Lesson 38 & 39 (30 min.) Classroom

Plan of Study Updates

Objectives:  
Students will update their Plans of Study

Materials:  
1- Copy of blank Plan of Study per student


Original plan of study for each student

Teacher:  “Today we are going to revisit our Plans of Study.  As you might have noticed, this is a document that we are going to continually look at so that you can plan accordingly for any decisions you have made about your career path or maybe a more specific career path.  Either way, we will want to change our Plans of Study to reflect our intentions.  I am going to give each of you your most recent plan of study and a copy of a blank one.  This way you can update any changes that you have.  Then turn both of them in at the end of class.”

This lesson may only take one day, but there is time to spend a second day if the students need it.  Ask students to turn in their updated Plans of Study.

Lesson 40 (30 min.) Classroom

Transcripts
Objectives:  
Student will be able to understand their transcripts
Materials:  
1- Student transcript for every student


1- Graduation requirements per student

Teacher:  
“Everyone should have their transcript in their hand.  Hold it up so I know you have it and you’re listening.  Good, now using this transcript, we’re going to compare it to the graduation requirement.  Using the graduation requirements sheet, check each class that you have successfully taken.  We only have one more year of high school, which means we can’t afford to make a mistake on the classes you are in.  If you are missing a class, you now only have this year and next to complete it in order to graduate.”


Ask students to go through the graduation requirement check sheet and verify that they are on track.

Lesson 41 (1 hr.) Classroom

Transcripts
Objectives:  
Student will be able to compare their transcripts to the requirements for college entrance.
Materials:  
1- Student transcript from lesson 40

Teacher:  “Today we are going to look at a university’s expectations and see if you are on track to get in to that university.  Using the information you collected from lessons 35-37 about college entrance requirements, compare your transcripts to the four schools that you have chosen to see if you will meet their requirements.  Write down any improvements that you need to make in order to be accepted to these colleges/universities.  If you have any questions, please ask me.” 

Have students write their name and the four schools of their choice on a blank piece of paper.  Next to each school, ask them to write if they meet the requirements or what they would have to do in order to meet the requirements.

Lesson 42 & 43 (1 hr.) Computer Lab
Resumes

Objectives:  
Student will have an up-to-date resume.
Materials:  
1- Example resume per student

Teacher:  “All of you should have a resume on file.  Today and tomorrow you are going to update it with any information that has changed.  In addition to this, you will need to make sure you have an objective on it.  This objective should be what you are sending your resume out for.  For example it might be, “To obtain financial assistance to attend the University of Colorado.”  Or it could be, “To find summer employment.”  This is also a chance for you to make it more professional and change anything on it that is out-dated.  Here is another example of a resume that you have not seen yet that might give you some new ideas.  At the end of the second day of class, you will need to turn in a hard copy of your resume.”
Lesson 44 & 45 (1 hr.) Computer Lab
Internship Planning

Objectives:  
Student will know and understand the process of finding an internship.
Materials:  
1- Finding an Internship Handouts
Teacher:  “You should be thinking seriously about what type of job you want after high school or what type of degree you are going to get in college.  Through all of the lessons that we have done about career interests, you should have a few jobs/careers that stand out to you.  Today, we are going to look at ways to find internships.  Internships are one way that we can really discover if a job is the right job for us.  I am going to give you a handout with some tips about finding an internship.  As you read this, I want you to remember that this information is geared toward high school and college students.  Once you have read through it, you will go to the computer and find the career center website for the college that you are most likely going to attend.  Using this website, I want you to find an internship available that is in your career field of interest.  If you cannot find one on this website, use the information in the handout to find an internship using another method.”
Finding an Internships Handouts

Internship Search Tips

1. Use a combination of search tactics: you never know which one will get you hired.

2. Network with professionals, recruiters, fellow students, professors, and family members.

3. Visit with your counseling office for both internships and for organizations in your field of interest that you can approach directly.

4. Consult the college career center in which you plan to attend for internship listings and tips by career field.

5. Be proactive! Target organizations and approach them directly. They may have internship opportunities that they are not advertising right now or you may be able to develop your own opportunity.

6. Have a resume available.  Make sure to have it reviewed by as many qualified people as you can.
7. Apply to multiple organizations. Internships are competitive. Give yourself the best chance of succeeding.
8. Be prepared for your interviews.
9. Explore a variety of options and carefully evaluate the opportunities you find so that you can choose an internship that will provide you with the best experience.
10. For more internship information, see the counseling office at your high school and/or the college career center in your area.

Reasons to Intern

1. Experience in a field of interest will help you make more educated career choices.
2. This is your chance to explore a variety of different fields before you choose a career direction.
3. Hands-on career experience can enhance your academic performance and success
4. You can develop career related skills and demonstrate them for future employers; i.e., you become much more marketable!
5. 14.2% of 2007 Cal State in Berkley graduates reported that they got their current job because they previously worked for that employer; i.e., an internship can be the key to longer-term employment at a given company.
6. Employers prefer candidates with previous work/internship experience, and it is becoming harder to land a good job without it.
7. Professional contacts in the field can help you get hired and get ahead in your career.
8. Many organizations use internships as extended interviews for full-time employees.
9. Most organizations will hire successful interns over candidates they have just met.
10. Many internship positions are paid, and they can be a lot of fun!
KEYS TO LANDING YOUR IDEAL INTERNSHIP
1. Build relationships as a student.
Connect with your teachers, counselor, and peers. Go to your teacher’s office and make personal connections!  Graduate students are a good resource too because many of them may have had internships in your field. Most educators are very supportive of students who show interest and initiative, and they often know other professionals in their field.
2. Broaden your contacts and relationships outside the school realm.
It’s all about networking, networking, networking! Talk to your employers, family and friends, and any other professionals you interact with, such as those you encounter at your volunteer position or in your community.

3. Before applying for an internship, first think about your own interests and needs.
Do you want to work in a big firm or small organization? What type of work interests you the most – corporate, academic, non-profit, community based, etc.? You may not land the ideal internship your first time out, but at least you can have some clarity of what you would prefer given the choice in your pursuit. Know what you want and go after it!

4. Write down what you are good at and what you want to learn.
Ask your friends and former employers to describe your strengths and areas for improvement and exploration.  What are your goals for the internship? What would you like to learn? Include these points in your communication with a potential employer phrased as areas of competence and areas you would like to develop.

5. Research specific companies and organizations for whom you would like to work for.
It is often more beneficial to identify specific companies where you would like to intern and then to contact them directly versus only responding to posted positions. Many of the best jobs and internships are NEVER publicly posted!  So come up with a list of at least 5-10 organizations that catch your eye and that you want to learn more about. 

6. Search for posted internships openings through the counseling office and other websites.
Sign up for the Career Center’s online database of on and off campus internships and jobs.  Also check out the internship databases listed on most career center websites.

7. Take advantage of Career Center resources and counseling.
Most colleges offer great resources in their Career Center.  They often can help make contacts for you, review your resume, review your cover letter and many other great benefits.

8. Start your search early.
If looking for a summer internship, DO NOT wait until the first day of summer. Give yourself at least a few months to look for an internship. Some summer internship programs accept applications as early as the fall semester before you will start! If you are looking for an internship during the academic year, begin researching and contacting companies at least one semester in advance.

9. Use a diverse combination of internship search strategies.
The more places you look and the more strategies you use, the better chances you have of securing a great internship.  Here are the major ways in which other students have found internships: 1) Personal contacts and networking, 2) The Internet – major internship search engines, Career Center website links, etc., 3) Internship/career fairs, and 4) directly targeting companies of interest.

10. Contact the companies on your list and apply!

If the internship was posted online, apply within the required time frame with a professional resume, cover letter, and any other documents requested. If there is not a specific opening listed but you’ve identified a company that interests you, call the company directly and identify yourself and your situation – state that you have researched the company and would like to speak with someone about the possibility of an internship.

Lesson 46-48 (1 hr.) Computer Lab
Writing a Cover Letter

Objectives:  
Student will write a professional cover letter.
Materials:  
1- Cover Letter Handout per student(including example cover letters)



1- Cover Letter Worksheet per student
Teacher:  “We have looked at your resumes several times.  Do any of you know what else should be sent with your resume?  Good, a cover letter.  If an employer receives a resume by itself, they probably won’t know what it is for.  A cover letter allows us to tell a potential employer a little bit more about ourselves, along with explaining what position we are interested in and why.  We will be working on cover letters for a few days, so all of the material that I give you, you must keep (handout Cover Letter Handouts).  In groups of three, answer the questions on the Cover Letter Worksheet using the Cover Letter Handouts.”

Once students are finished, if they have time, have them find a job ad that they are interested in.  If time does not permit have them do this as homework.  They should use part or all of the second day to research this employer so they can personalize their cover letter.  Then have them type a cover letter and turn it in for a grade.  (It is recommended that any spelling errors are an automatic zero.)

If you need additional information on cover letters, or your students have some time Colorado State University Career Center website has some great information on cover letters.

Cover Letter Handout
The preliminary application for a professional position generally consists of two documents: a cover letter and a resume.  This handout describes the cover letter. 

While the resume is a somewhat generic advertisement for yourself, the cover letter allows you to tailor your application to each specific job.  Although the thrust of your various letters may remain the same, there is really no reason to have a single, generic cover letter. 

Overview 
Effective cover letters are constructed with close attention to 

· Purpose 

· Audience 

· Content 

· Format 

Purpose 
Your cover letter and resume usually provide all the information which a prospective employer will use to decide whether or not you will reach the next phase in the application process: the interview.  

While your goal is to obtain an interview and, ultimately, a job offer, the more immediate purpose of your cover letter may simply be to gain an attentive audience for your resume. 

Audience 
A cover letter provides, in a very real sense, an opportunity to let your prospective employer hear your voice. It reflects your personality, your attention to detail, your communication skills, your enthusiasm, your intellect, and your specific interest in the company to which you are sending the letter.   Therefore, cover letters should be tailored to each specific company to which you are applying. You should conduct enough research to know the interests, needs, values, and goals of each company, and your letters should reflect that knowledge. 

Content 
A cover letter should be addressed to the specific company and the specific individual who will process your application. You can usually find this through research or simply by calling the company to find out to whom you should address your letter.  The letter should name the position for which you are applying and also make specific references to the company. Indicate your knowledge of and interest in the work the company is currently doing, and your qualification for the position. You want the reader to know: 

· Why you want to work at that specific company.  

· Why you fit with that company.

· How you qualify for the position to which you’re applying. 


In addition to tailoring your application to a specific job with a specific company, the cover letter should also:

· Highlight the most important and relevant accomplishments, skills, and experience listed in your resume. 

· Point to the resume in some way (as detailed in the enclosed resume"). 

· Request specific follow up, such as an interview. 

Format 
A cover letter should be in paragraph form (save bulleted lists for your resume) with a conversational, though formal, tone. 

The first paragraph should be brief, perhaps two or three sentences, stating:
· What job you are applying for and how you learned about it.  

· Any personal contacts you have in or with the company.  

· Your general qualifications for the job.  


The body of your letter should consist of one to three longer paragraphs in which you expand upon your qualifications for the position. Pick out the most relevant qualifications listed in your resume and discuss them in detail, demonstrating how your background and experience qualify you for the job. Be as specific as possible, and refer the reader to your resume for additional details.   The concluding paragraph of your letter should request an interview (or some other response, as appropriate). State where and when you can be reached, and express your willingness to come to an interview or supply further information. Close by thanking your reader for his or her time and consideration. 
  

