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INSTRUCTIONAL UNIT
OPERATIONS



	LESSON PLAN



	TIME REQUIRED


90 minutes or two 45-minute class periods

	RATIONALE


Operations: The routine activities a business must perform daily that keep it functioning well. Smooth-running operations start long before a customer enters.
· Opening/closing procedures
· Daily housekeeping
· Health/safety/security measures

	INTENDED OUTCOMES


At the conclusion of this session, students will be able to:
· Open/close register/terminal.
· Follow instructions for the use of equipment, tools and machinery.
· Describe health and safety regulations in business.
· Explain routine security precautions.

	INSTRUCTIONAL CONTENT


Introduction· Opening Procedures
· Closing Procedures
· Housekeeping
· Cash Register/Till
· Point-of-Sale (POS) System
· Use of Equipment
· Health Procedures
· Safety Procedures
· Security Precautions
KEY TERMS

This lesson can be done without any prior knowledge of store operations and is intended to be introductory in nature. The teacher should give a brief introduction to the role of operations in small businesses.

Operations is managing a business so it runs as efficiently as possible. Operations is key to running a business that’s always getting better and better at what it does. By looking at how a business is run and asking questions about existing processes, employees can define and optimize what operations mean for the business.

Review Operations slides (30 minutes)
} Download the presentation slides at deca.org/resources.

Have students work with partners or small groups and answer the operations in your SBE discussion questions.
	[bookmark: _Hlk86405226]APPLICATION ACTIVITIES


After completing the module, complete the following operations activity (30 minutes).  

[bookmark: _Hlk87342490]Students can work individually or in small groups to create or list the opening and closing procedures for the register.

Below are some sample procedures to share with students if needed.
1. Sign out the key from _________
2. Pick up starting cash bag from _________
3. Unlock and open the store
4. Turn on the iPad 
5. Open the point-of-sale app
6. Open the cash register and count the money in the bag, and record on the cash register form
7. Click on Reports, select “Current Drawer”
8. Enter starting cash (there should be $100.00 but change it if you do not have $100.00)
9. Press “Start Drawer” and then “Confirm Start Drawer”
10. Click on the start menu and select checkout 
11. Enter items by scanning the UPC code or selecting from the list 
12. For cash transactions
a. Scan purchases
b. Press the charge button
c. Press the amount of money 
13. For credit/debit transactions
a. Scan purchases
b. Press the charge button
c. Swipe the card or insert the card through the chip reader 
14. When closing, click on reports and run current drawer
15. Open the cash register and count the money 
16. Record the amount on the cash register form 
17. The amount you have in the drawer should match the amount stated as “expected in drawer”
18. Press “End Drawer” and confirm “End Drawer”
19. In the deposit bag, include the following:
a. Cash Register Form
b. Drawer Report
c. Cash 
20. Return the key and drop the deposit bag ______    
	ASSESSMENT + FOLLOW-UP


After completing the application activity, students can participate in the below activity (30 minutes):

Have students get into pairs or small groups and review the store policies and procedures. Have students discuss and review the store manual to see if any updates are changes are necessary. If your store does not have a manual, this could be an extended project to begin the process. 

Lesson Extension
For additional activities, have students work in pairs on the Operations Case Study of the Week

	RESOURCES + MATERIALS


· Download the Presentation: deca.org/advisor-resources/sbe-operations
· DECA Direct Online Case Study of the Week | Operations
· Sample Gold-Certified Project: deca.org/advisor-resources/sbe-sample-project
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