is the part of our company that as teachers, we know the least about. So you will see that the weekly assignments for web give them weekly items to turn in, no matter what software they are using.  If they choose to code themselves, then detailed weekly instructions will take them through the whole process and keep them on target to be done in time to compete in Bakersfield AND the teacher will have gradable assignments from everyone every week.  Take a look at the attached 7 Week Department Assignment templates that go with the actual “Step-by-Step’ lessons for each project in “What’s New” at janetbelch.com. If these attachments don’t come through for you, a PINK link can be found in each project’s weekly Step-by-Step assignments.   We have set weekly deadlines on all of these main projects to be completed in time to compete in the trade fair. 

The Accounting lesson plans that go with the Accounting curriculum, with CTE standards, finished last year, gets your accounting  department through all of the financial info needed for the Business Plan, Business Contract and Business loan in the first 4 weeks!  Week 5 is about Account Receivables/charge sales which teaches the how to handle the sales from the Bakersfield trade fair.

 

Next Friday Email – will cover all the fantastic resources available for you to tackle the Business Plan, a break-down of the written rubric for “who does what “part.  

 You remain my heroes every day. Remember, “VE’s not just a class, we’re family!”

 

‘Virtually Yours”, Janet

