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Equal Education and Employment Opportunities M/F/D

	Time
Wks/Month/Dates Taught
	Unit

Topics
	Content

Tasks (#’s and E, I, C), Activities, Assessment
	Essential Questions
	Core Content

Skill Standards

	Week 1
	Safety

Budgets
	Covered:  Task 15.  Identify safety rules applicable to this course and demonstrate appropriate observance of said rules, including but not limited to, trip hazards, electrical cords and outlets, evacuation procedures for emergency situations including fire, tornado, bomb threat, earthquake, etc. , Lockdown, location and contents of first aid kit, MSDS sheets, etc.

Essential:  Task 4.  Develop a personal financial plan
ACTIVTIES

ASSESSMENT
	Discuss safety rules.

Recall safety rules.

Discuss where our money goes.

Discuss a spending plan/budget.
Discuss cash flow.

Compare income to expenses.

Compare fixed expenses to variable expenses.  

Prepare budgets.

	AB002 Follow oral and written instructions. (Accounting)
EB007 Adhere to established company rules, regulations and policies.  (Financial Services)
AA01 Add, subtract, multiply, and divide with the use of a calculator.  (Administrative Support)
OG007 Prepare and analyze a budget as it is used for a decision-making tool.  (Business Management)
9-10.RST.4 Determine the meaning of symbols, key terms, and other domain-specific scientific or technical context relevant to grades 9-10 texts and topics.
CC.9-10.SL1 and CC.11-12.SL.1 Initiate and participate effectively in a range of collaborative discussions (one-on-one, in groups, and teacher-led) with diverse partners on topics, texts, and issues, building on others’ ideas and expressing their own clearly and persuasively.



	Week 2
	Investments
	Essential:  Task 5.  Identify Investment opportunities
ACTIVTIES

ASSESSMENT
	Describe investment opportunities such as the stock market.

Compare and contrast investments to savings.
Discuss financial planning and setting SMART goals.

	AD001 Analyze information in order to solve a problem. (Business Management)
AB002 Apply information technology to conduct financial analysis. (Business Management)
AB010 Read to acquire and retain meaning from written material and apply the information to a task. (Accounting)
9-10.RST.4 Determine the meaning of symbols, key terms, and other domain-specific scientific or technical context relevant to grades 9-10 texts and topics.
CC.9-10.SL1 and CC.11-12.SL.1 Initiate and participate effectively in a range of collaborative discussions (one-on-one, in groups, and teacher-led) with diverse partners on topics, texts, and issues, building on others’ ideas and expressing their own clearly and persuasively.



	Week 3
	Checking Accts.
Bank Reconciliation

Interest and Capital Gains
	Essential:  Task:  11.  Compute various financial transactions, such as account reconciliation, interest, capital gains, etc.
ACTIVTIES

ASSESSMENT
	Discuss capital gains.

Write and endorse checks.

Demonstrate the proper way to keep a check register in balance.

Demonstrate the proper way to fill out a deposit ticket.

Demonstrate the correct procedure for reconciling a bank statement.

Discuss the consequences of “bouncing a check.”

Define responsibilities in managing a personal checking account.
Discuss fraud and identify theft.

Discuss interest bearing accounts.

Compute compound interest by manual method following the mathematical steps and checking answer by the algebraic formula.  

Compute simple interest.
	AA001 Add, subtract, multiply, and divide with the use of a calculator.
(Administrative Support)
CC.9-12.A.REI.1 Explain each step in solving a simple equation as following from the equality of numbers asserted at the previous step, starting from the assumption that the original equation has a solution.  Construct a viable argument to justify a solution method.

CC.9-12A.SSE.1a Interpret parts of an expression such as terms, factors, coefficients.
CC.9-10.SL1 and CC.11-12.SL.1 Initiate and participate effectively in a range of collaborative discussions (one-on-one, in groups, and teacher-led) with diverse partners on topics, texts, and issues, building on others’ ideas and expressing their own clearly and persuasively.