Example: Cover Letter 1 

34 Second Street 
Troy, New York 12180 
October 4, 2001 

Ms. Gail Roberts 
Recruiting Coordinator 
Department DRR 1201 
Database Corporation 
Princeton, New Jersey 05876 

Dear Ms. Roberts: 

Your advertisement for software engineers in the January issue of the IEEE Spectrum caught my attention.  I was drawn to the ad by my strong interest in both software design and Database. 

I have worked with a CALMA system in developing VLSI circuits, and I also have substantial experience in the design of interactive CAD software.  Because of this experience, I can make a direct and immediate contribution to your department.  I have enclosed a copy of my resume, which details my qualifications and suggests how I might be of service to Database. 

I would like very much to meet with you to discuss your open positions for software engineers.  If you wish to arrange an interview, please contact me at the above address or by telephone at (518) 271-9999. 

Thank you for your time and consideration. 

      
Sincerely yours, 

Joseph Smith 
  

Example: Cover Letter 2 

1234 15th Street 
Troy, New York 12180 
January 30, 2002 

Mr. John M. Curtis 
Recruiting Coordinator 
HAL Corporation 
55 Washington Avenue 
New York, New York  10081 

Dear Mr. Curtis: 

As an experienced computer programmer who is presently pursuing a master's degree in electrical engineering at Rensselaer Polytechnic Institute, I am writing to request information about possible summer employment opportunities with HAL.  I am interested in a position that will allow me to combine the talents I have developed in both computer programming and electrical engineering.  However, as you can see from the attached resume, I have extensive experience in many related fields, and I always enjoy new challenges. 

I feel that it is important for me to maintain a practical, real-world perspective while developing my academic abilities. I am proud of the fact that I have financed my entire education through scholarships and summer jobs related to my field of study.  This work experience has enhanced my appreciation for the education I am pursuing.  I find that I learn as much from my summer jobs as I do from my academic studies.  For example, during the summer of 1986, while working for IBM in Boca Raton, Florida, I gained a great deal of practical experience in the field of electronic circuit logic and driver design.  When I returned to school in the fall and took Computer Hardware Design, I found that my experience with IBM had thoroughly prepared me for the subject. 

Having said all this, I realize that your first consideration in hiring an applicant must not be the potential educational experience HAL can provide, but the skills and services the applicant has to offer.  I hope the experience and education described in my resume suggest how I might be of service to HAL. 

I welcome the opportunity to discuss with you how I might best assist HAL in fulfilling its present corporate needs.  I will be available for employment from May 14 through August 31, 2002.  Please let me know what summer employment opportunities are available at HAL for someone with my education, experience, and interests.  You can reach me at the above address or by phone at (518) 271-0000. 

Thank you for your consideration. 

Sincerely yours, 

Joan Doe
Name:  ______________

Cover Letter Worksheet
1.  What two documents should be sent to a potential employer?
_____________________________, ______________________________

2.  Can you write one cover letter, copy it, and send it to several potential employers?  Explain your answer.
___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
3.  What are the four things that all effective cover letters emphasize?

_________________________
_________________________

_________________________

_________________________

4.  What is the immediate purpose of sending a cover letter?

__________________________________________________________________________________________________________________________________________________________________
5.  What are some ways that you can think of that would be effective to research a company or potential employer?

___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
6.  What are the three things that you want the reader of your cover letter to know?

___________________________________________________________

___________________________________________________________

___________________________________________________________

7.  What are three other things that should be in your cover letter?

___________________________________________________________
___________________________________________________________

___________________________________________________________

8.  What are three items that should be included in the first paragragh?

___________________________________________________________
___________________________________________________________

___________________________________________________________

9.  How many paragraphs should a cover letter have?  _______________

Lesson 49 & 50(1 hr.) Computer Lab

Finding Scholarship Money
Objectives:  
Students will learn places in which to attain college funding.

Materials:  
Write these two website addresses on the board:  http://www1.fastweb.com/
http://www.scholarships.com/MainMem.aspx
Teacher:  “We have done a lot of hard work, it’s time to get paid for it.  Do you agree?  Now that we have our resumes ready and our interview skills honed, it’s time to find some free money.  Some people say that there’s no such thing as free money.  I disagree.  Scholarships and grants are free money.  I know you still have a year of high school left, but it’s never too early to start attaining money for college.  Though the bulk of the local scholarships won’t let you apply until next year, there are thousands of national scholarships out there.  There is an estimated 1.2 billion dollars in scholarship money available.  About 40% of this comes from Uncle Sam (your tax dollars).  Therefore, it is imperative that we try to attain as much of that as possible.  Look around the class.  You probably see someone in here that has better grades than you, or is better at sports than you.  This might mean that they will get more scholarship money than you, but with 1.2 billion dollars up for grabs, you can find scholarships that are available for your personal talents.  In fact, there are scholarships for about everything.  If one of your parents is a veteran, or if you have a disability, or if you are musically talented, or if you like community service, or if your parents are a member of certain companies, you might qualify for some specific scholarships.  You should be getting my point.  All of you can find scholarships that are looking for your talents.  Today and tomorrow you will use your time on the computer to enter your talents and interests in two different scholarship searches.  The two websites on the board are free.  It is usually recommended that you only use free websites and services to find scholarships.  There are services available that require payment, but they will likely give you the same results or less.  Once you have finished, send the requested information to one scholarship in order to receive the application.  This may take a few weeks to get but will need to be turned in to me for credit.  You may begin.”

You should actively walk around and assist students with information.  It is also recommended that they click “no” on several of the questions about receiving information unless they are genuinely interested in order to eliminate future junk mail.  Resources for the statistics in this lesson are from the National Center for Education Statistics.
Lesson 51 (1 hr.) Classroom
Money Management (Developing a Budget)

Objectives:  
Students will understand the importance of and be able to accurately develop a monthly budget.

Materials:  
1- copy of Budget Worksheet



Extra copies of Budget Worksheet

Teacher:  “How many of you make your own money?  Most of you at this point in your life probably have a summer job or an after school job.  What do you spend your money on?”  Let students give a few answers.  “Each of us likes to spend money.  However, having our own money brings a lot of personal responsibility.  Most of us have a plan for our money.  It’s important to have this plan in writing.  How many of you have had twenty dollars or even one hundred dollars and thought you had plenty of money for the day or the week, but it didn’t last?  Most of us have had this problem.  Today we are going to define a budget, and then we are going to develop our own budgets.  Using the worksheet that I am giving you, fill out all of the information on it.  If you have no income, estimate what your parents make and do a written budget for them.”

“Now that we are done with our budgets, most of us probably found that we could have more money than we thought if we only bought the things that we need.  You can spend the remaining money how you would like.  Most financial experts say that we should start by saving some of it.  It is actually recommended that we have a savings of 3 months worth of expenses.  Write down how much this would be for you or your family.”

Students can do this in small groups if you prefer.  Have students discuss as a class whether they think having this much money in savings is worth the work.  Then lead a discussion about emergencies that happen such as medical, auto repairs, etc.  Remind them that it is alright to enjoy the extra money and use it for whatever they like, but we must pay the things that are needed before we buy the things that are wanted.  Offer students an extra copy of the monthly budget to take home if they would like to sit down with their parents and learn how they do their monthly budget at home.
______________________’s Budget

        Name       

1.  Write down how much monthly income you or your family have.  (This is take home, after taxes.)

______________________

2.  Write down the monthly expenses that you or your family must pay.  (Note:  This includes things like gas to and from work, not to the theatre on Friday night.)


Rent/Mortgage 
$___________________


Food


$___________________

Utilities

$___________________


Car Payments
$___________________


Insurance

$___________________

Gas


$___________________


Phone

$___________________


Other Expenses
$___________________


Total Expenses
$___________________

3.  Subtract your total expenses from your take home income.




$_________________
4.  Do you have extra money at the end of the month?  Yes/No

5.  What would be your priorities with this extra money?

________________________________________________________________________________________________________________________________________________________________________

6.  How much money would you have to save to meet the three month recommendation?  $_____________________
Lesson 52 (1 hr.) Computer Lab
Money Management (Understanding Checking Accounts)

Objectives:  
Students will understand the importance of and be able to accurately balance a checkbook.

Materials:  
1- copy of Checking Accounts Handout per student


1- copy of Checking Accounts Worksheet per student

Teacher:  “How many of you have borrowed a dollar from a friend for a pop?  Most of us have.  However, would you take that dollar from a friend if he charged you twenty-five dollars tomorrow?  No, probably not.  This happens everyday to people that don’t keep accurate records on their checking account.  It doesn’t matter if you write a check for one dollar or five hundred dollars over your balance; you will get charged a minimum of twenty to twenty-five dollars.  Some of you may not have a check book yet, but you probably will before to long.  You may lose points in class if you don’t get all of the answers correct, but if you allow the bank to teach you this lesson, you will lose money every time you make a mistake.”
Give each student a copy of the handouts and the worksheets.  If you prefer, they can work in small groups to complete this lesson.  Ask them to turn in the worksheets at the end of class for credit.

Checking Accounts Handout

Share Draft/Checking Account Basics

Share Draft/Checking Account Basics

A check is a written order that represents cash. Credit union checking accounts are called share draft accounts. Share drafts, like checks, are accepted almost everywhere.

Choosing Your Account

When you’re shopping for an account, compare the following:

Fees and fines: Service charges are usually based on the number of checks you write a month, your minimum balance, and the type and size of other accounts you have with the financial institution. You might be charged a fee each time you write a check, use an automated teller machine (ATM), or overdraw your account.

Interest: Some checking accounts pay interest if you keep a minimum balance in your account. Generally, the higher the balance in your checking account, the more interest you’ll earn and the fewer service fees you’ll pay.

Minimum balances: Many accounts require you to keep a minimum amount of money in your account to avoid service fees.

Unlike most checking accounts available elsewhere, many credit union share draft/ checking accounts pay you interest on the money you keep in your account. Plus surveys show that service fees, fines, and minimum balance requirements are generally lower than elsewhere.




Writing a Check

Checks and share drafts come in different designs and colors, but the basic features are the same and so are the “how-tos” of writing a check.

1.  Write in the correct date and year.

You can write the month in words, numbers, or abbreviations. Even if you put a later date on a check (post-date), it can be deposited for payment right away.

2.  Write in the name of the person (or business) the check is being made to. Write plainly and accurately. Draw a line after the name to prevent someone from adding other names.
3.  Carefully write the amount of the check in numbers. Make sure the figures are as close to the dollar sign as possible. This makes it hard to change the amount by inserting a number. For example, changing $25.00 to $125.00.
4.  Write the dollar amount in words starting at the extreme left. This makes it more difficult to alter the amount of the check. Draw a line through any remaining space.
5.  Fill in the “Purpose” line so you’ll have a record of why you wrote the check.

6.  Sign your name legibly in pen and always sign the same way. When you open your account, you’ll be asked to sign a signature card. Choose a form of your name to use only when you sign checks or other important papers. For example, “Joe Smith” may reserve “Joseph L. Smith” for his check signature.
Write your signature without leaving an impression of it on other checks in the book.

Making a Deposit

Before you cash or deposit a check you have to endorse it. To endorse a check, sign your name as close to the top of the back left side as possible. Many checks have a preprinted endorsement line indicating where to sign.

Sign your name exactly as it appears on the front. If your name is misspelled, first endorse it the same way, then sign your name correctly underneath.

If you’re going to deposit the entire amount, write “For deposit only” above your endorsement.

