Professionalism & Etiquette
Communications Unit

MIDDLE SCHOOL OR HIGH SCHOOL

Six (6) Lessons on
Professionalism and
Etiquette in
Communication
alighed with

NBEA standards

Includes a

Lesson Library

to make the activities
Easy-to-Find

NO PREP! BUSINESS EDUCATION WITH



WHY IS THIS COMMUNICATIONS UNIT SO GREAT?

./ Designed by an educator with 30 years
experience.

. | NO PREP lessons that are ENGAGING.

. Aligned to the National Business Education
Association (NBEA) standards.

.- All NBEA standards are cross-walked with the
appropriate lesson.

L. Great for Middle School, High School & Higher Ed



Includes a LESSON LIBRARY to keep you organized

Professionalism and Etiquette in Communication

Student EDP}\‘ Teacher's Key/Student Expected NEBEA Standards
Example Time/Pacing Mational Business Education Standards

Top tips of communication Il Interpersonal Skills

el ' etiguette in the workplace . - . .
workplace Teacher's Key A Professionalism and Business Etiquette

Level 2 Performance Expectations

Workplace Bias Teacher's key in the link to 25 mins [ 20- Discuss the importance of extending courtesy in the business
the left environment
Cormrect Bad Employee Behavior Correct Bad Employee 20 mins Level 3 Performance EIpEGtﬂtiﬂ“E
Behavior Teacher's Key 21. Explain the value and impact of interpersonal relationships in the

business environment

P I'D'fESS iIoOna I IS Code of Ethics 23. Exhibit professional and ethical business behavior in the work
- Student Example environment
and Eth ue'tte 24 Discuss the impact of effective communication on professional
Code of Conduct There is no student 30 mins image and job retention
Teamwork or independent job example for this job. 25. Demonstrate and understanding of and respect for the business

Customs, etiquette, and communication styles of various cultures
26. Demonstration and understanding of appropriate teamwork skills
27. Demonstrate an understanding of conflict resolution/management
o _ skills in a team setting
Communication Medium and Career Cc-lrl:'lnmunlcatlnn M"th.'”m A0 mine | 30. Display a positive attitude in personal and professional settings
Lonnection - IC': ;E:Eh;:.ﬂsnﬁr':. = 39. Analyze an organization's code of ethics

Professional B Leadership and Collaborative Communication

Level 3 Performance Expectations
24. Develop and provide constructive feedback to a team member

Communication & Careers—

Google Docs & Google Slides format or
EASILY convert to Microsoft Word & PowerPoint




Top Tips of Communication Workplace Bias

Etiquette in the Workplace

Reducing Bias in the Workplace
TOP n” QF CdHMU”'CAﬂM Search ‘Bias’ on the web. In your own

ETIQUETTE (N THE WORKPLACE

According to THIS R
L What are 10 ways to
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According to the dictionary, etiquette is the customary code of polite behaviour in 3 rom— —
society among members of a particular profession or group. When learning 4
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30 Minutes 25 Minutes

Teaching Duration Teaching Duration




Correct Bad Employee Codle of Conduct
Behavior company Analysis

Code of
Ethics

What Is a Code of Ethics?

Acode of ethics is a set of principles intended to guide professionals in
conducting business with honesty and integrity. A code of ethics document

Let’s analyze an
organization’s Code of

With a simple internet search, you can find a company's
Code of Ethics. When searching for Starbucks Code of
Ethics, the result of the search was a comprehensive
document of ‘Standards of Business Conduct’. On the left
is a few images from the results of that search

Four things that are highlighted in that information is

Correct Bad Employee
Behavior

may outline the organization’s mission and values, guide on addressing
problems, establish ethical principles based on the organization’s core values,
and define the standards to which professionals are held.

1

“Our Mission”

“When you Report a Concern”

“Our Promises”

2
3
4

“How We Treat One Another”

It’s your turn to analyze an

organization’s Code of Ethics...

Now it’s your turn to analyze...

With a simple internet search, search a
Chick Fil A’s

the information given...

