




Civics Career Academy Support Lesson
Unit 1:  Public Service Communication
Essential Question?
What is public service communication?
A Lesson for Civics Career Academy Course ‘Public Service Communication’
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Public Service Communication

Benchmark 
01.01 Explain skills needed to communicate effectively with family, peers, and others to enhance health.

Course Unit
Unit 1:  Public Service Communication

Lesson Foci
Explain how interpersonal communication skills, information processing, and information transfer impact government service and non-profit civic environments.

Activity Documents, Materials, and Handouts
Writing A Policy Memo in 5 Easy Steps Video
Ethics of Public Language Handout - Student Activity

Activity Vocabulary 
	Argument -  reason or set of reasons given with the aim of persuading others that an action or idea is right or wrong:
Civic engagement - participation in activities that improve one’s community or address wider social issues. 
Claim - state or assert that something is the case
Evidence - the available body of facts or information indicating whether a belief or proposition is true or valid.
Interest groups - a group of people that seeks to influence public policy on the basis of a particular common interest or concern
Interpersonal communication - communication between two or more people
Media - the main means of mass communication (broadcasting, publishing, and the internet) regarded collectively
Print resources - hard copies of resources, like physical books and newspapers
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Lesson Steps
· Students define the lesson vocabulary.
· Have students watch the video, How to Write a Policy Memo in Five Easy Steps.
· Distribute Ethics in Public Language handout.
· Students should read the handout.
· Break out students into groups of four.
· Ask students to collaboratively write a brief (four paragraphs maximum) policy memo to the appropriate public official on an issue that is important to the group using the information in the Ethics in Public Language handout as a guide.
· Students will select a spokesperson and present the memo to the class.
· The class can give constructive feedback about how to improve the policy memo.
	
Enrichment Suggestion #1 – Present the policy memo to the appropriate public official.
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Always keep in mind that a policy memorandum is a tool for decision-making. Keep it professional and avoid hyperbole and clever or indeterminate language that could undermine the credibility of your document. The presentation and content of the memo should be polished, easy to understand, and free of jargon.
A typical memo may include the following sections:
· Description and significance of the issue or problem you are examining.
· Evidence of the scope of the issue.
· Factors contributing to the issue or problem.
· Recommendations or conclusions about the issue.
· Counter-arguments against your position.
· Rebuttal to counter-arguments.
· Implementation issues for any recommendations (i.e. political, economic, environmental, technical, etc.). 
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