This will stop another person from cashing your check after you’ve signed it. If you want to sign the check over to another person, for example, Jack Jonas, write “Pay to the order of Jack Jonas” and then sign your name underneath.

Jack will have to sign his name under yours before he can deposit or cash the check.

Managing Your Checkbook

Your checks come with a check register for you to record all transactions. Write in the amount of each check or deposit immediately and add or subtract it. Don’t forget automated teller transactions and fees.

Keep Things in Balance

Once a month you’ll receive an account statement from your financial institution. The statement will list your account balance at the beginning and end of the month; any deposits, transfers, or withdrawals you’ve made; checks that have been cashed; and any fees or penalties.  You have to compare this statement against your check register. If your balance doesn’t match theirs after you’ve balanced your checkbook, double-check your math and make sure you’ve correctly recorded all checks, fees, deposits, withdrawals, and ATM transactions.

Notify your financial institution if the error doesn’t seem to be yours.

When you open a share draft/checking account, ask your parents or someone from the financial institution to teach you how to balance your account.

What if Your Checks Are Lost 

or Stolen?

If your checks are lost or stolen, report it to your financial institution immediately. A warning will be placed on your account and your checks will be examined to see if someone is trying to forge your name to get your money. If you think your checks have been stolen, also notify the police.




How Can I Be Overdrawn When

I Still Have Checks Left?

If you write a check for more money than you have in your account, it is an overdraft.

Depending on your account, two things can happen. Your financial institution may:

• Pay the check and notify you that you owe them money, plus an overdraft fee.

• Return the unpaid check to the person or business it was written to. This is called “bouncing” a check. If the check is bounced, you’ll most likely have to pay a NSF (not sufficient funds) fee to both the financial institution and the business to which it was written.  Some credit unions and other financial institutions offer an overdraft protection service, but there may be a fee for this service. One option automatically transfers money from your savings account to your checking account if you’re overdrawn.  But watch out: Because it’s so convenient, you might find yourself “accidentally” spending your savings. Another option is an “overdraft line of credit” that automatically loans you money to cover overdrafts. The catch: You have to repay the money with interest.

Share Draft/Checking Tips

• Treat checks the same as cash and keep them in a safe place.

• Don’t take a check that appears to be altered and don’t make any changes on checks written to you.

• Don’t make out a check to “Cash”or“Bearer.”

This allows anyone to cash it. Instead, write in the name of the financial institution or business where you’re cashing it.

• Destroy any blank checks and deposit slips you won’t use.

• Don’t sign a check until you’ve filled in the amount and the name of the person or business you’re paying. If a signed, blank check is lost or stolen, anyone can fill in a name and amount and cash it.

• Don’t let merchants write your credit card number on your check. Several states have laws prohibiting this practice because it encourages credit card fraud.

• Don’t be offended if tellers don’t remember you and ask you for identification, or if they ask that you sign a check in their presence.

This is a security measure that protects your money.

• Save all your checking receipts and statements in a file folder or box. You need to keep them for five to seven years for income tax purposes.

Electronic Money

Here’s a rundown of some of the electronic ways to access your money:




Automated teller machines: 

ATMs allow you to get cash, transfer money, or make deposits from almost anywhere, anytime. ATM cards are often available when you open a checking or savings account. To use an ATM card, you usually have to maintain a minimum balance and you may have to pay a fee each time you use your card.

When you get your plastic ATM card, you’ll be given a special personal identification number (PIN) that allows you to work the ATM.

Point-of-sale debit cards function like plastic checks. Some gas stations, grocery, and other stores have terminals that let you pay with a debit card. The debit card may be your ATM card, or it can be a special card issued by the retailer. When you’re ready to pay, you slide the card through a machine and punch in your PIN.  The money is instantly transferred from your account to the store’s account.

MasterCard or Visa debit cards may look like credit cards, but they’re not. Used instead of checks, these debit cards are accepted wherever credit cards are. You present your “check card” and sign a sales slip for the amount of your purchase. Within a few days, the money is deducted directly from your checking account.  You can also use these cards, which may carry fees, as an ATM card.

Keep Your Money Safe

• If you choose your PIN, make it a random number, not a predictable one such as your birthday or address.

• Memorize your PIN. Don’t share it with anyone else or write it on the card. Leave the number at home. If you lose the card, contact your financial institution immediately; they’ll issue you a new card and PIN.

• Don’t let others see you punch your PIN into the machine. Avoid withdrawing cash at night, or use well-lit or drive-up ATMS.

• Limit the amount you withdraw each month and save your ATM receipts. To avoid overdrafts, enter all transactions and fees in your check book.

Name: _______________

Checking Accounts Worksheet

1. List two things to compare when choosing a share draft/checking account.

1)

2)

2. List three ways to protect your checking account.

1)

2)

3)

3. Explain what can happen when someone “bounces” a check.

4. Describe the correct way to endorse a check.

5. Describe one way to electronically access your checking account.

6. True or False: Writing a later date on a check prevents it from being cashed until then.

Pg. 1

Directions:  Complete this check.  You are writing it to pay your car payment to Colorado Credit Union for the amount of $252.16
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Pg. 2

Checking Accounts Answer Sheet

1. Answers may include fees and fines, interest paid on your account balance, and minimum balance requirements.

2. Answers may include such things as: keeping checks in a safe place; not accepting altered checks; not making checks out to “Cash”; destroying any blank check you won’t be using; not signing the check until it’s completely filled in; not letting merchants write your credit card number on your check.

3. Bouncing a check occurs when someone writes a check for more money than they have in their account, and the financial institution returns the unpaid check to the business or person it was written to. If a check bounces, NSF fees are charged by both the financial institution and the business.

4. To endorse a check, sign your name as close to the top of the back left side as possible, or on or above the preprinted endorsement line.

5. Answers may include:

• Automated teller machines (ATMs) allow you to get cash, transfer money, or make deposits by using your ATM card along with a PIN.

• Point-of-sale debit cards are used at special terminals at the checkout counter of some stores. To pay, you slide your debit card through the ATM machine and punch in your PIN. The money is instantly transferred from your account to the store’s.

• MasterCard or Visa debit cards are accepted wherever credit cards are. You present your card, sign a sales slip for the amount of purchase, and within a few days the money is deducted directly from your checking account.

6. False. Even if you post-date a check, it can be deposited for payment right away.

Lesson 53 & 54 (1 hr.) Computer Lab

Money Management (Understanding Checking Accounts)

Objectives:  
Student will understand the importance and be able to accurately balance a checkbook.

Materials:  
1- copy of Student Instructions per student




1- copy of Sample Checks Worksheet per student

1- copy of  Sample Deposit Slips Worksheet per student

1- copy of Sample Checkbook Register Worksheet per student
Teacher:  “We investigated the importance of understanding our checking accounts, now we are going to learn how to use them.  As we said before, checking accounts can be costly if we misuse them or don’t keep track of them.  According to the United States Department of Justice, check fraud can draw a fine of up to $1,000,000.00, imprisonment for up to 30 years, or both, and many first-time offenders with no criminal background have received stiff sentences.  Although this is for people who intentionally misuse their checks, it is still illegal to write checks all over if you don’t have the money in your account.  First you will have bill collectors call you, then the people you owe money to will press charges.  Whether intentional or not, this is a headache that you don’t want.  It is important to remember that checks are a direct representative of the cash we have in the bank, they are not a credit card.  Use the Student Instructions handout and complete all of the worksheets (except , to help you manage a check book.”

Following the completion of the worksheets, have a discussion with students about the importance of managing their checkbooks.  What did they learn?  Make sure students keep all of their material for lesson 55.
Student Instructions

1. Using the Sample Checks Worksheet, write a check for the first three transactions outlined below.

2. Using the Sample Deposit Slips Worksheet, complete share draft/checking account deposit slips for the first two deposits recorded below.

3. Enter all checks, deposits, and ATM transactions on the Sample Checkbook Register

Worksheet, using a beginning balance of $500.00. Follow the correct sequence of dates when completing this exercise.
Check Number 
Date 
TO 




Purpose Amount

6801 


9/01 
Athletic Shoe Co. Running Shoes 
$ 55.63

6802 


9/06 
Food Mart Groceries 


$ 22.36

6803 


9/10 
Federal Credit Union Cash withdrawal 
$ 25.00

ATM 


9/17 
Cash 




$ 15.00

($0.50 transaction fee)

6804 


9/23 
Phone Calls Unlimited Phone bill 
$ 26.75

6805 


9/28 
Energy Plus Utility Electric bill 

$ 23.00

Deposits 



Date 
Source 



Amount
9/4 
Work paycheck 



$285.00 (you request $50 cash back)
9/18 
Work paycheck 



$285.00

9/21
Birthday gifts



$25.00

$45.00

9/28 
Refund check 



$35.50

Name:  __________________

Sample Checks Worksheet
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Name: _______________

Samples Deposit Slips Worksheet
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Name: ____________________
Sample Checkbook Register Worksheet

	NUMBER OR CODE
	DATE
	TRANSACTION DESCRIPTION
	PAYMENT, FEE, WITHDRAWAL (-)
	[image: image10.jpg]



	DEPOSIT, CREDIT (+)
	$  BALANCE

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


How to Use a Checkbook Register

For each check you write, immediately enter the following in the appropriate space in the checkbook register:

• The check number (in the “Item No. or Transaction Code” column)

• The date

• Who you wrote the check to and why (in the “Transaction Description” column)

• The check amount (in the “Subtractions” column and also in the “Balance” column)

Immediately subtract the amount from your current balance.

Deposits

For each deposit you make into your checking account, complete a checking account deposit slip and enter the following information in the checkbook register:

• The date

• The source of the money (for example, a paycheck or a gift)

• The deposit amount (in the “Additions” column and also in the “Balance” column)

Immediately add the amount to your current balance.

Other Entries

Enter all money withdrawn or deposited into your checking account including:

• Service charges

• ATM cash withdrawals and any fees

• Transfers from other accounts, for example, your savings.

Lesson 55 (1 hr.) Computer Lab

Money Management (Understanding Checking Accounts)

Objectives:  
Students will understand the importance and be able to accurately balance a checkbook.

Materials:  
1- copy of Member Statement per student
Students should have all materials from lessons 53 & 54

Teacher:  “Now that we have all of the information in our checkbooks, we are going to see if the bank has the same figures.  Every month when we get our statement, we should compare our records with the bank’s.  Just like most record keeping, we tend to leave things out or forget things.  We’re not the only ones; sometimes the bank makes mistakes too.  We have to do this monthly because mistakes could cause us to write bad checks.  Also, if the bank makes a mistake, it’s much easier to correct if we are aware of it early.  Use the Member Statement to compare to your check register.  Make sure that both of them match.  If they don’t, find out where the mistake is.”
Balancing Your Checkbook:

Student Instructions

1. Compare the checks and deposits listed on the Member Statement with the checks and deposits entered on the Completed Sample Checkbook Register. Put a check mark next to all entries that appear on both sides.

2. Following the instructions on the Checkbook Reconciliation Worksheet, list the check number and amount of any checks recorded in your check register that aren’t listed on your Sample Member Statement. Fill in the blank lines with the ending balance shown on the Sample Member Statement, any deposits from your register not shown on the statement, and the total amount of outstanding checks as shown at the bottom of the left hand column. Do the math to come up with your adjusted ending balance.

