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Affinity

Affinity

Finding affinities, or similarities, between
elements In a passage can help make
moresenseof what youor e

Student s ask: oWhat 0s
Students go from what
unknown



Affinity - Procedure

A Read the passage

A Write as many things as you remember on
a sticky note (one per idea)

A Organize the notes as a group (no talking)

A Group consensus on the organization
(talk)

A Title each group



Affinity -

Example

Dole Proprietorship

A proprietorship. or sole proprietorship. 1s a busi-
ness started by an indrvidual who personally as-
sumes all responsibility for its financing, opera-
tions, taxes, and profits or losses. It 1s the sim-
plest form of business ownership and operates
best for mdividuals who work on a self-emploved
basis providing goods or services to customer.
Sole proprietorships account for almost 80 per-
cent of all businesses in the United States.

The owner of the business 1s called the “propri-
etor.” He or she pays income tax on the net
income — sales revenue less business expenses
earned by the proprietorship. The net ncome
earned by the business 1s reported by the pro-
prietor on his or her personal mcome tax return.
If the proprietor decides to cease business op-
erations, or dies, the sole proprietorship busi-
ness will end.

A sole proprietorship 1s the simplest way to set
up a busmess. A sole proprietor 1s fully respon-
sible for paying all debts and obligations related
to the business. If a business debt is not paid.
then the proprietor must use all of his or her
assets, whether business or personal. to pay the
obligation. Assets are any items of value owned
by the proprietor or the sole proprietorship busi-
ness. This 1s known as “unlimited liability.”

In a proprietorship. the proprietor often performs
all the functions required to operate the busi-
ness. As the business grows, the proprietor may
employ other ndrviduals to assist in the opera-
tions of the business.

Start-up costs typically are low, as 1s the amount
of working capital needed to operate the busi-
ness. All business profits are vsually kept by
the proprietor.

It 15 the responsibality of the proprietor to obtain
the capital, that is the money needed, to start
and run the business. The proprietor establishes
all rules and policies for how the business will
be operated, assumes all risks associated with
the business. receives all profits and losses, and
pays all taxes.

Although not required by law, it i1s usually ad-
vantageous for the proprietor to register the
business name with their local government.
Registration protects the trademark value of the
name. Registering a business name 1s usually
requured to open a bank account under the name
of the proprietorship. Otherwise, the bank ac-
count would have to be in the name of the
OWner.

www.cabusinessadvisor.com/Mgmt/BusStruc/Prop htm
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Category Label Category Label Category Label

Characteristics Advantages Disadvantages

0

Assets —
owned by
business

Detail

Easy to Difficult to

Reqgister Start ise money

name



Anticipation Guide

Explanation

A Teacher identifies four or five statements
from the reading for agreement or
disagreement

A Before reading, student answers based on
prior knowledge/experience

A Student reads the text

A Student checks answers according to the
text
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Read each statement below. In the space next to each statement on your handout, write A
for agree or D for disagree. If you are not sure, write NS.

Mext, read the text, then go back and change any wrong responses to the correct ones.

1. Abill 1s passad either in the Senate or the House and then sent to the President
for signing.

2. To "table” a bill essentially kills it.

3. Ifthe House of Representatives changes a bill passed by the Senate, a joint
committee must be appointed to reach a compromise.

4. Ifthe President disapproves the bill, he may velo it.

’ 5. lttakes only a "50 percent plus one” vote to override a presidential veto.

e
P




How 2 Bill Becomes 2 Law

The process of law making at the federal level 1s com-
plex and sometrmes can be confusing. But 1f 13 impor-
tant to kmow the many steps a piece of legislation
must take before it becomes the law of the land.

The idea begins in the offices of the senators or rep-
resentatives. Staff members write a working draft of
the bill, and then the senator or representative intro-
duces it in the House of Representatives or Senate.
The person who infroduces it 1s called the bill’s “spon-

301

In the House or Senate, the bill is recorded and placed
mto the Congressional Record and onto the Internet
stte thomas loc.gov. The bill 15 numbered for identifi-
cation; in the Honse, bills have the inthials H B_ Ifthe
bill originates in the Senate, it has the initial 5.

Next the bill moves to the committee with responsibil-
ity for that particular topic. For instance. ifan HE_ bill
pertains to changes in education law, the bill will go
to the House Education and Workforce Commuttee
and then to a subcommittee that has specific exper-
tise on the 1ssue. The committee members of either
the House or Senate study the bill, discuss it, amend
it, and decide whether it should be “reported out”™ of
the commaittee to the full legislative body.

Suppose a bill ongimates i the House of Represen-
tatrves. The members may decide that the bill shounld
go back to the commuttee for more work, or they may
pass the bill and send it to the Senate for passage. A
bill must pass both the House and the Senate in iden-
tical form before becoming law.