	Week 4
	Checking Accts.

Bank Reconciliation

Interest and Capital Gains
	Task 11 Continued

Essential:  Task 11:   Compute various financial transactions, such as account reconciliation, interest, capital gains, etc.


	Discuss capital gains.

Write and endorse checks.

Demonstrate the proper way to keep a check register in balance.

Demonstrate the proper way to fill out a deposit ticket.

Demonstrate the correct procedure for reconciling a bank statement.

Define FDIC.

Discuss the consequences of “bouncing a check.”

Define responsibilities in managing a personal checking account.

Discuss fraud and identify theft.

Discuss interest bearing accounts.

Compute compound interest by manual method following the mathematical steps and checking answer by the algebraic formula.  
Compute compound interest by manual method following the mathematical steps and checking answer by the algebraic formula.  

Compute simple interest.
	OC002 Prepare bank deposits. (Administrative Support)

AE005 Understand role of FDIC.

AA004 Balance bank statements with checkbook. (Financial Services)

AD004 Apply the concepts of maintaining a checkbook and reconciling a bank statement. (Financial Services)
CC.9-12.A.REI.1 Explain each step in solving a simple equation as following from the equality of numbers asserted at the previous step, starting from the assumption that the original equation has a solution.  Construct a viable argument to justify a solution method.

CC.9-12A.SSE.1a Interpret parts of an expression such as terms, factors, coefficients.
CC.9-10.SL1 and CC.11-12.SL.1 Initiate and participate effectively in a range of collaborative discussions (one-on-one, in groups, and teacher-led) with diverse partners on topics, texts, and issues, building on others’ ideas and expressing their own clearly and persuasively.



	Week 5
	Checking Accts.

Bank Reconciliation

Interest and Capital Gains
	Task 11 Continued
Essential:  Task 11:   Compute various financial transactions, such as account reconciliation, interest, capital gains, etc.

ACTIVTIES

ASSESSMENT
	Discuss capital gains.

Write and endorse checks.

Demonstrate the proper way to keep a check register in balance.

Demonstrate the proper way to fill out a deposit ticket.

Demonstrate the correct procedure for reconciling a bank statement.

Discuss the consequences of “bouncing a check.”

Define responsibilities in managing a personal checking account.

Discuss fraud and identify theft.

Discuss interest bearing accounts.


	OC002 Prepare bank deposits. (Administrative Support)

AE005 Understand role of FDIC.

AA004 Balance bank statements with checkbook. (Financial Services)

AD004 Apply the concepts of maintaining a checkbook and reconciling a bank statement. (Financial Services)
CC.9-12.A.REI.1 Explain each step in solving a simple equation as following from the equality of numbers asserted at the previous step, starting from the assumption that the original equation has a solution.  Construct a viable argument to justify a solution method.

CC.9-12A.SSE.1a Interpret parts of an expression such as terms, factors, coefficients.
CC.9-10.SL1 and CC.11-12.SL.1 Initiate and participate effectively in a range of collaborative discussions (one-on-one, in groups, and teacher-led) with diverse partners on topics, texts, and issues, building on others’ ideas and expressing their own clearly and persuasively.



	Week 6
	Financial Institutions
	Essential:  Task 3.  Describe the characteristics and services of financial institutions.
ACTIVTIES

ASSESSMENT
	Define electronic funds transfer (EFT) and e-banking.

Discuss the advantages and disadvantage of AMT card, debit cards, and stored value cards.
Discuss on-line banking and telephone banking.

Identify the procedures for safe and correct use of e-banking, ATM and debit cards.
Distinguish between banks and credit unions.
	AE003 Possess general knowledge of the following:  checking, savings, loans, CDs, Investments, IRAs, Customer Services, Trust Services, ATMs, Credit/Debit cards.  (Financial Services)
9-10.RST.4 Determine the meaning of symbols, key terms, and other domain-specific scientific or technical context relevant to grades 9-10 texts and topics.