Member Statement
Your Credit Union
Anyplace USA

JOE SMITH

123 MAIN STREET 



Statement Closing Date

ANYWHERE, USA 12345 


September 30, 20XX

SHARE DRAFT ACCOUNT S77

Beginning Balance on August 30, 199X $500.00

Deposits and other additions +590.00

Checks paid and other subtractions -122.88

Date 
Trans. Description 

Debits 

Credits 
New 

Balance
8/30 
Beginning Balance







$500.00

9/01 
Share draft #6801 

$55.63 





$444.37

9/04 
Check deposit 




$235.00 


$679.37

9/10 
Share draft #6803 

$25.00 





$654.37

9/17 
Automated Teller Machine 
$15.50 





$638.87

9/18 
Check deposit 


$355.00 




$993.87

9/23 
Share Draft #6804 

$26.75 





$967.12

9/30 
Closing Date ... 






    New Balance $967.12

1.  Did your records and the bank statement match?  Yes/No

     If no, where was the discrepancy?

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Lesson 56 & 57 (1 hr.) Computer Lab

Money Management (Buying a Car)

Objectives:  
Students will know the importance of research and critical thinking when buying a car.
Materials:  
1- Classified Ads Page 




1- Monthly Payment Worksheet



1- Self Assessment Worksheet

Teacher:  “Most of you are to the age that the most important thing on your mind is the ACT test.  Just kidding, it’s probably your first car.  Buying your first car can be the most exciting moment of this year.  It can also be a stressful time.  There are hundreds of brands out there and thousands of options.  How do you make the decision?  One of the biggest decision makers for you will probably be how much money you can spend.  Today we are going to look at several cars and pick one that we like.  Then we are going to find out how much it’s going to cost us.  Use your Classified Ads Page and your comparison chart at the bottom to list the cars that you are interested in and their details.”  Give students five to ten minutes.  “After seeing all of the cars side-by-side, pick the one that you would be most likely seen in when driving to school.  Use the price on that vehicle to find out what your payments would be using the Monthly Payment Worksheet.”

Once students are finished, have them complete the Self-Assessment Page.  This is also a good time to discuss insurance with them.  If they choose to finance, they are typically required by their lender to carry full coverage auto insurance which is much more expensive.  If you have extra time, it would be beneficial to let the students research vehicles themselves, and bring in their own ads.
Classified Ads

2008 Acura TL 3.2 -  Nighthawk Black Pearl, 4 door, FWD, Sedan, AUTO 5SPD, 3.2L V6, 12599 miles, $28,998

2000 Acura TL 3.2 - Eternal Blue Pearl, 4 door, FWD, Sedan, AUTO 5SPD, 3.2L V6, 102,035 miles, $8995

2002 Audi A6 3.0 quattro - Silver/Blue, 4 door, 4X4, Sedan, auto, 6 Cylinders, 92,790 miles, $8499

1996 Audi A4 - Green, 4 door, FWD, Sedan, 5 speed, 6 Cylinders, 112,150 miles, $4475

2002 BMW Z8  - Titanium Silver Metallic, 2 door, Convertible, MANUAL 6SPD, 4.9L V8, 28,220 miles, $84,950

1991 BMW 535 i - Grey, 4 door, RWD, Sedan, 5 SPD MANUAL W/OD, 6 Cylinders, 151,345 miles, $3995

2009 Buick Lucerne CXL - White Opal, 4 door, FWD, Sedan, AUTO 4SPD, 6 CYL, 16,594 miles, $26995

2005 Buick LaCrosse CXL - Blue, 4 door, FWD, Sedan, AUTO 4SPD, 3.8L V6, 4,200 miles, $16900

2000 Buick Regal GS - Bordeaux Red Pearl, 4 door, FWD, Sedan, AUTO 4SPD, 3.8L V6, 116,884 miles, $3999

1966 Chevrolet Corvette  - Red, 2 door, Coupe, MANUAL 4SPD, V8, 42,626 miles, $71,525
2008 Chevrolet Tahoe LTZ - Summit White, 5 door, 4X4, SUV, AUTO 4SPD, 5.3L V8, 21,603 miles, $39,950

2008 Chevrolet Silverado 2500  - White, 4X4, AUTO 6SPD, 6.6L V8, 18,623 miles, $37,950

2006 Chevrolet Silverado 1500 - Gray, 4X4, AUTO 4SPD, 5.3L V8, 61,258 miles, $19,991

1999 Chevrolet Silverado 1500 - White, 3 door, 4X4, Extended Cab Pickup, AUTO 4SPD, 5.3L V8, 188,500 miles, $8,495

2002 Chevrolet Tracker ZR2 - Black, 4X4, SUV, 4 SPD AUTO W/OD, 6 Cylinders, 75,344 miles, $7,995

1990 Dodge D250 - Red, 2 door, Regular Cab Pickup, 5.9L V8, $2,788

2005 Ford Mustang GT - Satin Silver Clearcoat Metallic, 2 door, Coupe, MANUAL 6SPD, 4.6L V8, 9,000 miles, $44,981

2008 Ford F250 - Maroon, 4X4, AUTO, 6.4L V8, 15,705 miles, $33,995

1997 Ford F250 XL - Oxford White Clearcoat, 3 door, 4X4, Regular Cab Pickup, AUTO, 7.3L V8, 182,922 miles, $7,995
1991 Isuzu Trooper S - Pewter, 4 door, 4X4, SUV, AUTO, 2.8L V6, 194,651 miles, $1,599

2005 Isuzu Ascender S - Artic White, 4 door, SUV, 4 SPD AUTO W/OD, 6 Cylinders, 28,050 miles. $10,200

2009 Nissan Pathfinder SE - Avalanche, 4 door, 4X4, SUV, 5-Sp Auto Trans., 4.0 Liter V6 Engine, 6,747 miles, $27,995

1995 Nissan Quest - 4 door, FWD, Minivan, AUTO 4SPD, 3.0L V6, 173,520 miles, $1491

	Year
	Make 
	Model
	Mileage
	Price
	Additional Information

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Name: ________________

Monthly Payment Worksheet
Using the price of the vehicle you selected, answer the following questions.  Remember the Interest=(Interest X Balance) X Months of Loan.
1.  What will be the interest paid on your vehicle if you finance it for 3 years?  _________
2.  What will be the interest paid on your vehicle if you finance it for 5 years?  _________

3.  What will be the interest paid on your vehicle if you finance it for 6 years?  _________

4.  What will be the total price of the vehicle for each term agreement?


3 years ______________


5 years ______________


6 years ______________

5.  What will be your monthly payments for each term?


3 years ______________


5 years ______________


6 years ______________

6.  Can you afford this vehicle (without parental assistance)?  Yes/No

Name: ________________

Self Assessment Worksheet
1.  Did you choose vehicles that are priced to fit your budget? 
________________________________________________________________________________________________________

2.  Will you be able to afford the monthly payments? 
________________________________________________________________________________________________________

3.  Why are there differing loan terms? 
________________________________________________________________________________________________________

4.  After your calculations, how will varying interest rates affect payments?
________________________________________________________________________________________________________

5.  How will you budget to include vehicle maintenance costs and gasoline expenses? 
________________________________________________________________________________________________________

6.  Do you need to reconsider your vehicle choices?
________________________________________________________________________________________________________
Lesson 58 & 59 (1 hr.) Classroom
Money Management (How Much Money Am I Making?)

Objectives:  
Students will demonstrate knowledge in calculating salary. After understanding their gross pay, students will subtract deductions to find net pay.

Materials:  
1- Payroll Worksheet per student



1- Self-Assessment Worksheet per student

Teacher:  “It is important that each of you are able to calculate your salary. People do make mistakes.  Therefore, each of you will be responsible for learning how to calculate your payroll.  At one time or another, most of you will be on some sort of payroll. It is important that you understand the money you make and where the money is going that is taken out of your pay.  What is the difference between net pay and gross pay?  Great, gross pay is the money you earn without deductions.  Net pay is the money you earn after taking out deductions.  What are some deductions that you know are taken out of a paycheck?  (Social Security tax, Income tax, Medical Insurance, Other).  Good, now why do they take social security or income tax?  Are there payments that an employer must also pay in?  (Explain that they match certain amounts and that some pay a portion of your medical, and they also pay in to workmen’s comp, and therefore an employer might be paying $20/hr. to hire an employee making $12/hr.)  Use the worksheet that I am handing out and calculate the amount of money these individuals are making.  This will help you have a better idea of what your take-home pay will be.  
You may have students work as partners.  Once they have completed the worksheet, ask them to complete the Self-Assessment using the tax chart on the handout.
Name: ________________

Payroll Worksheet

Overtime is paid when more than 40 hours are worked in a week. Time and a half is paid for overtime.  Figure these items for each employee and record them in the payroll record below. 

	No.
	Name
	M
	T
	W
	TH
	F
	Pay Rate
	Reg. Hours
	Overtime Hours
	Total Earnings

	1
	Guy
	7.5
	8.0
	8.7
	9.3
	5
	11.24
	36.5
	0
	

	2
	Betalli
	8.0
	8.0
	10.2
	10.4
	8.0
	10.68
	40
	4.6
	

	3
	Little
	10.0
	7.0
	9.2
	8.4
	8.0
	13.35
	40
	1
	

	4
	Smith
	10.0
	12.0
	10.0
	8.0
	9.0
	10.94
	40
	9
	


Anytime you receive pay, you are expected to have deducations taken out of that pay check.  This chart illustrates some of those deductions.  Complete the chart to show how much pay these workers are really able to take home.

	Emp
	Name
	Allowances
	Gross Wages
	Income Tax
	Soc. Sec.
	Medicare
	Other
	Total Ded.
	Net Pay

	1
	Valdez
	5
	535.88
	20
	33.22
	7.77
	85.12
	
	

	2
	Archer
	2
	545.71
	57
	33.83
	7.91
	75.34
	
	

	3
	Gilham
	2
	502.77
	40
	31.17
	7.29
	75.34
	
	

	4
	Peterson
	1
	375.99
	40
	23.31
	5.45
	58.89
	
	

	5
	Allen
	1
	456.76
	52
	28.32
	6.62
	55.25
	
	


Here are some examples taken from the Internal Revenue Service of what deductions should be made according to your allowances.  These can vary greatly from state to state, and depending on other circumstances i.e. married vs. single

	Federal Tax Allowances

	# OF ALLOWANCES
	BIWEEKLY
	MONTHLY

	1
	$140.38
	304.17

	2
	280.76
	608.34

	3
	421.14
	912.51

	4
	561.52
	1216.68

	5
	701.90
	1520.85

	6
	842.28
	1825.02

	7
	982.66
	2129.19

	8
	1123.04
	2433.36

	9
	1263.42
	2737.53

	10
	1403.80
	3041.70


	State Tax Allowances

	# OF ALLOWANCES
	BIWEEKLY
	MONTHLY

	1
	76.92
	166.67

	2
	153.84
	333.34

	3
	230.76
	500.01

	4
	307.68
	666.68

	5
	384.60
	833.35

	6
	461.52
	1000.02

	7
	538.44
	1166.69

	8
	615.36
	1333.36

	9
	692.28
	1500.03

	10
	769.20
	1666.70


Name: ___________________
Self-Assessment

1. The manager is paid an annual salary of $74,000 a year. He/she claims 3 allowances.   What is his/her estimated monthly net pay, rounded to the nearest dollar?
2. Edwin’s annual salary is: 28,400. What weekly gross pay is Edwin paid to the nearest cent? (28,400/52=546.153 or 546.15 weekly gross pay)

3. Jon is single and claims one allowance. He works a 40 hour week at 12.75 an hour with time and a half for overtime. Last week he worked 42 hours. From his earnings, his employer deducted FICA at a rate of 7.65% and income tax using the withholding tax tables provided on your worksheet. His employer also deducted 64.50 for health insurance and 24.88 for union dues. Complete the form below.

