Welcome Classroom Consultants

Are you looking for ways to build your business' brand and community rapport? Are
you ready to strengthen the morale of your employees, and their speaking skills? Are
you concerned about the state of education, wishing you could make a practical,
relevant difference in the lives of today's students, which will be tomorrow's work-
force?

Junior Achievement presents the "economics of life" to K-12 students from those
that know it best - business professionals - just like you. This training session is to
inform you about the JA programs and their impact, our plans for the future and
how you can help. After reading this packet you will have a clear understanding of
the JA experience, as well as the question that many want to ask, but won't - what's
the value to me?

Why do business professionals value Junior Achievement?
« Your public speakmg and presentation skills are improved.
o The time commitment is 5 to 7 sessions of less than one hour each - per
academic semestet.
o Garner public relations and potential advertising for your company and
your profession.
Experience the contentment of acting on your values and beliefs.
Do something different - not part of your everyday routine.
You will become more knowledgeable about educational issues.
Focus on a part of the community in which you rarely interact.
Develop, grow and inspire future workforce and business leaders.
Give back to the community.
Create business and personal relationships.
Have an immediate impact on important community, business and social
issues.

The JA staff is ready and available to make sure you are successful in the
classroom. Relax - have fun - enjoy the students!
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Frequently Asked Questions

. I
Session Management Discuss with the teacher what you intend to do before (during pre-

Tips for staying on track visit and after each completed session) you conduct the class. Ask for
support in areas in which you feel you will need help. Make sure you
know the classroom rules and procedures the teacher follows. It will help you maintain control if you let the students
know you will be following the same procedures. Take the initiative to get your teacher involved; specifically ask for feed-
back. If it is not possible to talk after your session, set up another time when you can talk on the phone. Fully explain
activities before giving handouts or dividing students into groups. If possible, print bulleted objectives and directions on
the board or overhead. Stay within time boundaries - start on time and conclude on time. When using name tents, have
students print only their first name (do not offer them the choice of using a nickname).

Other Frequently Asked
Questions

Here are some questions that come up often from our volunteers.
The best thing to do if you have a question is to contact the JA office.
We’re always here for you, and want you to be successfull

What should I do with my leftover JA materials? Please ask the classtoom teacher if he/she would like to keep any
unused materials and leave the remainder at the school. We will collect all leftover materials for your school at the end of
the semester.

What should I do if my assigned classroom teacher is not responding to my calls/emails? Contact the JA office
immediately for assistance.

What if I cannot complete my commitment to teach all the JA sessions? Please try to find a replacement for your
remaining sessions; JA does not want any students to miss out on the JA experience. JA is also held financially account-
able to many contributors, including grantors. If you are not able to find a replacement, contact the JA office immedi-
ately.

What if I have a question about one of the JA program activities? Contact the JA office for assistance.

What should I do if some of my JA materials are missing from my kit? Contact the JA office to see if there are any
extras of the needed materials.

Can I bring treats or candy for my students? Please check with the classroom teacher to find out the school policy
regarding outside food before bringing in treats/candy.

I’m not sure how to engage the students in my class. What should I do? There are several JA Training & Orienta-
tion video segments available for viewing online that you may find helpful. It is also a good idea to ask the classroom
teacher for ideas/suggestions as he/she knows the students the best. Please also feel free to contact the JA office for
assistance.

What should I do if I cannot attend the School JA Kick-Off/Meeting? Please contact your assigned classroom
teacher to make arrangements to meet and pick up your JA materials kit on a different day/time.

When do I get my JA materials kit? Normally JA material kits are distributed at the School JA Kick-Off/Meeting.

Junior
Achievement



Scope and Sequence

Elementary School Programs g Elementary School Programs include six sequential themes
(5 SessionsA30minutes each) for kindergarten through fifth-grade students. Students learn the
basic concepts of business and economics and how education is
relevant to the workplace. The sequential sessions build on studies from each preceding grade and prepare stu-
dents for secondary school and lifelong learning. The five sessions also teach students that people assume
roles as individuals, consumers, and workers in an expanding cultural environment that extends from the
self and family to global relations.