In the Senate, one of two things will happen to the
bill. Senators will pass the bill as it 15, or they wall
amend, or change 1t and send 1t back to the House of
Representatives. Sometimes the Senate passes a dif-
ferent version of the ball. In this case, a joint commat-
tee of the House and Senate meet to work out the
differences in the two balls.

Once a bill passes both House and Senate, 1t 15 sent
to the President who has 10 days to sign it into law or
veto it. Another option is to allow the bill to become
law by not signing 1t within the 10-day period.

If the President vetoes the ball, it 15 sent back to the
House or Senate, depending on where it originated.
Members then have the option to override the veto,
send it back to committee for revisions, or “table™
the bill, a practice that essentially kills the bill. A veto
override requires a two-thirds vote of the House or
Senate.
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D 1. Abillis passed either in the Senate or the House and then sent to
the President for signing.

A 2 Totable” a bill essentially kills it.

A 3. Ifthe House of Representatives changes a bill passed by the Senate,
a Joint committee must be appointed to reach a compromise.

A 4 Ifthe President disapproves the bill, he may veto it

D 5. Ittakes only a “50 percent plus one” vote to override a presidential veto.




Cloze

A Teacher prepares reading with blanks
Inserted for key concepts or vocabulary

A Stuc
blan

A Stuc

ent reads passage and tries to fill in
KS.

ent then reads complete passage (no

blanks)

ASt

udent goes back t

In blanks.

0,

C



Cloze o0 Tech hint

Electronic version of the passage -- scan,
download, etc

Import into a word document
Use Ol nsert t ext boxo




Human Immunodeficiency Virus

Human immunodeficiency virus (HIV) causes acquired immunodeficiency syn-
drome, , & long-term serious viral infection. When the HIV

enters the body, the immune system fights the infection by producing special
molecules called - But this virus spreads quickly, and the immune
system becomes from fighting it. With a weakened SY5-
tem, parasites, fungi, and bacternia begin the body with more suc-
cess. The body cannot fight abnormal cells, such as cancer cells, that usually
would remain dormant. In most cases, very serious secondary diseases de-
velop.

HIV can be transmitted by contaminated transfusions or through
the placenta to the fetus of an infected . The most common way to
get HIV is through transmission.

Many people do not realize they are infected with HIV. The can,

however, cause fever, headache, stomachaches, or skin rash about two to
four weeks after the initial contact. When the immune system responds to the
Virus, a test will show the person positive for HIV.

Thereisno for AlDS, but there are improved treatments available.
However, the treatment is very difficult to endure and the costs are
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Human Immunodeficiency Virus

Human immunodeficiency virus (HIV)
causes acquired immunodeficiency
syndrome, AlIDS, a long-term serious
viral infection. When the HIV virus en-
ters the body, the immune system
fights the infection by producing spe-
cial molecules called antibodies. But
this virus spreads quickly, and the im-
mune system becomes weakened
from fighting it. With a weakened im-
mune system, parasites, fungi, and
bactena begin attacking the body with
more success. The body cannot fight
abnormal cells, such as cancer cells,
that usually would remain dormant. In
most cases, very serous secondary
diseases develop.

HIV can be transmitted by contami-
nated blood transfusions or through
the placenta to the fetus of an infected
mother. The most common way to get
HIV 1s through is sexual transmission.

Many people do not realize they are
infected with HIV. The virus can, how-
ever, cause fever, headache, stom-
achaches, or skin rash about 2 to 4
weeks after the initial contact. When
the immune system responds to the
virus, a blood test will show the per-
son positive for HIV.

There is no cure for AIDS, but there
are improved treatments available.
However, the treatment is very diffi-
cult to endure and the costs are high.



Human Immunodeficiency Virus

Human immunodeficiency virus (HIY) causes acquired immunodeficiency syn-
drome, , a long-term serious viral infection. When the HIV

enters the body, the immune system fights the infection by producing special
molecules called - But this virus spreads quickly, and the immune
system becomes from fighting it. With a weakened SYS-
tem, parasites, fungi, and bacteria begin the body with more suc-
cess. The body cannot fight abnormal cells, such as cancer cells, that usually
would remain dormant. In most cases, very serious secondary diseases de-
velop.

HIV can be transmitted by contaminated transfusions or through
the placenta to the fetus of an infected . The most common way to
get HIV is through transmission.

Many people do not realize they are infected with HIV. The can,

however, cause fever, headache, stomachaches, or skin rash about two to
four weeks after the initial contact. When the immune system responds to the
virus, a test will show the person positive for HIV.

