
Learning Activities Project

Ethical Problems in Society
Skill Level:
Intermediate

Time Line:
Three Class Periods, plus presentation time
Description:
You will research an ethical problem or situation that is prevalent in today’s society and prepare a formal PowerPoint presentation following specific guidelines.  Your research should involve primary data (real life accounts, personal interviews, surveys, etc.) and secondary data (use of the Internet, books/magazines, etc.)

1.
Select an ethical problem or situation that is prevalent in today’s society as a topic to research.  Some examples include employee theft, customer theft, identify theft, ghost employment, values (lack of, wrong kind, etc.), morals, whistle blowing, fraudulent claims, hiring practices, sexual discrimination, harassment, affirmative action, product design, Internet scams, Internet etiquette and privacy, computer hacking, computer fraud, etc.  Your final topic must be approved by your instructor BEFORE you begin research in depth.

2.
Do research through books, magazines, Internet, personal interviews, and surveys to obtain information on the selected topic. You may talk to adults (parents, teachers, neighbors, and bosses) who have experienced your topic first hand.
3.
Create a PowerPoint utilizing material obtained during the research.  You must adhere to the guidelines that follow:

a.
Create a title slide with subject researched, your names, and date in proper format.

b.
Prepare an introduction section for the report consisting of no more than one page.  Include information such as Why did you select this problem?  Why it is of importance in is today’s society?  What are your basic assumptions regarding the problem?  Who/what is presently affected by the problem?  

c.
Prepare actual research data consisting of six (6) to ten (10) slides, depending upon the topic and information available.  Be sure to summarize secondary data (library resources) and the primary data (surveys, observations, etc.) in this section.

d.
Prepare a summary/conclusion (approximately 1 slide) which should include a discussion of the implications for the future.
g.
Include Works Cited slide (bibliography)
5.
Use no less than two secondary sources and no less than one primary source.

6.
Compose report using proper grammar, sentence structure, wording, and punctuation.

7.   Include an attention grabber (story, survey, statistics, etc.) and a follow up activity.

All Aspects of the Industry
1.
Planning:  Identify the problem or situation to be researched.  Determine the steps to be taken for the research project, the resources needed, materials needed to obtain information, and resource availability; location.

2.
Management:  Initiate and complete the research project within a reasonable time, utilizing necessary technical and human resources.

3.
Technical and Production Skills:  Use the computer and the Internet to complete the research project.

4.
Principles of Technology: Utilize the latest Internet technology and software available to complete the research activities and the formal report.

5.
Community Issues:  Recognize the importance of public relations while determining possibly through use of surveys) community attitudes and values on the particular ethical situation.

6.
Human Relations:  Learn importance of human relations and how to deal effectively with all persons to do needed research.

Business Technology Content Standards and Performance Expectations
BTL 1
Fundamental Business Skills

BTL 1.2
Students communicate in a clear, courteous, concise, and correct manner on personal and professional levels

BTL 1.2.1
Select language appropriate to the situation

BTL 1.2.2
Read and follow simple directions

BTL 1.2.3
Take simple notes

BTL 1.2.4
Write logical, coherent phrases, sentences, and paragraphs, 
incorporating correct spelling, grammar, and punctuation

BTL 1.2.5
Follow oral directions

BTL 1.2.6
Use courtesy and tact when dealing with others

BTL 1.4
Students select and use word processing, database, and spreadsheet software

BTL 1.4.1
Use word-processing software to create, modify, store, retrieve, and print documents

BTL 1.4.3
Use spreadsheet software to design, create, manipulate, store, retrieve, update, add, search, sort, print, chart, and delete data

BTL 2
Entry-Level Business Functions

BTL 2.1
Student use technology to enhance the effectiveness of communications

BTL 2.1.1
Use manuals, documentation, terminology, and other reference materials

BTL 2.1.2
Use the telephone, facsimile, electronic mail, voice mail, teleconferencing, and video conferencing to transmit and receive communications


BTL 2.2
Students apply appropriate communication skills in personal and professional situations.

BTL 2.2.3
Compose various business documents, such as letters, memos, and reports, demonstrating correct style, content, and format

BTL 2.2.4
Proofread/edit business documents to meet established guidelines

BTL 3
Technology Skills

BTL 3.1
Students select and use various business software applications, including personal information management and industry-specific software

BTL 3.1.1
Use word processing, desktop publishing, presentation, and spreadsheet software to prepare usable business documents and to solve organizational problems

BTL 3.1.2
Integrate various software applications to prepare a usable business document/presentation

BTL 3.1.5
Use reference materials such as on-line help, tutorials, Internet, and manuals to solve problems

BTL 7
Managing Information

BTL 7.1
Students identify, organize, maintain, and analyze information to make sound business decisions

BTL 7.1.1
Identify/utilize on-line search engines, databases, and other Internet research tools to gather information

BTL 7.1.2
Collect and analyze data from primary resources (such as personal interviews) and secondary resources (such as library and Internet)

BTL 7.1.4
Organize, process, and maintain information (written or computerized) in a systematic fashion such as note taking, transcription, and minutes and agendas

BTL 8
Organizing/Planning Including Personnel Functions
BTL 8.1
Students develop/use general managerial and organizational skills.