Kindergarten: Ourselves introduces the economic role of individuals. Compelling stories are used to teach about
helping, working, earning, and saving along with hands-on activities to engage the students.

First Grade: Our Families discusses the role of families in the local economy. A combination of pictures, stickers,
and flashcards are used to engage students in activities about needs and wants, jobs, tools and skills, and interde-
pendence.

examines the responsibilities and opportunities available to those within a commu-
nity. Through hands-on activities, the students learn about workers, the work they perform, why workers are paid,
what taxes are and how they are used, and where to save money.

Third Grade: Our City considers economic development, local businesses, and career opportunities. The students
construct paper buildings, map out a city, write newspaper articles, plan their own restaurants, and examine why
banks are important.

Fourth Grade: Our Region features economic and business resources in state and regional economies. Students
discover the natural, human, and capital resources in their home states and in regions of the United States. Through
hands-on activities, students learn how resources are combined to create goods and services that individuals, busi-
nesses, and organizations provide to consumers.

Fifth Grade: Our Nation provides practical information about businesses’ need for individuals who can meet the de-

mands of the job market. Students learn that businesses need workers with skills that are in demand, such as STEM
skills — science, technology, engineering and math. They’ll understand that people who have these skills benefit from
a growing number of career opportunities.

Middle Grade Pr ograms Junior  Achievement has several highly effective programs
(6 Sessions, 45 minutes each) for middle grade and junior high school students that reinforce
the value of education and teach students about the future economic
benefits of staying in school. Students will be introduced to many economic concepts and useful facts about the working
wortld. The Middle Grade programs build on concepts the students learned in Junior Achievement's Elementary
School Program and help teens make difficult decisions about how to best prepare for their educational and professional
future. The programs supplement standard social studies curricula and develop communication skills that are essential to
success in the business world.

Sixth Grade: JA Global Marketplace  provides practical information on international trade: how it functions, its impor-
tance in the world today, and how it influences students' daily lives. The focus is on key aspects of the global econ-
omy, such as international markets and international law, international cultural exchange, and the international flow of
human resources, information, and capital.

Seventh Grade: JA Economics for Success provides practical information about personal finance and the impor-
tance of identifying education and career goals based on a student’s skills, interests, and values. Key topics ad-
dressed are choices, self-knowledge, decision-making, education and career options, budgeting, credit, and financial
risk.

Eighth Grade: JA America Works _ focuses on the impact of business, economics, and entrepreneurship on the eco-
nomic development of the United States during the 19th century by exploring the pivotal themes of immigration, agri-
culture, natural resources, transportation, communication, and industrialization.
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Student Characteristics by Grade Level

K -2nd  Active, Talkative, Short Attention Spans, Curious, Honest, Loves to Play

3rd - 4th Competitive, Peer Conscious, Likes Group Activities, Noisy, Vigorous, Self-Conscious

Intensely Competitive, Inquisitive, Needs to Express Opinions, Peer Conscious, Gitls and Boys

Sth - 6th Discover Each Other, Values Fair Play

Wants to be Treated like Adults, but do not Expect Adult Behavior Consistently, Seeks Confor-
7th - 8th mity with Peers, Values Order, Consistency, and Fair Play, Seeks Role Models, Has Ability to
Think Abstractly

ngh SChOOI Prog_rams As high school students begin to position themselves for their
(57 Sessions, 45 minutes each) future, there are many unanswered questions about what lies
ahead. Junior Achievement's High School Programs help stu-
dents make informed, intelligent decisions about their future, and foster skills that will be highly useful in the business
world.

JA Be Entrepreneurial  encourages students to develop the essential components of a business plan and prepares
students to start an entrepreneurial venture while still in high school. Students learn myths and facts about entrepre-
neurs, competitive advantage, business ethics, and how to write a business plan. This program culminates with an
annual business plan competition for participating high school students.

JA Titan introduces critical economics concepts and management decisions through an interactive web- or CD-ROM-
based simulation. Student teams make price, production, research and development, marketing, capital investment,
and charitable giving decisions for their companies and see the impact of their decisions as they compete in a fictional
high-tech industry. This program culminates in an annual competition for participating high school students.