Thereisno for AlDS, but there are improved treatments available.
However, the treatment is very difficult to endure and the costs are



Concept Definition Map

A Focus on key words and concepts
A Visual reinforcement



Otatistics Made Easy

A statistic 1s an algebraic expression combin-
ing scores into a single number. It 1s a branch
of applied mathematics concemed with the
collection and interpretation of quantitative
data and the use of probability theory to est1-
mate parameters in population models and the
description of that data.

Statisticians often begin by looking for the
average values and therr differences among
data sets. This 15 one of the measures of cen-
tral tendency. The most popular types of
central tendency measurements are the mean,
median, and mode to indicate how the data 1s
centered about a particular value. Measures
of central tendency are measures of the lo-
cation of the middle or the center of a distn-
bution. The definition of “muddle” or “center”
1s purposely left somewhat vague so that the
term “central tendency™ can refer to a wide

variety of measures.

The mode 1s the data with the greatest fre-
quency. The mode can be determined by ex-
amimng the data to see which one occurs most

The median 1s determmed by ammanging the
data 1n ascending or descending order and
selecting the score in the mmddle. It 1s the

middle of a distribution so that half the scores
are above the median and half are below the
median_ If there 1s no nuddle score, the me-
dian 1s the average of the two “muddle™ scores.
The median 1s simply the middle number 1 a
range of numbers. The median 1s generally used
to report income of a population.

The mean has to be computed either mentally,
with paper and pencil, or using a calculator.
The method for computing the mean will be
deternmned by the type and amount of data to
be calculated. The mean 1s the most commonly
used measure of central tendency both as a
description of the data and as an estimate of
the parameter. Using means as a way of de-
scribing a set of scores 1s fairly common; bat-
ting average, bowling average, grade point av-
erage, and average points scored per game are
all means. The word “average™ 1s used i all
of the above terms. When average 1s used, 1t
usually refers to the mean. In most cases, the
mean 1s the preferred measure of central ten-
dency, both as a description of the data and as
an estimate of the parameter.

Statistics serve to estimate parameters and
describe data. Measures of central tendency
describe a typical or representative score by
identifying the mean median, and mode.
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What is it different from?




-

What is it?

Measure of central tendency

Statistic

Average value

Whatis it like?
What are examples?
Awerage of arange

Average household of mumbers
Incoms
Batting averaze

and preferred measure

of central tendency

When numbers are
reporied as an average,
1t ganerally rafers to the
mezn
Whatis it different from?

Median is the middle zad as 2 deseription of

number in z range of data and an estimate of

numbers the parameter

Mode 15 the number in a
set of numbers that oceours
most oftan




Cornell Graphic Organizer

A Strategy for identifying main idea and
supporting ideas

A Good for note taking strategy
A Helpful for quiz/test review



Cornell Graphic Organizer

Procedure:

A Survey to identify title, subheadings, captions,
pictures, first and last sentences

A Based on survey, develop questions about the
passage
A Write ?s in ? Section

A Read passaged underline or highlight answers
for your questions

A Answer your questions in detail
A Compare questions and answers with small group



Cornell Graphic Org (cont)

After group process, go through and self -
assess by coding each guestion

A(?) unsure
A ( v) know and understand completely
A (*) need to find out more about this



Telephone Gareetings that Customers

Talk about first impressions. Telephone greetings are
critical. Prospects are deciding whether to do busi-
ness with you. Customers are deciding how helpful
and competent vou are. For best results, incorporate
thres easy elements: pleasantrv, brevity, and sincer-
ity.

1. Pleasantry

A pleasant greeting 13 essential to a successful call
because 1t sets the stage emotionzllv. Listeners tend
to mitrer or “cateh” the emotional states of speakers.
If we answar the phone gruffly, chances are the callar
will become zruff. If we answer the phone pleasantly,
chances are the caller will be pleasant, and we all
know which caller 15 easier to work with

Imagine you are a customenr calling and the persen on
the cther end sounds imitated. Do you start thinking,
“Well, you're imtated now? Wait until you get fin-
ished with me, then vou'll know what mritation is!™
You weren't irritated when vou called; vou simply
caught the persen’s imtation.

You can have the opposite exparience as a customer,
too. Yeu are angry and vou really want to lat some-
body know it. But the persen who answers at the
company 15 50 nice, you can't bnng voursalf to be
angry. You've caught the person’s professionalizm.

One easv way to aftain a pleasant emotional state
quickly 15 to usa body langnage. Establish a ritual
before answering the phone. 5it up on| the edge of
vour seat, pull vour shoulders back, take a deep
breath, smule, lat the phone 1ng twice, then answer.
Deon't answer until vou've gone through the ritual
You might even stand before answerning for an extra
jolt of ensrgy. Do whatever 15 naceszary (within lim-
itz, of course) to attain a pleasant state before an-
swering the phone.