	Week 7
	Consumer credit
	Essential:  Task 6.  Compare and evaluate consumer credit.
ACTIVTIES

ASSESSMENT
	Define credit and describe its benefits and dangers.

Explain the rights and responsibilities assumed when borrowing money.

Discuss the criteria used when comparing credit offers.

Discuss the 3 Cs of credit.

List and explain the criteria a lender uses to determine creditworthy applicants.
	AE001 Define credit and credit terms.  (Financial Services)

AA07 Solve for the unknown variable in an equation.  (Accounting)
AD001 Analyze information in order to solve a problem. (Business Management)

CC.9-12.A.REI.1 Explain each step in solving a simple equation as following from the equality of numbers asserted at the previous step, starting from the assumption that the original equation has a solution.  Construct a viable argument to justify a solution method.

CC.9-12A.SSE.1a Interpret parts of an expression such as terms, factors, coefficients.

CC.9-10.SL1 and CC.11-12.SL.1 Initiate and participate effectively in a range of collaborative discussions (one-on-one, in groups, and teacher-led) with diverse partners on topics, texts, and issues, building on others’ ideas and expressing their own clearly and persuasively.



	Week 8
	Consumer credit
	Task 6 Continued

Essential:  Task 6.  Compare and evaluate consumer credit.

ACTIVTIES

ASSESSMENT
	Discuss the cost of credit.

Compute estimated finance charges. MP=A + FC/N

Compute credit card charges using the Previous Balance Method.

Compute credit card charges using the Average Daily Balance.

Compute credit card charges using the Adjusted Balance Method.

Compare and contrast the three methods.


	AE001 Define credit and credit terms.  (Financial Services)

AA07 Solve for the unknown variable in an equation.  (Accounting)
AD001 Analyze information in order to solve a problem. (Business Management)

CC.9-12.A.REI.1 Explain each step in solving a simple equation as following from the equality of numbers asserted at the previous step, starting from the assumption that the original equation has a solution.  Construct a viable argument to justify a solution method.

CC.9-12A.SSE.1a Interpret parts of an expression such as terms, factors, coefficients.

	Week 9
	Consumer credit
	Task 6 Continued

Essential:  Task 6.  Compare and evaluate consumer credit.

ACTIVTIES

ASSESSMENT
	Discuss the installment plan.

Define a down payment.

Compute finance charge on the installment plan.

Compute the cost of an installment plan.  

Compare and contrast the cost of an item on the installment plan as opposed to cash.

Compute monthly payment given the appropriate information.

Compute the number of months it will take to pay off a loan given the appropriate information.


	AE001 Define credit and credit terms.  (Financial Services)

AA07 Solve for the unknown variable in an equation.  (Accounting)
AD001 Analyze information in order to solve a problem. (Business Management)

CC.9-12.A.REI.1 Explain each step in solving a simple equation as following from the equality of numbers asserted at the previous step, starting from the assumption that the original equation has a solution.  Construct a viable argument to justify a solution method.

CC.9-12A.SSE.1a Interpret parts of an expression such as terms, factors, coefficients.

	Week 10
	Taxes
	Essential:  Task 8.  Complete various types of tax forms.
ACTIVTIES

ASSESSMENT
	Discuss federal and state taxes.

Discuss and complete a W4 form.

Interpret the parts of a W2 form and how it relates to an E-Z form.

Prepare an E-Z form given the appropriate information or using personal information
	OF005 Complete federal tax forms.  (Accounting)
A0011 Compute personal federal and state income taxes. (Accounting) 

9-10.RST.1 Cite specific textual evidence to support analysis of science and technical texts, attending to precise details of explanation or descriptions.
CC.9-10.SL1 and CC.11-12.SL.1 Initiate and participate effectively in a range of collaborative discussions (one-on-one, in groups, and teacher-led) with diverse partners on topics, texts, and issues, building on others’ ideas and expressing their own clearly and persuasively.