BTL 8.1.3
Use time-management techniques when organizing, prioritizing, and completing assigned tasks

SCANS Proficiencies
Resources:


Allocates Time



Identify tasks to be completed and rank them in order of importance (1A  004)



Develop and follow an effective, workable schedule based upon time, time needed to complete and time available/ deadlines.  Allow for flexibility to deal with interruptions in schedule (1A 009)

Information:


Acquires and Evaluates Information



Determine information required and where to get it, if available.  Create proper documents for specific needs if information is not available (2E 001)



Obtain pertinent information to prepare reports (2E 013)


Organizes and Maintains Information



Organize, process, and maintain information (written or computerized) in a systematic fashion (2F 004)



Maintain information in an orderly, logical, legible, and easily retrievable manner (2F 011)


Interprets and Communicates Information



Use available information, interpret it in lay terms, and give it to others orally, in writing, or through use of media/computer (2G 004)

Technology:

Applies Technology to Task






Know how to create a PC report to project information (5S 002)






Use what is available to do the best job (i.e., e-mail, voice mail, or memo.  Know whom to contact for assistance)  (5S 008)

Basic Skills
Reading:


Gather and interpret information for project






Perform research on the computer (Internet, etc.) and in the library






Read documents to determine key facts






Review basic material related to issue or problem at hand






Review notes and other source materials and proof final document

Writing:


Communicate thoughts, ideas, information, and message in report






Compose, edit, and revise information in report






Compose research report

Listening:


Collect data via telephone






Gather verbal information from interviews






Communicate effectively with others






Interpret conversations and messages






Listen to ideas and thoughts and input from audience

Speaking:


Communicate effectively with others






Demonstrate politeness with and consideration of others

Thinking Skills
Creative Thinking:
Analyze creative ways to present information






Analyze the problem and information received

Determine how to compile report and best way to communicate the information

Use resources at hand to arrive at conclusions

Knowing How to

Learn:



Identify area in reference material to get needed information to complete project

Reasoning:


Determine the value of the information to the end user

Personal Qualities
Responsibility:

Exerts a high level of effort and perseverance toward goal attainment

Social:



Relates well to others throughout research period

Self-Management:
Is a self-starter and remains motivated throughout project

Integrity/Honesty:
Chooses an ethical course of action in obtaining and using information

NBEA Standard

Communication I:  Foundations of Communication
Communicate in a clear, courteous, concise, and correct manner on personal and professional levels

A.
Oral Communication

Level 1

· Select language appropriate to the situation

Level 2

· Organize thoughts to reflect logical thinking before speaking

· Use appropriate telephone techniques to gather and record information

Level 4

· Use standard English when speaking on the job, especially avoiding the use of slang and unfamiliar jargon and technical terms

· Serve effectively as interviewer or interviewee in public relations, civic, media, and community situations

B.
Informational Reading 

Level 1

· Read textbooks and online sources for information

· Demonstrate reading comprehension by restating or summarizing

· Apply reading skills to gather information from casual print and electronic media

· Read and follow simple directions

Level 2

· Expand scope of reading materials to include business-related publications

· Demonstrate basic research techniques to find print and electronic information

Level 3

· Interpret information from manuals, computer printouts, and electronic sources

· Select an appropriate reading method (e.g., skimming, scanning, speed-reading, and in-depth reading) for a particular situation

· Research information using the Internet and select appropriate materials for reports and presentations

C.
Written Communication

Level 1

· Edit and revise written work

· Take simple notes

Level 2

· Use acceptable standards for grammar, mechanics, and word usage

· Distinguish between paraphrasing, documentation, and plagiarism

· Document properly both print and electronic sources to avoid plagiarism

· Write coherent business messages, instructions, descriptions, summaries, and reports using appropriate formats

· Proofread documents to ensure correct grammar, spelling, and punctuation

· Use note-taking skills incorporating critical listening and reading techniques

Level 3

· Use acceptable steps in the writing process

· Apply a variety of specific proofreading techniques to identify and correct errors

· Proofread business documents to ensure that they are clear, correct, concise, complete, consistent, and courteous

· Use a variety of references and resources (both printed and electronic) when writing business documents