Regular Earnings $

Overtime Earnings $

Total Earnings/Gross pay $

Deductions:

Income Tax $

FICA Tax $

Health Insurance $

Union Dues $

Total Deductions $

Net Earnings $

4. Calvin earns 10.68 an hour for a 37 ½ week. He is paid time and a half for time past 371/2 hours in a week. His employer deducts FICA tax at a rate of 7.65% and income tax of $60.00 His employer also deducts 65.37 per week for a health insurance plan. Last week Calvin worked 44 hours. Complete the form below.

Regular Earnings $

Overtime Earnings $

Total Earnings/Gross pay $

Deductions:

Income Tax $

FICA Tax $

Health Insurance $

Union Dues $

Total Deductions $

Net Earnings $

Lesson 60-62 (1 ½ hrs.) Computer Lab
Portfolio Updates

Objective:  Students will update their portfolios on the College in Colorado website.

Materials:  Computer Lab with access to College in Colorado

Teacher:  “I am giving you the next few days to update your portfolios.  This is an opportunity for you to update your information, including your resume.  You now can log-in to College in Colorado.  Once there, you will go to the Choices Career Explorer and click on the My Portfolio link.  If you remember, this is where we went last year.  Now that you are there, we are going to use the next couple of days to update our information.”

At this point, help them navigate all five categories and instruct students that they have already completed all of this information.  Now, they are updating it.  When they are finished, they should have an updated electronic portfolio and an updated hard copy to put into their files.

Lesson 63 (30 min.) Classroom
Ethics (Who Gets the Credit)

Objective:  Students will see how credit is distributed throughout a company.
Materials:  
1- Who Gets the Credit Worksheet per student



1- Supervisor’s Part for ½ of students



1- Employee’s Part for ½ of students

Teacher:  “How many of you have had a great idea or done something great, and somebody else took the credit for it?  This happens more than we might think.  Unfortunately, there are no patents or copyright protection within an organization concerning an individual’s ideas.  Usually, the only regulations for the protection of people’s ideas are the ethical standards of those whom the organization entrusts with this valuable information.  The most common occurrence of this problem of “idea ownership” can exist between supervisors and their subordinates.  Employees may often hear their bosses presenting an idea to other people that they originally suggested.  Bosses sometimes even have the audacity to present these ideas to the subordinate they originally stole it from!  It is as if they are officially announcing ownership of the idea has completely been transferred to them.  The employee’s options at this point are typically extremely limited.”


“This becomes a classic lose/lose scenario for the subordinate.  If the subordinate says nothing, they have no chance of getting any credit for the idea.  On the other hand, if he or she confronts their supervisor with this accusation of stealing an idea, the situation can be very career-damaging in itself.  This problem can be exasperated by the perceptions that both the boss and employee have of the idea.  The boss may feel that he or she developed a basic concept that their subordinate originated but could not make a reality.  Without his or her vision and skill, the idea would have remained just a clever passing thought that someone who worked for him or her had one time.  They may also feel that it is part of the subordinate’s role to provide him or her with fresh and original ideas.  This would be similar to a speechwriter who fades into the background once the presentation is made, allowing the speaker to get all the applause.”


“Now we need to find partners.  You have 2 seconds.  Go.  One partner will be the supervisor and one will be the employee.  Each partner will read his/her part and then role play to each other.  Once you have finished role playing, complete the Who Gets the Credit Worksheet.  You may begin.”

Ask every student to turn in a Who Gets the Credit Worksheet.  However, they can work as partners in answering the questions.

Supervisor’s Role
You are very excited about presenting your idea to the executive committee of your company.  You have prepared an elaborate presentation with charts, graphs, and projections concerning how much money your plan will save the company.  You are certain that this is going to be a real “feather in your cap.”  Maybe this is what you needed to get that promotion to the next level of management that you have been hoping to receive.

You have asked someone who works for you to listen to a practice run of the presentation to help you prepare.  This employee may also be able to give you additional insight into the potential advantages of this proposal as he/she has worked closely in this area.  In fact, this person may have even helped give you the idea for this proposal, at least according to him/her.  You became aware that this was his/her perception during a meeting earlier in the week.  In fact, he/she got somewhat upset that he/she wasn’t getting credit for the idea.  You explained to him/her during this discussion that it really didn’t matter whose idea it was but the savings it could give the company that was important.  As you told this person at the time, you really can’t remember how you first came up with this idea.

You are hoping that this meeting will help make this person feel better about this proposal by playing a part in helping develop the presentation, if even in this small way.  In order for this proposal to really be successful, it will require the entire team working together on its implementation.  This individual due to his/her extensive knowledge, needs to play a key role in these efforts.

The role play is to deal with this potential conflict that exists between you and this employee.  You are to introduce the fact that you want to go through a “dress rehearsal” of this presentation with him/her.  You objective during this role play is to bring to some resolution the question of “ownership” of the idea.  You feel that your future working relationship with this employee might be dependent on your success in bringing closure and hopefully resolution to this problem.
Employee’s Role

You just received a message from your boss that he/she wants to meet with you concerning the big presentation next week.  This upsets you because you feel that you are not being given credit for originally coming up with the cost-saving idea in the first place.  Your mistake apparently was telling only your boss about this concept and noone else.  Before you knew it, the boss was going around telling everybody about his/her great idea.

You confronted your boss about this situation earlier this week.  Of course, he/she has no recollection of your giving him/her the idea for this project.  He/she tried to tell you that it really didn’t matter who got the credit for the idea.  If that was really true, why doesn’t he/she give you your rightful credit?  You are also a little upset that the boss is asking you to help him/her prepare for the presentation.  This is like pouring salt into your wounds.  As far as you are concerned, it seems like the boss realizes he/she doesn’t really know what he/she is talking about and needs your guidance on what to say to get the project approved.  This is just more proof, as far as you are concerned, of whose idea this really was in the first place.

You realize that you need to be careful how hard you push on this point.  You could do more harm than good to your career by pursuing your claim of ownership of this idea.  It was evident in your discussion of this subject with your boss that he/she is not willing to share the “spotlight” with you on this idea unless it is unsuccessful.  Then you expect that you will get the full credit as the originator!

During the role play, you need to decide how you will approach this issue and if you even want to continue to claim your rightful ownership of this great idea.
Name: ________________

Who Gets the Credit Worksheet
1.  How ethical do you believe the supervisor’s actions were concerning the ownership of this idea?
______________________________________________________________________

______________________________________________________________________

______________________________________________________________________
2.  Base on what transpired in this role play, do you think the supervisor did indeed steal this idea from the employee?  Why or why not?

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________
3.  How common do you think this type of “stealing” of ideas is in business?

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________
4.  Why is it so hard to identify or ultimately prove who should get credit for great ideas?

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________
5.  Should it really matter?

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________
6.  Why do you think an employee might not do anything about having his or her great ideas taken by others, particularly their bosses?

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________
7.  How could this situation have been handled differently?

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________
8.  How might you have reacted if you were in this employee’s situation?

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________
9.  How might have you reacted if you were in this supervisor’s situation?

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________
10.  Does this supervisor really have any legitimate defense concerning his or her actions?

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________
11.  Do you think that this employee would share future ideas with his or her supervisor?   Why or why not?

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________
Lesson 64 (30 min.) Classroom

Ethics (It’s Not Illegal)

Objective:  Students will understand that there are ethical implications, even when there are not legal consequences.
Materials:  
1- Chief Operating Officer’s Role for ½ of students
1- Head of Environmental Compliance’s Role for ½ of students

1- Self-Assessment Worksheet per student
Teacher:  “Most companies have a policy that states their commitment to ensuring the safety, health, and well-being of their employees and the communities in which they operate.  When it comes to the protection of the environment, these policies are made even more critical by the countless governmental regulations that exist to ensure compliance with these laws.  However, despite the growing number of complex regulations promulgated by the Environmental Protection Agency (EPA), there still remain many ‘gray areas’ concerning compliance.  This paradox often falls not upon the EPA, but the manufacturer of a product to monitor and regulate themselves according to their own ethical standards.  Companies may often become aware of a potential hazard they are creating that puts the general public and environment at risk and have to make difficult decisions concerning what actions should be taken to correct the problem.  In many cases, there may be no regulations against these hazards.  If this sounds like the “fox watching the hen house,” it is!  This role play involves such a situation.  Sometimes people’s viewpoints concerning ethics can be surprising.  This role play involves the chief operating officer, who wants the company to voluntarily reduce their emissions of a potentially harmful substance, meeting the head of the company’s environmental compliance programs, who does not want to take any action.  I am handing out the two role-playing parts.  Once I am finished, find a partner that does not have the same part as you.  Take two minutes to read your parts and then role-play this scenario to each other.  You may begin.”
Once students are finished with the role play, have them complete the Self-Assessment Worksheet.  Then lead a discussion about companies that have environmental regulations that they have to follow.  (i.e. industrial companies, commercial agriculture, waste treatment)

Chief Operating Officer’s Role

As the newly appointed top official responsible for the company’s manufacturing operations, you have asked for detailed reports concerning compliance to Environmental Protection Agency (EPA) regulations.  As you review this information, you become concerned about the emissions levels of a certain chemical at several of the company’s factories.  Because you have a strong technical background in this area, you are very knowledgeable about this chemical’s possible effects, not only on the environment but the long-term health of the people exposed to this substance.  You are also aware that several other related substances are under study by the EPA as being potentially hazardous, but to date, no regulations exist concerning their emissions.  This means that at least at the present time there are no limitations on how much of these substances can be discharged from the company’s manufacturing facilities.  In fact, due to contradictory reports on these substances, it may be a number of years before this controversy is resolved.

However, it is your personal opinion based on the reports that you have studies that these are very potentially harmful substances that in time will be strictly regulated.  You believe that your company needs to begin taking aggressive action to reduce and possibly eliminate the emissions of these substances from the company’s factories regardless of what the present or future regulations may or may not be.  There is, you believe, substantial evidence that indicates that these are very potentially harmful chemicals being released into the communities in which your factories are located.  You strongly believe that the organization has an ethical and moral obligation to go beyond what the government regulations require to protect the environment and health of the general public.

You are also aware that not everyone in the company may feel this way.  Compliance to government regulations already costs the company many millions of dollars each year.  To propose that the company add to these considerable expenditures will not be something others will want to hear, particularly with profits down during the past year.
In this role play, you are meeting with the head of the company’s environmental compliance programs.  He/she has already taken the position that because it is still uncertain what the potential effects of these substances are on the environment, no action to reduce these emissions levels at any of the company’s factories should be taken at this time.

Even though the person you will be talking with in the role play now reports to you in your new position, you still would like to have his/her support for taking these actions.  You realize that without this person’s support, it would be more difficult to successfully achieve your objective of reducing or possibly eliminating the company’s emissions of this harmful substance.

Head of Environmental Compliance’s Role

As head of the company’s environmental compliance programs, your main responsibility is to ensure that the company meets all local, state, and federal environmental rules and regulations.  With the number of products that the organization’s manufacturing facilities produce, this can be a very complex and difficult job.
Today, your new boss who was recently appointed chief operating officer of the company has asked for a meeting to discuss the emissions of a particular substance that currently is not regulated.  There are several conflicting reports concerning this substance, and until this controversy is cleared up, the government has chosen not to regulate its use or emissions.

It is your opinion that in many instances these governmental regulatory agencies go overboard in restricting the emission levels of many chemicals to the point that staying in total compliance is becoming nearly impossible.  Companies are being asked to be able to measure and monitor levels so small that this cannot be achieved, even with today’s advanced technology.

You feel the company already has so many challenges ahead to meet the standards that are presently in place that it cannot afford to focus its resources on that which is not yet regulated at this time.  You have been getting a great deal of pressure from the Executive Committee of the company (for which your new boss now is the chairperson) to stay within the budgets established for environmental compliance.  You are certain that pursuing this project will cause you to be even more unfavorable in this budget by several million dollars.

Your objective during this meeting is to try to convince your new boss that the company already has enough problems trying to stay in compliance with those regulations that already exist without trying to comply with those that are still being debated.  You understand that it is within his/her authority to order you to begin this project, but this level of expense will require the approval of the Executive Committee.  Without your support, approval on this issue may be less likely to be granted, particularly considering its financial implications.

Name:  __________________

Self-Assessment Worksheet

1.  What are the “gray areas” in this situation concerning the continued release of this substance into the environment?

____________________________________________________________________________________________________________________________________________________________

2.  Is it unethical to continue to do something about which there is still debate as to whether it is harmful or not, as was the situation in this story?

____________________________________________________________________________________________________________________________________________________________

3.  Is there really a financial justification to not taking any action at this time?

____________________________________________________________________________________________________________________________________________________________

4.  Is either of these two people’s positions on this issue totally right or wrong?

____________________________________________________________________________________________________________________________________________________________

5.  Have you ever found yourself in a similar paradoxical situation concerning what you should do?

____________________________________________________________________________________________________________________________________________________________

Lesson 65 (30 min.) Classroom

Ethics (Job Interview)

Objective:  Students will understand that there are ethical decisions made when faced with an interview.
Materials:  
1- Interviewer’s Role Handout for ½ of class



1- Interviewee’s Role Handout for ½ of class




1- Self-assessment Worksheet per student




1- Resume per student
Teacher:  “A job interview presents many ethical dilemmas to both the interviewer and the candidate for employment.  Both want to make the most favorable impression possible on each other.  Here again, we find there are many gray areas that must be considered as people strive to reach their goals.  For example, to what degree does the interviewer “sell” the company and the career opportunity it has to offer?  Who really knows just how far in the organization someone just being hired might aspire?  There are countless real-life examples of people who have started at modest levels of an organization and risen to the very pinnacle of power.  Of course, not everyone can expect that this would be his or her career path, but it does open the door to promise.  A company does not want to lose top candidates to the competition because they failed to give him or her enough incentive to want to come to work for them.  Where these scenarios cross the line between fact and fantasy will always be unclear.”  
“Similarly, the interviewee doesn’t want to sell him-/herself short either.  Resume “inflation,” as it is often called, is sometimes a common practice among job seekers.  Again, where does accuracy and honesty become separated?  Wouldn’t a job candidate be doing him/herself a great injustice if they “under” describe their responsibilities and accomplishments?”  
“It is probably safe to say that there is some enhancement of both career opportunities and candidate qualifications in almost every job interview.  The ethical paradox is in the degree to which this phenomenon occurs.  In the following role, the setting for this paradox is created.”  
“In this role play, you will decide for yourselves how you should best present what you have to offer each other and to what degree you are comfortable with your ethics as it applies to the accuracy of the information you share with each other.  I am going to pass out some handouts that describe your roles.  Once I am finished, find a partner with the opposite role as you.”
Once students have finished with the role play, have them complete the Self-Assessment worksheet as partners.
Interviewer’s Role

In this role play, you are playing the part of the interviewer representing a medium-sized company looking for entry-level management candidates.  Your company is in a dynamic industry and has very good growth potential.  Your company is finding that there is fierce competition for the top young candidates in the marketplace today.  In fact, you have recently had several candidates, whom you really were excited about hiring, turn down your job offers.  The continued success and growth of the company is dependent to a great extent on its ability to attract and retain this type of leadership potential for the future.

Yesterday, you were at a meeting with several of the top executives of the company to discuss this problem and develop a strategy to deal with it.  You were given a report and fact sheet to review, which highlighted the benefits and advantages to prospective candidates of working for the company.  Obviously, the top management of your company is trying to make a positive impression on these next candidates who are to be interviewed concerning career growth potential.  A new extensive orientation program has been improved.  Everyone seems to be getting more and more impatient to get these new candidates on board and this process underway.

You have tried to find out as much as possible about the candidates you will be interviewing.  You also have reviewed the reports concerning the reasons that the previous candidates stated they decided to accept employment with a different company.  In preparation for the role play interview, you are provided with the following information:

· The company has had record profits for the past four years.
· During this same period, the company has grown by 25 percent.

· This growth and profitability has created many excellent career opportunities for both current and new employees.

· Projections for the continued future growth of the company still appear to be good.

· However, there are still questions concerning pending legislation that could cause government regulations to have a negative effect on this growth.

· Because of the complexity of the business your company is in, it requires several years for a new management candidate to really gain an adequate understanding of the markets you serve as well as the many already existing regulations that affect the operation.

Thus, it is important that prospective candidates show an interest in staying with the company for at least five years and hopefully more.  This has been a problem for the company with past new hires as several of the most talented people hired recently have left for other opportunities after only a year or two.  You have been told not to talk about the issue of the pending regulations with the candidates you interview.  You are concerned about this because you don’t thing that it would be right not to share this important information with them.  You discussed this with your supervisor, and he said that the company understands its responsibility to be open and honest with job candidates, but at the same time does not want to scare off the best ones based on something that might never even happen.  He conceded that if you felt that strongly about it that you might mention the proposed legislation, but to stress that no one knows if it will pass or not.  However, your boss ended your conversation on this subject by stressing that the company did not want to lose the candidate you will be interviewing based on this issue.

In this role play, don’t spend a great deal of time going through the candidate’s background that you will see on the abbreviated resume below.  For the sake of time, focus only on the candidate’s last job experience that directly relates to the position he/she is applying for with your company.

RESUME (abbreviated)

Name:  Joe/Jane Candidate

Education:  Top University

Degree:  Business Administration

GPA:  3.7

Graduation Date:  2 years ago

Activities:  Sport teams, professional organizations and clubs, class officer

Work Experience:  XYZ Company

Position:  Management Trainee

Responsibilities:  Received broad exposure to a number of areas of operations and marketing functions of the company.  Presently managing a small sales function supervising two employees.

Dates of Employment:  Graduation from college to present

Personal:  Paid for own education working part time during college.  Open to relocation, hard working, ambitious, and outgoing.  Career objective is to work for a company offering unlimited career growth potential.

Candidate’s Role


As indicated on your resume, you graduated from college two years ago.  You did well in school finishing your degree with a 3.7 grade point average.  However, this might not be quite as good as it sounds as your college had a 5.0 grading scale.  You should only share this fact if the interviewer asks what the grading scale was at your college.  You were involved in a number of activities in college.  However, in a number of these activities, your involvement and participation was minimal, but nevertheless, can still be legitimately listed on your resume.  You had to work part-time during college to pay for your tuition and living expenses and this took away some of your ability to focus entirely on school and other activities.

You have worked for a small company as a management trainee since graduation from college.  It has been a good experience and you have been given increasingly more important responsibilities.  For the past nine months, you have been assigned sole responsibility for several key customer accounts.  Since you received this assignment, sales have increased in all of your accounts.  You should stress this during your interview with your prospective employer today.  However, sales during the same period for the whole company have also significantly increased due to the demand in the market for the company’s product as a result of a major advertising campaign recently launched.  Regardless, you still feel that your efforts were responsible for the success that you have had in increasing the sales in these accounts as you have worked hard during this time to better meet the requirements of these customers.  It is up to you to present your perceptions of why the sales in your accounts have increased since you have taken them over.

You are looking for a career opportunity that can offer you greater career growth than your present employer.  Although your present employer’s business is doing well, you don’t believe that they will ever be able to provide the growth potential that the company you are interviewing with today.  In this role play, you are to stress this point and ask the interviewer to tell you about this growth potential of the company.  You are most interested in the longer-term potential of the company and what opportunities this might create for its employees.  This is a very important point to you.  You feel that you have already taken a job just to gain business experience and would like to find an employer that you could stay with for a long time – hopefully for the rest of your career.  You are hoping that the company you are interviewing with today will be able to offer this type of long-term career growth opportunity.  From everything you have heard and researched about the company, you have every reason to believe that they can offer this potential.

You have talked to several other potential new employers and even have an offer with one that you are seriously considering.  They have offered you a good opportunity, but you still believe that the company you are interviewing with today might be able to offer more long-term potential.  You have been up-front with the other company and told them that you would make your decision after this interview.  You should also mention the other offer to the company you are interviewing with today.  Make clear that your decision will be based on the company you feel has the greatest long-term career potential.

Name: ________________

Self-assessment Worksheet
1.  What ethical responsibilities do you believe the company has to this candidate to share the information about the possible effect the proposed regulations could have on its future and its employee’s careers?
____________________________________________________________________________________________________________________________________________________________________________________
2.  What ethical responsibility does the candidate have to share the fact that if the company can’t realistically offer long-term growth, he or she would feel very differently about working for them?

____________________________________________________________________________________________________________________________________________________________________________________

3.  Is the information in the candidate’s resume completely honest?  Why or why not?

____________________________________________________________________________________________________________________________________________________________________________________
4.  Is it legitimate for this candidate to take full credit for the increases in sales of the accounts that he/she is now responsible for?

____________________________________________________________________________________________________________________________________________________________________________________
5.  Is the candidate’s desire to change companies the real indication of how this person might behave in the future if hired with this company and the new regulations do come into existence?  If so, how should this influence the prospective employer’s hiring decision about the candidate?

____________________________________________________________________________________________________________________________________________________________________________________
6.  What other ethical “gray areas” have you experienced concerning the interviewing and hiring process?

____________________________________________________________________________________________________________________________________________________________________________________

Lesson 66 (30 min.) Classroom 

Ethics (A Matter of Degree)

Objective:  Students will understand that ethical decisions are a matter of degree.
Materials:  
1- Ethics (Matter of Degree) Handout per student



1- Suggested responses for teacher
Teacher:  “Ethics is a matter of degree.  Often times we will see that the behavior may be viewed very differently depending on the degree of the violation.  This is why ethics can seem inconsistent.  In this activity, you will be asked to evaluate a pair of potential ethical violations.  You are to decide if each one is acceptable, unacceptable, or questionable.  After you complete the questions, we will discuss them as a class.”

Once the class has finished discussion, have them score their responses using this scale.

Each Unacceptable answer is worth 10 points

Each Questionable answer is worth 5 points

Each Acceptable answer is worth 2 points

Double the points for each response in part b for each question.

A perfect score would be 360 points.  Ask how many received this top score.  

Review with the class the suggested responses to these questions.  Ask them if they disagree with the suggested answers and why.
Ethics (Matter of Degree)

Answer each of the following questions as being either acceptable, unacceptable, or questionable (gray area) concerning ethics.  Assume that there was no permission requested or granted in any of these examples.

1.
a)  Every spring at tax time, an employee makes a copy of his personal tax return on the company’s copy machine.
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 Acceptable
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  Unacceptable   
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  Questionable


b)  A parent makes 2,000 copies of her son’s soccer league’s schedule on the company’s copy machine.
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 Acceptable
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  Unacceptable   
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  Questionable

2.  
a)  An employee calls home from work to check to see if her middle school child has gotten safely home from school each day.