	Week 11
	Employee Benefits
	Essential:  Task 7. Identify major types of employee benefits

ACTIVTIES

ASSESSMENT
	Discuss employment benefits as part of the compensation package of working for a company.

Discuss attaching dollar value to benefits.

Identify major types of benefits including:  sick leave, vacation leave and medical insurance.

Compute job benefits, total job benefits, and net job benefits.
	OE008 Compare compensation plan benefit packages and incentives available to employees.  (Business Management)

9-10.RST.4 Determine the meaning of symbols, key terms, and other domain-specific scientific or technical context relevant to grades 9-10 texts and topics.


	Week 12
	Insurance
	Important:  Task 9.  Identify and compare basic types of health, life, auto, and homeowner/renter insurance.

ACTIVTIES

ASSESSMENT
	Define insurance.

Define an insurance policy.

Discuss premium, deductibles, claims, and beneficiaries. 

Discuss the cost of car insurance as it relates to age and driving record of an individual.  

Classify the different types of auto insurance coverage such as collision, comprehensive coverage, general liability, underinsured and uninsured motorist.

Compare and contrast homeowner to renter insurance.

Compare and contrast term life insurance to whole life insurance.
	AB006 Read to acquire meaning from written material and apply the information to a task. (Business Management)

AD001 Analyze information in order to solve problems. (Business Management)

9-10.RST.4 Determine the meaning of symbols, key terms, and other domain-specific scientific or technical context relevant to grades 9-10 texts and topics.
CC.9-10.SL1 and CC.11-12.SL.1 Initiate and participate effectively in a range of collaborative discussions (one-on-one, in groups, and teacher-led) with diverse partners on topics, texts, and issues, building on others’ ideas and expressing their own clearly and persuasively.



	Week  13
	Consumer Protection 

Contingency Planning
	Important:  Task 2.  Identify sources of consumer information, protection, rights, and responsibilities.
Important:  Task 10.  Explain and discuss contingency planning including retirement and estate planning.

ACTIVTIES

ASSESSMENT
	Research the FTC as the nation’s consumer protection agency. 

Discuss the main responsibilities of FTC.

Research and write about consumer protection Acts. 

 Discuss various acts such as Fair Packaging & Labeling Act, Truth in Lending Act, Electronic Fraud Transfer Act, and Identity Theft Act.

Discuss Social Security and retirement accounts. 

Create a will.
	AB010 Read to acquire and retain meaning from written material and to apply the information to a task. (Accounting)
AB003 Perform research and communicate in writing the results of the research. (Accounting)

9-10.RST.4 Determine the meaning of symbols, key terms, and other domain-specific scientific or technical context relevant to grades 9-10 texts and topics.
CC.9-10.SL1 and CC.11-12.SL.1 Initiate and participate effectively in a range of collaborative discussions (one-on-one, in groups, and teacher-led) with diverse partners on topics, texts, and issues, building on others’ ideas and expressing their own clearly and persuasively.



	Week 14
	Economic Systems
	Essential:  Task 1.  Compare major economic systems in the global economy

ACTIVTIES

ASSESSMENT
	List the three main economic systems in the world.

Compare and contrast the three economic systems.

Compare the economic system to the political systems.

Discuss the economy in the United States.

Discuss the rights and privileges the students have in the US as compared to other economic systems.
	OF009 Discuss and compare various types of economies. (Business Management)
9-10.RST.4 Determine the meaning of symbols, key terms, and other domain-specific scientific or technical context relevant to grades 9-10 texts and topics.
RST.1 Cite specific textual evidence to support analysis of science and technical texts, attending to precise details of explanation or descriptions.

CC.9-10.SL1 and CC.11-12.SL.1 Initiate and participate effectively in a range of collaborative discussions (one-on-one, in groups, and teacher-led) with diverse partners on topics, texts, and issues, building on others’ ideas and expressing their own clearly and persuasively.