Code of Ethics. List 4 things highlighted in

Does their code of ethics offer a lot of

It’s your turn to analyze an
organization’s Code of Ethics...

With a simple internet search, search a
MCDONALD'S
Code of Ethics. List 4 things highlighted in
the information given...

1

2
3
4

\_?/

or are they vague?
Explain...

McDonald’s
H -

Does their code of ethics offer a lot of
information or are they vague?
Explain...

FREE CHOICE:
It’s your turn to analyze an
organization’s Code of Ethics...

With a simple internet search, search a
company of your choice for the
Code of Ethics. List 4 things highlighted in
the information given. .

Draop the logo for the company
here._

Does their code of thics offer a lot of
information or are they vague?

Explain...

20 Minutes 30 Minutes
Teaching Duration Teaching Duration




Communication Mediums and
Career Connection

COMMVNICATION MEDIVMS +

CREATE ACODEOF CAREER CONNECTION
' | - . — ! There are several ways to communicate in LS
Create a Code of Ethics for your Classroom ' the workplace. It's important to leam which

conpuc I FOR Youn 'ugi i . B communication medium is the best for

- . Team-up with a partner or two and write a Code of Conduct for your 44 various situations. Some icati

| | - classroom. Include the following sections. This is a formal document and
.l . |

Code of Conduct

(Teamwork or Independent Joh)

S

Dr. Ricci is a professor at the
university.

. He mentors and teaches university students and is

on the board of career placement where he helps

guide students in the right direction to meet their

career goals.

4

m Pm—use this mformation as a reference to answer the prom|
Four Types of Communication Mediu He needs 1o push out

1. Email - Formal cur_ﬂmunicatmn method that is best to deliver messages | mz’mﬂgm"&gﬁﬂagﬁf:
attachments, and links. which he is mentoring. He also

2. Telephone Calls - Immediate communication method when informatien " will send them a needs
communicated in a personal, professional, and fast fashion. > | assessment’ survey to

3. Instant Messaging - This is an informal communication that is not very | ;\{’e":;‘?:g:‘:\"gg[‘;m:&

communication is used to reach out to individuals who you have not don for him to send out this

4. Text Messaging - Very personal type of communication. It is best used | . information?
individual well and you have done business with them before. Best usec

.

tools and methods are more personal than
others. Some are more formal than others.
Use your critical thinking skills to explore the
best ways to communicate in the workplace
in the scenarios on the following pages.
*Use page 2 of this file as a resource to help

should be written in a professional manner.

Mission Statement How We Treat One Another Workplace Environment

= " " What communication medium
- | If youwere to write a How should the classmates: How should the classmates: | you answer the scenarios. convey a message immediately and your want immediate feedback. might not ever be the best
: mission statement for s Talkto one another? s Treatthe workspace? : way for Dr. Ricd to
3 your class, what might it e Treat others property? e Handle amessthatwas & S
] ! - - = , _
| be? Examples of mission e Act while in another made? o Tony is a commercial builder. His company I | —
statements are on the next person's space? s Treat supplies and i builds office buildings and hotels. E Kariann has her own hair salon.
- - He must listen to exactly what the needs are for each ‘ She has a wide range of clients.
i page equipment? k business building that he builds so that it is big enough |
- . . n i ; and serves the purpose intended. Tony works closely
[ 23 sentences inlength 3.5 sentences in length 35 sentences i lengin IS A s Sroieet hanigor Ee ShsBommoriyeed e y =
8 5 company that Tony and his crew is building for. | e T et
3 £

Draft your Classroom Code of Ethics using Microsoft Word OR
| Tony needs to be able to get
ahold of Erica immediately
each day, as decisions need
to be made in a timely manner
so that he does not hold up
the building process. What is
the best way to communicate of Kaiann's customers
with Enica each day on quick - been coming to her for
decisions? ¢ f X They sometimes text
ak ent

Erica and Tony both have
company issued cell phones
from each of ther companies
Why might this be?