1. Sincerity
Mo sernipts. They sound insincere, mrifate callers, and
discourage emplovees. Scripted greetings usually

Love — Three Easy Steps to Success

melude some kind of slogan. “Hello. It's a beantiful
day here at the XY Z Company.” An smployes from a
furmitore company relatad that she hated answernng
the pheone, “Tt's 2 beautiful day ... " because wrate call-
ers would snap back, “Well it's not a beautiful day
where [am. Send somzone over hers to fix this thmg!™

Tou want the gresting to be natural The key ale-
ments of a telephone zreeting are department or com-
pany name, your namie, and an offer of assistance. An
example of a switchboard gresting might sound Like
this, “XYZ Company, this 15 Bob. How may [ direct
vour call? A greeting from someone in the account-
ingz department might sound ke this, “Accounting,
this 15 Jean. How may [ halp yeu?”

State the company or department name so that cus-
tomers know they are in the right place. You could be
frve minutes into a call before reahizing the caller would
be better served in another department. Always state
vour name becanse it iz a sign of authority and im-
plizs that vou are accountzble. It also creates 2 per-
sonal touch. Lastly, end with 2 question that eaxprassas
vour desire to serve the caller

3. Brevity

Eeep the greeting short. Long greefings are unpro-
fessional for many reasens. They don't sound pleas-
ant or smncere becausze techmically they are impos-
sible to execute smoothly. Emplovess hate them and
those feelings come through Callers hate them be-
cause thev waste their time.

Summary

Telephone zrestmgs are a powerful part of doing bus:-
ness. To be successful, keep greetings simple. Prac-
tice a ritual to be pleasant. Femain unscripted. Be

brief.

Adapted from Mary Sandra.
& ProEdgeSkills,  Ine.
www.ProEdgeSkills.com
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Cornell Grraphic
Drganizﬂ'
TOPIC

QUESTIONS DETAILS

Self-assessment Key

v =Iknow this.

?=Thave a question about this.
# =T need to review this more.



Telephone Greetings
Customers Love

QUESTIONS

Why are telephone greetings
important for a business?

What are three mmportant
things to remember when
answermg the telephona?

How does vour body languags
mfluence the way vou greet
paople on the talephona”

DETAILS

¥ The telephone greeting is often the
first mnpression a customer has of the
busmess.

* The greating should be pleasant.
brief, unsenpted, and sincere.

? Body language helps to create an
emotional state that 15 often conveyed
by our volce over the telephone.

MAIN IDEA

*The telephone i a power-
ful tool for domg business,
so grestmes should be
pleazant and bnef

Self-assessment Key

v =1 know this.

? = have a question about thus.

* =] need to review this more.




Directed Reading/Thinking Activity

DR/ TA wor ksheet for o1
Compare before and after reading



DR/TA -- Procedure

Fill In the first 3 boxes

AWhat | know
AWnhat | think | know
AWhat | think 1811 | earn

A Read the selection

ACompletethe4thsecti on oOWhat
| ear nedd



What is Sexual Harasament?

Conduct that might be harmless or even enjoyable 1n a social situation can be upsetting at work.
Sexual behavior that 15 repeated, onwanted, and interferes with your job has crossed the line
it is not only inappropriate, it is illegal. Sexual harassment occurs when a person’s behavior 1s
having a negative effect on your work life.

Sexual harassment covers a wide range of behawiors, from obvious acts such as fondling to
subtle ones such as making suggestive remarks. In general, sexmal harassment is amy behavior in
the workplace that:

«  relates to vour gender or sexuality

« isintentional and/or repeated

« isunwanted and not returned

» mterferes with your ability to do your job or has an effect on your job status.

‘What the Law Says about Sexual Harassment

When sexual harassment takes place, the offender 15 not the only one at fault. It 15 the legal
obligation of every emplover to provide a workplace that 1s free from sexual harassment. The
employer s responsibility 1s spelled out by the Equal Employment Opportunity Commussion
(EEOC) i 1ts Gudehnes on Discnnunation Because of Sex.

You are expenencing illegal sexual harassment when one of the following 1s true:

« Itisstated orunderstood that vou must submit to the behaviors in order to get or keep a job.

» Employment decisions are based on whether or not you go along with the behavior.

« The behavior creates an offensive work atmosphere or interferes with your job perfor- 1050L
IMANCE.
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Directed Eeading/
Thinking Activity
(DRSTA) Name

Directed Feading/Thinking Activity (DR/TA)
Worksheet

TOPIC:

[ =

. What I know I know:

[p)

. What I think I know:

Lad

. What I think I'll learn:

4, What I know I learned:







