COURSE OUTLINE

	Title: Procrastination & Time Mgmt.
	Course Number: HD- 157
Credits: 1

Date: December , 2006


Institution: Clackamas Community College

Outline Developed By: Advising and Counseling Dept. – Bill Zuelke
Type of Program: Lower Division Collegiate
Course Description: 
Participants will study procrastination habits and time management patterns.  Course will focus on components of time organization, choices re: procrastination, and methods to improve overall use of time.

Course Objectives:
This course is designed to:

· give students an opportunity to learn about, practice, and adopt skills of time management
· focus on overcoming habits of procrastination
· support students in developing skills to successfully manage their time in order to achieve their goals and objectives.
Student Learning Outcomes: 
Upon successful completion of this course, students will be able to: 
· Identify their own personal time management strengths and weaknesses

· Identify 5 goal setting strategies and 5 time management strategies that can be applied in their lives 

· Demonstrate self-awareness of the reasons and patterns related to procrastination and how it undermines successful time management and goal setting
· Identify 5 strategies and techniques that can be applied in their lives to combat procrastination habits
· Establish  and describe a personal goal setting system

Length of Course: 11 Lecture hours 
Grading Method: Pass/no pass or letter grade
Prerequisites: None
Required Text: None

Major Topic Outline: 
· Introduction
· Assessing Personal Time Management

· Using a Time Log
· Procrastination Habits – Identifying and changing
· Setting Goals

· Planning for success
· Prioritizing techniques
· Systems of Scheduling – using the tools
· Curbing Interruptions / Use of Assertive Communication

· Mastering Paperwork - Dump it, delegate it, Do it, or Delay it

· Evaluation and follow-up

Library Resources:  Clackamas Community College library holdings support the topics as listed.  Library website:  http://library.clackamas.edu
C:\DOCUME~1\lyndam\LOCALS~1\Temp\HD 157  Procrastination Time Mgmt.doc