JA Personal Finance introduces students to the importance of making wise financial decisions. The program demon-
strates the value of planning, goal setting, and thoughtful decision-making within the context of personal financial deci-
sions. Students examine the role money plays in achieving lifelong personal goals and learn how to make informed
financial decisions and protect themselves against financial pitfalls.

JA Job Shadow introduces students to careers through one-day, on-site orientations in the workplace. In two class-
room sessions prior to the work-site visit, students evaluate work-readiness skills, demonstrate effective interviewing
skills, and prepare personal resumes. A follow-up session provides students the opportunity to reflect on and evaluate
their experience and complete personal action plans.

JA Exploring Economics  tackles a complex subject and makes it accessible and fun for high school students
through hands-on activities. JA Exploring Economics teaches concepts such as supply and demand and inflation, and
teaches students about the effect which governments and the individual have on the global economy and on the price
of a loaf of bread.

JA Success Skills  helps students build interpersonal effectiveness and problem-solving skills necessary for the work-
place using Sean Covey's The 7 Habits of Highly Effective Teens and the 16 Success Skills identified in the Equipped
for the Future Content Standards. Students participate in challenging exercises that test their problem-solving and
critical thinking skills, as well as their ability to communicate, negotiate, and lead.

With a range of different programs, JA teaches "what the world is really like e¥munceixwibuourfeTteieria

light a fire under students to consider starting their own business, or why.p&tfidisnts & dbae adiadig

are they financially literate? How will they navigate the economic waters satey®y Bauituvduygtdkeiiio

You'll be surprised at how much you learn, too, as you use the JA culifedxpertiermengndajuidance into tr
classroem@nd right at a time when these young people are at a true fork in life's road.

For more specific information on each JA Program, please visit the Local Program section at:

ﬁ Junior
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o be a Successful Classroom Consultan

Par tnering with Your Teacher Each JA Classroom receives the JA grade-specific program once a
Roles and Respo nsibilities year: fall or spring semester. Here are some guidelines for you as a JA
Classroom Consultant on how to make the partnership with the Class-
room Teacher a successful one, along with what you should expect from the Classroom Teacher. A critical rule that the
Classroom Teacher must follow is to stay in the classroom at all times.

Classroom Consultant Role Teacher Role
Before the First Session Before the First Session
e Plan dates & times for class observation & weekly sessions e Plan dates & times for class observation & weekly sessions
e Notify teacher of any schedule changes e Notify volunteer of any schedule changes
e Discuss procedures for canceling & rescheduling e Discuss procedures for canceling & rescheduling
e Exchange telephone numbers & email addresses e Exchange telephone numbers & email addresses
e Return teachet's phone calls e Return volunteer's phone calls
e Discuss with teacher: e Discuss with volunteer:
e School rules e School rules
e Children with special needs e Children with special needs
e (Classroom Management e (Classroom Management
e Prepare sessions as outlined e Remain in the classroom
e Request a class roster for certificates e Maintain discipline
During Class Sessions During Class Sessions
e At each session, sign in at the school office upon arrival e Supply the volunteer a class roster for certificates
e Be on time e Provide feedback to volunteer & possible improvements
e Be a positive role model e Help facilitate classroom activities & grouping
e Dress appropriately e Reinforce lesson content between volunteer sessions
e Be an expetienced resource e Create a positive environment with students before sessions
e Ask the teacher for feedback e Thank the volunteer at the end of the program

e Include teacher in sessions

e Ask for teacher assistance in dividing the class into groups
o T.ead discussions

e Stay within time limits

o Know & follow classroom rules

e Thank the teacher at the end of the program

TIPS’ Tl'leS, & MO].' e! Presentation Skills: Remember to write cleatly on the board or overhead,;
Relating to kids can be triCky, 81217=) voang: - students may only be able to read printing. Use language that the
studeots can nnderstand. Keep in mind that their vocabulary is not as exten-
sive as yours, so explain all the terms. Speak clearly and slowly. If needed, ask
the teacher for assistance. Say it at least two ways - be prepated to repeat your-
self. Be enthusiastic and friendly - it's contagious! Don't lecture. Move around the room. This helps keep everyone's attention and
keeps students involved. Maintain eye contact. Use language that is sensitive to diverse backgrounds and ideas.