[P e——————r—
The customer is entitied to a mmm—

detailed service list of all work
done on their vehicie. How
might be the best way to get
Dr. Amara Biko is a veterinarian. — | this to the customer?
She owns and operates a small-town animal p = -
hospital. She helps pet-owners with the health and al communication medium

Patrick is a waiter at
2 i z might not ever be appropriate

care of their . She cares for injured animals [

iy s vk e | e a burger restaurant.

| When Patrick is sick and
Dr. Biko has Logan’s cat in needs to call off, how might he
her chinic overnight after an communicate this to his
Google Docs invasive surgery. She told supenvisor?
e - | Logan that she would send
Business Education wif MISSION AND VISION STATEMENT OF w/ ;‘ him updates throughout the When someone calls off, the
R J& night of his cat's progress. supervisor will often reach out
1% How might be the best way for to other wait staff and see if
Dr. Biko to send quick updates someone wants to pick up a
2 J on his cat's progress? why? Jared is a physical the || 5" How mont ihs be dene?
Mission Statement g Education with Denise Leigh © 2025 There are detailed instructions helps his patients recove I e surer restavrant s
i : " on follow-up care and tips on fractures and inju J| ofeing some employee
To bring inspiration and innovation »’?_ how to care for the cat after he " benefits for the 3 full time
to every athlete in the world. - gets home. How might the employees They are sending
A doctor get this information to the specifics about the benefit
2 ackage. How will they get
Loga One of Jared patients left his osgrnaiibactint e oy
Vision Statement ¢ wallet at the gym after his employées?
5 i B session. How might he contact
Todo everything possible to expand | Bunrans Socatcn um Durm Lagh 8 2035 him about his wallet? e
human potential. "
‘1 B Jared's patient had a roych, 11
|- 5 time at one of his physic
Ul therapy sessions. This v
MISSION AND VISION STATEMENT OF sl o s patent Reflection on
ik wanted o check on him . : N
Tameer Rick is a successful plumber and oo ummneeor | COmMmunication Mediums
. N : " )
4 business owner. communicaion might hg in the Workplace
. to do this? Why' ess
3
| After completing this file, reflect on your responses by 4 h
¥ gEa Often when customers need answering the questions below...
i Mission Statement Rick, they need him icht —
1 i o = away and the problem needs
To help all families discover the joy fxed. What might be the best e oot What communication medium is used the most n the How has learning about communication
o of everyday life. way for customers to workplace based on your responses to the questions HI‘WS been beneficial to you? mow and n
communicate with Rick? inthis file? e
Why?
What communication medium may not be used much
Vision Stat t L Rick's secretary will often in the workplace for appropriate career interactions?
i Ision Statemen \ reach out to customers a
% | i i couple of days after the In your opinion, whal communication medium is
\}{ Guided c_omm_xtrne.nts to grcatvalge.thc L problem is fixed to see if the most important
o community, diversity, and the environment. problem is resolved. How ichoos ot least two)
might they do that? Why?
Lﬁw, . -
Business Education with Denise Leigh © 2025
p——————
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40 Minutes 40 Minutes

Teaching Duration

Teaching Duration




Business Communications
semESter Course B““dle This UNIT is

MIDDLE SCHOOL OR HIGH SCHOOL iﬂClUdEd in my
A FULL Semester

Bundle aligned with > | i

the National Business % Y Fea e BUSIneSS
Education p €q o o

Association’s (NBEA) . Communlcat|0ns
Standards » |
backdes o L | Semester Course

Lesson Library | , "
to make the activities © =T Bu nd I =

Easy-to-Find

NO PREP! BusiNESs EDUCATION WITH




Hi! My name is Denise Leigh. | have been teaching Business
Education for over 25 years! | love collaborating with business
educators all over the world. | am a 2022 Pennsylvania
Teacher of the Year Finalist and relentless lifetime learner and
lover of everything education. Engaging students and
connecting them to their world is my jam!

Thank you for exploring my resources and sharing my passion
for BUSINESS EDUCATION!

Denise Leigh is an expert
on student-led instruction.
She was featured on

CBS Pittsburgh for her

City Collaborative™
Project-Based Business
Education (PBL)
Classroom.
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