[image: image17.png]


 Acceptable
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  Unacceptable   
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  Questionable

b) Using the company’s telephone to call your cousin who lives across the country to say “hello.”
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 Acceptable
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  Unacceptable   
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  Questionable

3.  
a)  An employee brings home a ballpoint pen in her pocket by mistake from work.
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 Acceptable
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  Unacceptable   
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  Questionable


b)  An employee supplies pens and pencils to a civic organization he belongs to from the company’s office supply cabinet.
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 Acceptable
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  Unacceptable   
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  Questionable

4.  
a)  Making promises to a potential customer about extra services that the company will provide to get their business.
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 Acceptable
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  Unacceptable   
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  Questionable


b)  Lowering your price below the competition’s, but within a range where you can still realistically make a profit to bring in more business.
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 Acceptable
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  Unacceptable   
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  Questionable

5.  
a)  Exaggerating how much progress you have made on a big project to your boss.
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 Acceptable
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  Unacceptable   
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  Questionable


b)  Projecting unrealistic “best case scenario” numbers on a business forecast report.
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 Acceptable
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  Unacceptable   
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  Questionable

6.  
a)  Calling in sick to work just to get away from the pressures of the job for a day.
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 Acceptable
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  Unacceptable   
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  Questionable


b)  Leaving work early and asking a co-worker to “cover” for you by answering your telephone so nobody will know.
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 Acceptable
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  Unacceptable   
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  Questionable

7.  
a)  Accepting a small gift from a potential supplier who is hoping to get your business.
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 Acceptable
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  Unacceptable   
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  Questionable


b)  Selecting suppliers who happen to invite you on golf outings and dinners at expensive restaurants.
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 Acceptable
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  Unacceptable   
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  Questionable

8.  
a)  An employee often fails to take all of her rest breaks during the shift in order to keep up with orders.
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 Acceptable
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  Unacceptable   
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  Questionable


b)  An employee puts on his safety glasses every time he sees his supervisor coming then removes them once the boss is gone.
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 Acceptable
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  Unacceptable   
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  Questionable

9.  
a)  A salesperson who regularly travels on company business always selects one particular airline to get free frequent flier tickets even though this airline is usually more expense than other available.
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 Acceptable
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  Unacceptable   
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  Questionable


b)  An employee adds travel expenses that he never had on his expense reimbursement report.
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 Acceptable
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  Unacceptable   
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  Questionable

10.  
a)  A politician fails to live up to campaign promises after being elected to office.
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 Acceptable
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  Unacceptable   
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  Questionable


b)  A government purchasing agent awards highway construction contracts to a firm that just happened to be building a new home for him.
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 Acceptable
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  Unacceptable   
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  Questionable

11.  
a)  A patient lies to her physician about the amount of fat she eats in her diet.
[image: image71.png]


 Acceptable
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  Unacceptable   
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  Questionable


b)  A candidate for employment falsifies some of his health history in order to pass a physical required as part of the company’s selection process.

[image: image74.png]


 Acceptable
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  Unacceptable   
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  Questionable

12.  
a)  An employee buys stock in the company’s biggest competitor because he realizes how much better managed they are that his organization.

[image: image77.png]


 Acceptable
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  Unacceptable   
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  Questionable


b)  A CEO of a large corporation accepts a multi-million-dollar salary incentive bonus for a year in which the company lost an unprecedented amount of money forcing layoffs of 30 percent of its employees.
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 Acceptable

[image: image81.png]


  Unacceptable   
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  Questionable

Suggested Responses
1.  
a)  questionable

7.  
a)  questionable


b)  unacceptable


b)  unacceptable

2.  
a)  acceptable


8.  
a)  questionable


b)  unacceptable


b)  unacceptable

3.  
a)  acceptable


9.  
a)  questionable


b)  unacceptable


b)  unacceptable

4.  
a)  questionable

10.  
a)  questionable


b)  unacceptable


b)  unacceptable

5.  
a)  questionable

11.  
a)  questionable

b)  unacceptable


b)  unacceptable

6.  
a)  questionable 

12.  
a)  questionable


b)  unacceptable


b)  unacceptable
Lesson 67 (30 min.) Classroom
Ethics (What Would You Do?)

Objective:  Students will make decisions based on ethical behaviors.
Materials:  
1- What Would You Do Handout
Teacher:  “Today, we are going to look at several scenarios concerning ethics.  You will often be faced with ethical dilemmas, which require difficult decisions to be made.  Read each question carefully and select the answer that best describes what you would do in that situation.  Once you receive the questionnaire, you may begin.”

Once students are finished, ask them to score the questionnaire.

Each answer A is worth 0 points

Each answer B is worth 2 points

Each answer C is worth 5 points

Each answer D is worth 10 points

A perfect score would be 160 points.

Each answer A-D are intended to be progressively more ethically acceptable.  

Suggested questions to lead a class discussion are:

Do they agree that D was always the best answer?

Have they found themselves in similar situations to the ones described?

Did students that had these experiences do something different than suggested in the four options presented?

What was the outcome of these actions?

If you find yourself in a similar circumstance in the future, how might you react differently?

What Would You Do Handout

Choose the answer that best represents what you think you would do in each of the following situations.

1.  An e-mail message is sent to you by mistake that contains confidential information that could be very helpful to you on a big project on which you are working.  Before you begin reading the memo, it is clear to you that it was not intended for you to see.
You would:

A.  Read the memo and then forward it to the intended recipient.

B.  Read the memo and send it back to the originator.

C.  Send the memo to the intended recipient unread with a note acknowledging that it was sent to you by mistake.

D.  Send the memo unread to the originator with a note acknowledging that it was sent to you by mistake.

2.  A parts supplier to your company offers you the same “deal” he had with the buyer who previously had your job.  The supplier would invoice the company for products never delivered and then split the payment with the buyer after the bill was paid.

You would: 

A.  Take the same deal

B.  Tell the supplier that you are not interested

C.  Switch suppliers

D.  Report this information to your supervisor

3.  At a social event you recently attended, an acquaintance unaware that you are now working for a competitor tells you something about his employer’s business that could give your company a competitive advantage.

You would:  

A.  Continue to encourage the acquaintance to tell you more about his company’s business.

B.  Share confidential information about your employer with this person.

C.  Walk away and ignore this information

D.  Tell the person that it is not appropriate for you to hear or discuss this information.

4.  You accidentally overhear your boss saying that he is planning on terminating one of your co-workers as part of a corporate downsizing program.  This person happens to be a good friend of yours whom you know is just about to close a deal on an expensive new home.

You would:

A.  Tell other people other than this person what you heard.

B.  Tell your friend what you heard.

C.  Do nothing.

D.  Talk to your boss about what you heard and your friend’s plans to buy a new house.

5.  You see an advertisement in the newspaper for a product you have been looking for at a fantastic price.  You rush to the store to purchase it, but the owner tells you that the ad was a misprint and they couldn’t possibly sell the product at that price because they would lose money.  The best that he says he can do is to give you a discounted price that is fairer to him and would not cause him to lose money on the sale.

You would:

A.  Insist that the store honor their advertised price, and buy a number of the products.

B.  Buy one of the products at the advertised price.

C.  Accept the store’s offer to buy the product at a discounted price, but not as low as advertised.

D.  Accept the store’s apology and don’t insist on buying the product at any reduced price.

6.  A co-worker makes a computation error on a big report that could have significant negative consequences on your department’s performance for the year.  In fact, this is not the first time that he has made this kind of mistake.  You catch the error before the report is submitted and point it out to your co-worker who makes the necessary corrections.  Later you hear your boss mention how pleased she was with your co-worker’s report and its accuracy.

You would:

A.  Tell your other co-workers about the mistake and how you discovered it.

B.  Not say anything to anyone about the incident.

C.  Tell your boss about the mistake.

D.  Suggest to your co-worker that he tell the boss about the mistake and how it was found and corrected.

7.  You are told by your boss that you will be considered for a promotion if you go out on a date with him/her.

You would:

A.  Accept the date.

B.  Turn down the offer to go on a date.
C.  Tell your boss that this is an inappropriate offer, and if repeated, you will report him/her.

D.  Report your boss’s actions to the appropriate officials in your organization.

8.  A mistake is made processing your last expense account statement overpaying you by a significant amount.  You call the accounting department and you are told by the person who made this mistake that it would be too much trouble to correct and to keep the money as nobody will ever know the difference.

You would:

A.  Find out if the accounting clerk was right about no one being able to find out if you kept the money then decide what to do.

B.  Based on what the accounting clerk told you, cash the check and keep the money.

C.  Return the check and ask for the correct amount to be sent to you.

D.  Report the clerk’s error and attitude about the mistake to the appropriate officials in your organization.

9.  You begin getting a pay movie channel on TV at home by mistake without being charged by the cable company.

You would:

A.  Enjoy your favorite movies without paying for them.

B.  Simply not watch the channel.

C.  Wait a few months until you have gotten a chance to see if you like the channel or not before reporting this to the cable company.

D.  Report the mistake to the cable company right away.

10.  You have been trying to sell your car for long time.  You finally have a prospective buyer.  You debate with yourself if you should tell the buyer that you have had problems with it starting in the morning.

You would:

A.  Not say anything for fear of losing the sale.

B.  Admit that you have had problems starting the car in the mornings, but minimize the extent of the problem.

C.  Tell the buyer about the problem, but offer to do nothing to address the problem.

D.  Tell the buyer about the problem and offer to have it corrected as part of the sale.

11.  Despite having a number of excellent female and minority candidates for an important position that your company is about to fill, you hear that none of these people are being considered for the job.  You realize that neither women nor minorities hold any of the key positions in the organization.  As a vice-president of the company, you are concerned about the potential consequences of this employment practice.  When you ask around as to why this is the case, you are told in confidence that the CEO of the company will not approve the promotion to key positions of any females or minorities.

You would:

A.  Do nothing.

B.  Try to get more information about this situation and practice of the organization.

C.  Find out more about the potential problems this could create for the organization.

D.  Go to the CEO and share your concerns about this practice not only from a legal standpoint but an ethical one as well.

12.  You are in a gift shop with your baby sister who accidentally breaks an expensive glass.  However, the storeowner was in the back of the store and neither she nor anyone else is aware this has occurred.

You would: 

A.  Immediately leave as if nothing has happened.

B.  Clean up the broken glass but still not tell the storeowner.

C.  Scold your little sister.

D.  Tell the storeowner and offer to pay for the glass.

13.  You are at a four-way stop sign late at night.  As you approach the intersection, you can clearly see that there are no other cars anywhere in the area.

You would:

A.  Not even slow down as you go through the intersection.

B.  Slow down as you go through the intersection.

C.  Slow down almost to a stop but not completely.

D.  Come to a complete stop at the intersection.

Lesson 68 (30 min.) Classroom
Ethics (Shades of Gray)

Objective:  Students will understand that ethical decisions are not always straight-forward.
Materials:  
1- Shades of Gray Questionnaire
Teacher:  “The worksheet that we are about to do is for your personal growth.  The answers you give will not be shared unless you want them to be.  It is my job today to make sure that we keep the answers confidential that you want to keep confidential.  There is no right or wrong answers on these questions.  This is a way for you to analyze different situations and come up with a conclusion with which you can be ethically happy.  You may begin.”


Once students have finished, ask them to score the questionnaire.  10 points for every question they answered YES, 5 points for every question they answered NO, and 0 points for every question they answered as NOT SURE/CAN’T REMEMBER.  As part of the confidential promise you made, do not ask students to share their score unless they wish.