tips to keep them engaged and eag

Questioning Techniques: Ask questions to keep students involved and active. Give clues if they don't respond, but don't give away
the answer. This will help hold their intetest and verify if they understand the material. Ask open-ended questions, such as: "How
might you increase yout career opportunities?” instead of "Will you have more cateer choices if you stay in school?" Use positive rein-
forcement with the students; emphasize right, not wrong. Do not criticize their questions or answers. All questions deserve an honest
response. If a child raises their hand to answer and then hesitates, ask if they would like more time to think and move on to another
student. Say something like "How about if I come back to you later?"

Relating to Students: Use the students' names. This will make an impression and show that you are interested in them. It might be
helpful to copy the teachet's seating chart or make your own to keep inside your guide. Emphasize what is right about students' att-
tudes and behaviors - not what is wrong. Avoid criticizing students; do not make fun of them. Work with all students, but do not feel
you have to call on all students who raise their hands every time you ask a question. Be sensitive to special needs among students in
your classroom. Respect differences. Help students "save face" in front of peets by trying to use their answer or complimenting them
for their idea, though it may not be exactly what you wanted. Use real life examples that students will be able to relate to from their
own expetience. Humor works!

Junior
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Scheduling

Timeline for Success The very first thing you should do after signing on as a classroom consultant
(Semester dates, what to do when) and receiving your classroom assignment is attend your school’s kick off ses-
sion. At that session you will meet your teacher and receive your JA Kit. You
should go through your kit and ensure that all materials are present. If you sign on as a classroom consultant after the school’s kick
off session or are unable to attend, you need to make arrangements to pick up your kit from the school and coordinate the semester
schedule with your teacher. If you have taught JA in the past in central Illinois and cannot make one of the training sessions (or maybe
you would like to add one more training session before entering the classroom), please feel free to visit www.pragmaticsw.com/JA
webclass/psja.asp for an on-line training session at your convenience.

Kit Contents

Locate the Guide for Volunteers and Teachers. Refer to page 6 for the Master List of Materials. Ensure all materials are present in
the kit. Call the JA office at (309) 682-1800 if your kit is incomplete. Note which materials are used for each activity. A label in the
lower right corner of each item identifies when the item will be used during your sessions. Separating each session's contents into en-
velopes seems to make the session run more smoothly.

Scheduling Your Sessions
You will work with the classroom teacher to develop a schedule that works best for both parties. Session length and number of meet-
ings vary by grade and program. Sessions can be scheduled once a week, twice a week, daily or multiple sessions in one day.

Semester Dates
Fall Semester —Sessions begin in September and end by mid-December
Spring Semester—Sessions begin mid-January and end by early May

On The Day Of The First Session

e Email the JA office your entire classroom session schedule

e Arrive 10 minutes eatly

e  Signin at office

e  Give the teacher the JA Certificates to fill out and sign

e  Tell students about yourself

e Possibly hand out your business cards and blank student interest index card to ask students' names and interests
e  Conduct first session

e Have students sign JA banner

e  Please take the signed banner to hang in your office space

After Each Session

e Discuss what went well and what could be improved

e Preview next session

e  Confirm next session

e Scheduling changes can always occur for the Consultant and Teacher

Novelty Items and Treats

If the classroom teacher approves, please feel free to bring any company logo novelty items to shate with the students. Please check
the school policy and ask the teacher before you bring any baked goods or pre-packaged food items to share with the students, as
most schools have strict food policies.

Upon Program Completion

e  Email the JA office at programs@JuniorAchievement.biz to confirm program completion.

e Leave extra kit contents with Classroom teacher, as the JA office will pick up extra materials at the end of the semester from each
JA School Liaison.

e At the end of the semester, please complete the post-program survey that will be sent by email from the JA office, as this infor-
mation will help continue to advance JA in the future and confirm next yeat’s participation.