	Week 15
	Economic Systems
	Task 1 Continued

Essential:  Task 1.  Compare major economic systems in the global economy

ACTIVTIES

ASSESSMENT
	List the three main economic systems in the world.

Compare and contrast the three economic systems.

Compare the economic system to the political systems.

Discuss the economic in the United States.

Discuss the rights and privileges the students have in the US as compared to other economic systems.
	OF009 Discuss and compare various types of economies. (Business Management)
9-10.RST.4 Determine the meaning of symbols, key terms, and other domain-specific scientific or technical context relevant to grades 9-10 texts and topics.
9-10.RST.1 Cite specific textual evidence to support analysis of science and technical texts, attending to precise details of explanation or descriptions.

CC.9-10.SL1 and CC.11-12.SL.1 Initiate and participate effectively in a range of collaborative discussions (one-on-one, in groups, and teacher-led) with diverse partners on topics, texts, and issues, building on others’ ideas and expressing their own clearly and persuasively.



	Week 16
	Ergonomics and Safety
	Covered:  Task 12.  Identify ergonomics and understand why ergonomics is important from a health point of view.

ACTIVTIES

ASSESSMENT
	Discuss ergonomics as a science.

Discuss office ergonomics.

Discuss the rapid increase in computer use in the modern office and the associated increase in injuries.

Discuss keyboarding techniques and how they apply from a health point of view to prolonged awkward positions.
Research and write a short report on ergonomics.
.


	EG003 Discuss how health, motivation, and physical fitness affect performance. (Accounting)
9-10.RST.1 Cite specific textual evidence to support analysis of science and technical texts, attending to precise details of explanation or descriptions
CC.9-10.SL1 and CC.11-12.SL.1 Initiate and participate effectively in a range of collaborative discussions (one-on-one, in groups, and teacher-led) with diverse partners on topics, texts, and issues, building on others’ ideas and expressing their own clearly and persuasively.

 CC.9-10.W.9 Research to Build and Present knowledge.  Draw evidence from literary or informational texts to support analysis, reflection, and research.

	Week 17
	Accountability and Responsibility 
	Important:  Task 13.  Demonstrate accountability of and the safe and responsible use of company resources, office equipment, machines, etc.

ACTIVTIES

ASSESSMENT
	Discuss honesty in the workplace as well as in school.

Discuss pilfering company supplies.

Discuss stealing company work hours. 

Discuss who ultimately pays for any theft in the workplace and in schools.

Discuss safety procedures when using equipment in the workplace as well as in school.


	EA005 Understand the importance of accepting personal responsibility. (Accounting)
EB001 Demonstrate honesty and integrity. (Accounting)

CC.9-10.SL1 and CC.11-12.SL.1 Initiate and participate effectively in a range of collaborative discussions (one-on-one, in groups, and teacher-led) with diverse partners on topics, texts, and issues, building on others’ ideas and expressing their own clearly and persuasively.



	Week 18
	Review for Final
	Covered:  Task 14:  Apply Internet etiquette and safety.

Tasks 1 – 15 All Tasks Reviewed

ACTIVTIES

ASSESSMENT
	Discuss copyright laws.  

Discuss internet safety on Facebook and Twitter.  

Discuss and apply netiquette (internet etiquette).

Discuss copyright laws.  
Research and compose a short report on netiquette.
Discuss final exam and what essential parts of the curriculum will be reflected on the final exam.

Discuss what part of the curriculum was most interesting and what was least interesting.

Prepare for final.
	OF010 Locate and retrieve data from various sources (e.g., local drive, network drives, and Internet).

(Administrative Support)

CC.11-12.W.6 and CC.9-10.W.6 Use technology, including the Internet, to produce, publish, and update individual or shared writing products in response to ongoing feedback, including new arguments or information.
CC.9-10.SL1 and CC.11-12.SL.1 Initiate and participate effectively in a range of collaborative discussions (one-on-one, in groups, and teacher-led) with diverse partners on topics, texts, and issues, building on others’ ideas and expressing their own clearly and persuasively.
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