· Prepare formal and informal reports using suitable format and supplementing with appropriate graphics

· Compose and produce a variety of business messages and reports using correct style, format, and content

Indiana Academic Standards

English/Language Arts
READING:  Reading Comprehension
12.2.3 

Verify and clarify facts presented in several types of expository texts by using a 




variety of consumer, workplace, public, and historical documents

WRITING:  Writing Process 

10.4.1
Discuss ideas for writing with classmates, teachers, and other writers and develop drafts alone and collaboratively

10.4.2 
Establish a coherent thesis that conveys a clear perspective on the subject and maintain a consistent tone and focus throughout the piece of writing
10.4.5 
Develop the main ideas within the body of the composition through supporting evidence, such as scenarios, commonly held beliefs, hypotheses, and definitions
10.4.6 
Synthesize information from multiple sources. Identify complexities and inconsistencies in the information and the different perspectives found in each medium, including almanacs, microfiche, news sources, in-depth field studies, speeches, journals, technical documents, or Internet sources
10.4.7 
Integrate quotations and citations into a written text while maintaining the flow of ideas
10.4.8 

Use appropriate conventions for documentation in text, notes, and bibliographies 




following the formats in different style manuals

WRITING:  Written English Language Conventions
12.6.1 
Demonstrate control of grammar, diction, paragraph and sentence structure, and an understanding of English usage
12.6.2 
Produce writing that shows accurate spelling and correct punctuation and capitalization
12.6.3 

Apply appropriate manuscript conventions in writing including title page presentation, pagination, spacing and margins, and integration of source and support material, by citing sources within the text, using direct quotations, and paraphrasing

LISTENING AND SPEAKING:  Listening and Speaking Skills, Strategies, and Applications 

10.7.16 
Apply appropriate interviewing techniques that:

· prepare and ask relevant questions

· make notes of responses

· use language that conveys maturity, sensitivity, and respect

· respond correctly and effectively to questions

· demonstrate knowledge of the subject or organization

· compile and report responses
· evaluate the effectiveness of the interview 
Ethical Problems in Society
Evaluation Checklist 

Name










Date Started                 __        

Date Completed                 ______        Point Value


Points Earned



	Performance Indicators
	Yes
(
	No
(
	Comments

	Research
	
	
	

	Selected appropriate ethical situation 
	
	
	

	Obtained instructor approval of topic
	
	
	

	Utilized minimum of one primary source
	
	
	

	· Interviewed person(s) regarding topic
	
	
	

	· Prepared, distributed, tallied, and summarized survey
	
	
	

	Used a minimum of two secondary sources
	
	
	

	· Utilized magazines and newspaper articles
	
	
	

	· Utilized Internet sources
	
	
	

	Title Page
	
	
	

	Included descriptive title
	
	
	

	Included student’s name
	
	
	

	Included date of submission
	
	
	

	Formatted in proper style
	
	
	

	Introduction
	
	
	

	Addressed:

· Why situation was selected

· Why it is important

· Basic assumptions regarding problem

· Who/What is affected
	
	
	

	Consisted of one page
	
	
	

	Body
	
	
	

	Composed six to 10 slides of appropriate content
	
	
	

	Formatted properly
	
	
	

	Organized information logically
	
	
	

	Composed coherent paragraphs and sentences
	
	
	

	Used correct spelling, punctuation, grammar, capitalization, word usage.
	
	
	

	Documented sources of information adequately and properly

· Used either endnotes or footnotes

· Prepared appropriate Endnote page if applicable

· Prepared appropriate Works Cited and/or Bibliography page
	
	
	

	Used enhancements and graphics as appropriate
	
	
	

	Summary
	
	
	

	Included appropriate summary
	
	
	

	Discussed future implications of problem
	
	
	

	PowerPoint features to enhance presentation
	
	
	

	Included appropriate animations 
	
	
	

	Included appropriate transitions
	
	
	

	Included appropriate graphics, effects, styles
	
	
	

	Presentation additions/enhancements
	
	
	

	Had a survey or reinforcement activity to engage the audience
	
	
	

	Presentation day
	
	
	

	Dressed professionally and appropriately
	
	
	

	Use language that conveys maturity, sensitivity, and respect
	
	
	

	Speech demonstrated knowledge of subject area
	
	
	

	Respond correctly and effectively to questions
	
	
	

	Complete Project
	
	
	

	Produced error-free presentation
	
	
	

	Produced usable presentation
	
	
	

	Demonstrated thorough knowledge of subject matter
	
	
	

	Demonstrated thorough preparation for and completion of final report
	
	
	

	Work Habits Observation
	
	
	

	Completed project in acceptable amount of time
	
	
	

	Remained on task
	
	
	

	Worked with group in a cooperative manner
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