Volunteer Conduct Standards

VOLUNTEER CONDUCT STANDARDS

Each year Junior Achievement staff shall convey these standards in writing tteealifivslwnséers prior t
to the classroom. Staff shall review these standards verbally, as well, withevbiahteees teaching fo

Junior Achievement serves youth. Our volunteers teach valuable lessons with each word and
especially with their conduct. Adult misconduct with youth carries serious consequences. Be-
cause Junior Achievement cares that its volunteers have healthy relationships with the youth they

serve, it has established these standards.

1. Young people look to adults for examples of appropAatelbetaviofust use appro-
priate language and model honorable behavior, such as respect, integrity, honesty, and
excellence. Profanity or sexualized language or jokes is inappropriate around students.
Violating state law regarding interactions with youth, €.gproviding them alcohol or illegal

drugs, is forbidden.

2. Volunteers must take particular care when toushisiggpeopth understand the differ-
ence between appropriate touching, like a handshake or pat on the back, and touching
which is sexual or disrespectful. Volunteers must also consider how any physical contact

may be perceived.

3. Interactions with students must both be appropriate and appeamagpsopiliaipend
most time with groups of students, although occasionally one-to-one situations may oc-
cur. Prior to any one-to-one interaction, a JA volunteer generally should ensure another

adult is present or aware of the situation. Favoritism, or the appearance of favoritism,
should be avoided.

4, Volunteers are responsible for the quality of Snideaetiofisn find it difficult to state
discomfort or objections. Volunteers must be especially sensitive to physical and verbal

cues that youth provide.

These are examples only, not a comprehensive lis©ther actions not listed could result in

suspension or dismissal as a volunteer.

Junior Achievement takes all complaints of misconduct seriously. Credible allegations of miscon-
duct will be promptly investigated by the appropriate authorities. During any such investigation,
the JA volunteer will be placed on leave. If an investigation determines misconduct occurred, it

will result in the immediate and permanent dismissal as a JA volunteer.

Any JA staff member or volunteer who reasonably suspects misconduct must report these suspi-

cions immediately to the appropriate JA staff person at the local office.
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CC INFO FORM

Classroom Consultant Information N

Please consider this before even signing up for a JA class: an entire gtimgpaot yourng fodidia@rsitonent to teach JA. It can be very challe

to find a replacement, and JA is accountable to those who have provided fundymutcctaskeHé\qmassibiely unforeseen circumstanceés can

In this case, we ask you to notify the JA office immediately and to find agé¢placsunerihfamapeglizsniss out on the JA experience..
[JNEW CONSULTANT

NAME: [JRETURNING CONSULTANT

I have received a copy of Junior Achievement’s Volunteer Conduct Standards and have read, understand, and will
abide by these standards. By signing this, I hereby certify that I have never been charged with a crime of violence
or a crime involving a child or young person, or, if I have, that I have fully disclosed in writing the facts regarding
such a charge to the local Junior Achievement office.

SIGNATURE: DATE:
Specific Placement Requests: i none, leave blank) 0 SPRING
SCHOOL: O FALL
QADE(S)' TEACHER: | BW
Contact Information
COMPANY: DIVISION &/OR AREA: \
ADDRESS:
CITY: STATE: ZIP:
TELEPHONE: EMAIL:
ADDRESS:
CITY: STATE: ZIP:
HOME OR CELL PHONE: EMAIL:
* For interngh purposes only so that we may stay in touch with you if your current employroemt phiaodesscifoypgifiahities from your emW

Other Information ~

How did you hear about Junior Achievement (please check all that apply)? [ JA ALUMNUS
[ COWORKER[] FACEBOOW LINKED INCJ JUNIORACHIEVEMENT.JZ#RIEND/FAMILY MEMBHER OTHER |
ONEWSPAPEJ TWITTER [JJA.ORG [JVOLUNTEER MATCH [1JA BOARD MEMBER

Do you know of someone who may be interested in hearing more about Junior Achievement?
NAME: COMPANY: PHONE:
NAME: COMPANY: PHONE:

@ME: COMPANY: PHONE: /