Shades of Gray Questionnaire

We all experience shades of gray in our daily lives concerning ethical decisions we must make.  Read each shade of gray situation that follows.  Answer YES, or NO, or NOT SURE/CAN’T REMEMBER to each question.

Have you ever done this?

1.  Given your membership card at a Health Club to a friend or family member to use.
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  Yes
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  No
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  Not sure/Can’t remember

2.  Made a copy of a rented videotape.
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  Yes
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  No
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  Not sure/Can’t remember

3.  Displayed a picture of a relative just before he or she visits your home.
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  Yes
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  No
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  Not sure/Can’t remember

4.  Taken home a magazine from a reception or waiting room.
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  Yes
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  No
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  Not sure/Can’t remember

5.  Said that you are older or younger than you really are.
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  Yes
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  No
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  Not sure/Can’t remember

6.  Not included all your debts on a loan application to ensure that it would be approved.
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  Yes
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  No
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  Not sure/Can’t remember

7.  Returned an item of clothing to a store that you had already worn but then decided you didn’t like.
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  Yes
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  No
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  Not sure/Can’t remember

8.  Added additional telephone connections in your home without telling the telephone company.
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  Yes
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  No
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  Not sure/Can’t remember

9.  Made a personal long distance call from work without permission.
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  Yes
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  No
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  Not sure/Can’t remember

10.  Ever forged your parent’s signature on a report card or permission slip.
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  Yes
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  No
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  Not sure/Can’t remember

11.  Had someone hold your place in a long line while you were waiting to get into somewhere so that you could do something else.
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  Yes
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  No
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  Not sure/Can’t remember

12.  Switched price tags on an item in a store.

[image: image116.png]


  Yes
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  No
[image: image118.png]


  Not sure/Can’t remember

13.  Not told someone interested in buying a car from you that it had been in an accident at one time.
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  Yes
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  No
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  Not sure/Can’t remember

14.  Told you doctor that you are eating healthier than you really are.
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  Yes
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  No
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  Not sure/Can’t remember

15.  Claimed that the airline damaged your suitcase when traveling when in fact it was in that condition when you checked in at the ticket counter.
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  Yes
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  No
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  Not sure/Can’t remember

16.  Lied about your age to your friends.
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  Yes
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  No
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  Not sure/Can’t remember

17.  Told other people something shared with you in confidence by someone else.
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  Yes
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  No
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  Not sure/Can’t remember

18.  Returned a product with a money back guarantee for defects even though there was nothing actually wrong with it.
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  Yes
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  No
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  Not sure/Can’t remember

19.  Hinted to someone that you really would like to come to his or her party when you know that you wouldn’t otherwise be invited.
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  Yes
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  No
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  Not sure/Can’t remember

20.  “Recycled” a gift that you received but did not like to someone else.
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  Yes
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  No
[image: image142.png]


  Not sure/Can’t remember

21.  Checked into a hotel registering only you as staying in the room when in actuality there were others also occupying it in order to get a reduced rate.
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  Yes
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  No
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  Not sure/Can’t remember

22.  Given tickets to an event to someone else that you received as a gift but had no interest in attending and then said you went.
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  Yes
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  No
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  Not sure/Can’t remember

23.  Recorded a telephone conversation without telling the other person on the other end of the line.
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  Yes
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  No
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  Not sure/Can’t remember

24.  Kept a free sample you mistakenly received in the mail that was supposed to be sent to a neighbor.
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  Yes
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  No
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  Not sure/Can’t remember

25.  Looked your brother’s or sister’s room to find something personal to them.
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  Yes
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  No
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  Not sure/Can’t remember

Lesson 69-72 (2 hrs.) Classroom
Quotes (Action)
Objective:  Students will understand that there is a need in today’s world for people who take action.
Materials:  
1- Thoughts About Handouts
Teacher:  “On the handout you will find several quotes of famous people.  Some you may not know, but most of them you probably do.  Use these quotes to answer the Quick Check questions at the end.  You can write your answers on a blank piece of paper or on the back of this one.  Once finished, turn in your paper.”
Each handout is an individual lesson, lead a discussion about the quotes, in particular the people that said them and how they were affected by the word used.  Some of these topics will generate more discussion than others.
Thoughts About Action!

Acting on a good idea is better than just having a good idea. —Robert Half

We learn by doing. —Aristotle

Even if you’re on the right track, you’ll get run over if you just sit there. —Will Rogers

An active mind cannot exist in an inactive body. — General George Patton

If you want to have what you have not; you must do what you do not.

Wisdom is knowing what to do next; skill is knowing how to do it; and virtue is doing it. —David Starr Jordan

The people who try to do something and fail are infinitely better than those who try to do nothing and succeed. —Lloyd Jones

The world belongs to the energetic. —Ralph Waldo Emerson

Action without study is fatal. Study without action is futile. —Mary Beard

You can’t build a reputation on what you’re going to do. — Henry Ford

Professionalism is knowing how to do it, when to do it, and doing it. —Frank Tyger

If you want a thing done, go — if not, send. —Benjamin Franklin

He who is outside his door already has a hard part of his journey behind him.—Dutch saying

I never worry about action, but only about inaction. —Winston Churchill

What you do speaks so loudly that I cannot hear what you say. —Ralph Waldo Emerson

The sweaty players in the game of life always have more fun than the supercifious spectators. —William Feather

Up, sluggard, and waste not life; in the grave will be sleeping enough. —Benjamin Franklin
QUICK CHECK
1. Half: What is better than having a good idea?

2. Aristotle: How do we learn?

3. Rogers: What happens if you sit on the track?

4. Jordan: What is wisdom? Skill? Virtue?

5. Jones: Who are better than those who try to do nothing and succeed?

6. Emerson: To whom does the world belong?

7. Ford: On what can you not build a reputation?

8. Tyger: What is professionalism?

9. In your opinion, what is the meaning of Franklin’s quote?

10. In your opinion, what is the meaning of Emerson’s quote?

11. Which quote do you like? (Write down the author’s name.) Give a reason for your choice.

Thoughts about Alcohol Abuse
Positively Negative

We drank for joy and became miserable.

We drank for sociability and became argumentative.

We drank for sophistication and became obnoxious.

We drank for friendship and became enemies.

We drank to help us sleep and awakened exhausted.

We drank to gain strength, and it made us weaker.

We drank for exhilaration and ended up depressed.

We drank for “medical reasons” and acquired health problems.

We drank to help us calm down and ended up with the shakes.

We drank to get more confidence and became afraid.

We drank to make conversation flow more easily, and the words came out slurred and incoherent.

We drank to diminish our problems and saw them multiply.

We drank to feel heavenly and ended up feeling like hell.

—Author Unknown

Drunkenness is nothing but voluntary madness. —Seneca

First you take a drink, then the drink takes a drink, then the drink takes you. —John O'Sullivan

One of the disadvantages of wine is that it makes a man mistake words for thoughts.

—Samuel Johnson




Jelinek’s disease (alcoholism) is responsible for:  50% of all auto fatalities, 80% of all home violence, 30% of all suicides, 60% of all child abuse, 65% of all drownings. —Kathleen Fitzgerald

An alcoholic finds it hard to battle his way to the top; but easy to bottle his way to the bottom.  

Nothing more like a fool than a drunken man. —Benjamin Franklin

Oh God, that men should put an enemy in their mouths to steal away their brains! That we should with job, pleasance, revel, and applause, transform ourselves into beasts. —Shakespeare

Alcohol produces artificial happiness, artificial courage, artificial gaiety, artificial self-satisfaction, thus making life bearable for millions who would otherwise be unable to endure their condition.

To them alcohol is a blessing. Unfortunately, as it acts by destroying conscience, self control, and the normal functioning of the body, it produces crime, disease, and degradation. —George Bernard Shaw

QUICK CHECK

1. Using a dictionary, define the following words used in Positively Negative: sophisticated, obnoxious, incoherent.

2. According to Seneca, what is drunkenness?

3. Johnson: What is a disadvantage of wine?

4. Franklin: Who is a fool?

5. Shakespeare: Into what does alcohol transform us?

6. Shaw: List 4 artificial things alcohol produces.

List 3 things alcohol destroys. List 3 things it finally produces.
Thoughts About Character

The beginning of a habit is like an invisible thread, but every time we repeat the act we strengthen the strand, adding to it another filament, until it becomes a great cable and binds our thoughts and acts. 

—Orison Marden

The individual who wants to reach the top in business must appreciate the might of the force of habit — and must understand that actions are what create habits. He must be quick to break those habits that can break him — and quick to adopt those practices that will become the habits that help him achieve the success he wants. —J. Paul Getty

Be careful of your thoughts

For your thoughts become your words.

Be careful of your words

For your words become your actions.

Be careful of your actions

For your actions become your habits.

Be careful of your habits

For your habits become your character.

Be careful of your character.

For your character becomes your destiny.

—Author Unknown

Sow an act . . . reap a habit;

Sow a habit . . . reap a character;

Sow a character . . . reap a destiny.

— George Boardman
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Character building begins in our infancy, and continues until death. —Eleanor Roosevelt

If you think about what you ought to do for other people, your character will take care of itself.

—Woodrow Wilson

We first make our habits, and then our habits make us. —John Dryden

If I take care of my character, my reputation will take care of itself. —D. L. Moody

What you value is what you think about. What you think about is what you become. —Joel Weldon

Take charge of your thoughts. You can do what you will with them. —Plato

As a man thinketh in his heart, so is he. —King Solomon

QUICK CHECK

1. Top left quote: a) What do your thoughts become? b) What do your words become? c)

What do your actions become? d) What do your habits become? e) What does your character become?

2. Roosevelt: When does character building begin?

3. Wilson: When will character take care of itself?

4. Dryden: After making our habits, what do our habits make?

5. Plato: Why should you take charge of your thoughts?

6. Marden: How do you make the invisible thread of habit turn into a cable?

7. Getty: What must an individual be quick to break?

8. In your opinion, what is one habit that can break a person — and one that can help him or her achieve success? (2 answers)

Thoughts About Your Conscience
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Let your conscience be your guide.

—American saying

A magazine editor recently asked me to sit down on my 40th birthday and write an article on the most important things I had learned in my first 40 years. I told him that the chief thing I had learned was . . . that too many people forget . . . once they go out into the heat and hustle and bustle of the battle of life and only realize the truth once one foot is beginning to slip into the grave. The man who has earned millions of dollars at the cost of his conscience is a failure. —B. C. Forbes

The truth of the matter is that you always know the right thing to do. The hard part is doing it.

—General Norman Schwarzkoff

Self-discipline is when your conscience tells you to do something, and you don’t talk back.

—W. K. Hoper

Vanity asks the question — is it popular?

Conscience asks the question — is it right?

—Martin Luther King, Jr.

Deep down, below the surface of the average man’s conscience, he hears a voice whispering,

“There is something not right,” no matter how much his rightness is supported by public opinion

—Carl Jung

Conscience: the inner voice which warns us someone may be looking.

—H. L. Mencken

A good conscience makes a soft pillow.

—German saying

There is no pillow so soft as a clear conscience.

—French saying

A clear conscience is more valuable than wealth.

—Philippine saying
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QUICK CHECK

1. Forbes: Which man is a failure?

2. Schwarzkoff: What is the hard part about knowing the right things to do?

3. King: What does vanity ask? What does conscience ask?

4. Philippine saying: What is more valuable than wealth?

5. Twain: What does a man need to be comfortable?

6. Clarke: When is a man brave?

7. Washington: What should we labor to keep alive?

8. With which quote do you agree? Give a reason for your choice.

















































