
 
            

Course Number/Title:  BU 281 Effective Time Management    Term/Year: Fall 2017 

Credit Hours:                 Days/Time: Online 

Department:   Business/Behavioral Science                                   

Prerequisite: None 

Required Text:  None 

Instructor Email: krista@colbycc.edu 

CCC MISSION 

Challenge students to adapt to a diverse society. Create opportunities for student 
growth. Connect student learning with professional experiences. 

RATIONALE 

This course provides opportunities and learning strategies, which aid in developing time 
management skills related to personal and professional life. 

 

COURSE DESCRIPTION 

This course is valuable for those who want to improve their productivity and strengthen 
their time-management skills through multiple ways of thinking about and using time 
more effectively. It provides strategies, techniques and tips to set priorities and mange the 
daily pressures of meeting important and urgent commitments in your life. Students will 
explore how to deal with change so that they can enjoy less stress and more success, and 
focus on personal growth.  

 

COURSE REQUIREMENTS 

1. Personal Introductions 

2. Module Assignments and Exercises 

3. Final Test 

 

Personal Introduction  



2 

 

Students will be awarded 25 points for posting a personal introduction in the discussion 
thread during the first week of our course. You will also need to reply to at least three of 
your fellow classmates! The purpose of the introduction is to provide an opportunity for 
the students and the instructor to learn about each other, to know each other and to work 
at issues that may emerge from the course. Be sure to tell us about yourself thoroughly. 
This is worth 25 points. If you are too brief the points awarded will reflect it! 

Module Assignments 

Each module contains a module reading assignment and a “journal” with questions in it 
that help you apply the information you are reading to your own time management skills 
and needs.  Each module may contain one or more assignment or exercise. These will be 
listed under the module and also in your weekly reminder and checklist area on Canvas.  

 

COURSE TIMELINE 

See Attachment A for a basic outline of the course (at the end of the syllabus). For the 
most detailed schedule for the course, refer to the “Course Schedule” area on Canvas in 
the Modules area. Each week you will be able to find that week’s assignments, readings, 
and other items related to what we are studying. I will give you tips on how to “navigate” 
your way through the modules and study tips. I will also typically add information about 
content that is available for inquiry for learning beyond the required content and content 
that interests those of you who want to specialize in a special area of study. 

 

COURSE LEARNING OBJECTIVES 

The learning objectives and competencies detailed below meet or exceed the learning 
outcomes and competencies specified by the Kansas Core Competency Project for this 
course, as sanctioned by the Kansas Board of Regents. 

COURSE OBJECTIVES AND COMPENTENCIES 

In this course, students will: 

• Identify personal obstacles to productivity through a self-assessment of personal 
time management practices and habits.  

• Identify and record their personal goals and priorities. 

• Understand and apply the basic principles of productivity to their own life.  

• Develop a personal productivity system. 

• Identify greatest time wasters – and determine how to avoid or eliminate them. 

• Determine daily “peak productivity time”?  
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• Identify how to maximize their time in order to accomplish their goals both 
personally and professionally. 

 

Outcomes Assessed in This Course: 

Students will be able to: 

• Demonstrate knowledge of and apply the basic principles of productivity to their 
own life. 

• Identify personal priorities and goals. 

• Identify how to maximize their time in order to accomplish their goals both 
personally and professionally 

 

ASSIGNMENT AND TEST POLICY 

All course assignments are listed in the Course Schedule online. All due dates are listed 
in the Course Schedule online. All assignments and tests must be submitted by posted 
due dates. 

Assignment Policy: 

The course software standards for submissions of assignments are Microsoft Word, 
PowerPoint, and Excel. Assignments completed in other formats will not be accepted.  

All assignments will be submitted online 

When technical problems occur and you cannot submit your assignment electronically, 
send an email to me to explain the difficulty. If you cannot use e-mail, call me to explain 
the difficulty. If you reach your instructor’s voice-mail, leave a message explaining the 
difficulty and a phone contact where you can be reached.  

LATE ASSIGNMENTS: All assignments not submitted by the due date will be 
considered late. I will accept late work up to a week later. However, late points will be 
deducted! 

Students are responsible for keeping a copy of all graded assignments. Absent a copy of 
graded in work in question, no grade change or credit for a missing assignment is 
possible.  

Students must ensure that assignment files are free of viruses before submitting them. 
Keep your virus detection software up to date. Should an assignment file fail scrutiny by 
our institution’s standard virus detection software, the student submitting it will so 
advised by e-mail. A virus-free version of the file must be resubmitted within 24 hours of 
the posting date of this e-mail. Any subsequent failure to adhere to this requirement will 
cause an assignment to be unacceptable.  



4 

 

If you have computer problems, it is your responsibility to get to a computer to complete 
your assignments.  

 

Method of Evaluation 

The instructor's evaluation of the student will be based upon class discussion, 
examination, class presence (includes online and F2f), student participation, research, and 
student attitude. 

 
 100% - 90% = A 
 89% - 80% = B 
 79% - 70% = C 
 69% - 60% = D 
 59% - or below = F 
 

E-Mail Policy 

• Your instructor will answer e-mail received within 24 hours. 

• You need to read your e-mail frequently to assure that you receive course 
information disseminated by e-mail in a timely fashion. You should especially be 
checking the announcements area online for everything pertaining to class. Most 

• NOTE: your email will go to your Trojan Web account. If you want to have those 
forwarded to the email account of your choice, please do that in ePortal.  

 

THINGS TO KNOW AND MOST COMMON QUESTIONS ASKED!!! 

If you have problems logging into the system (ePortal or Canvas), call the help desk or 
email them!  

Email is support@colbycc.edu - it may take 24 to 48 hours for them to reply to you 
because of the Holidays! 

If the system does not work for you first contact help desk and then notify me via email, 
text, or phone! DO NOT CONTACT ME days later and inform me about personal 
problems or computer problems. I need to know that ASAP not days or weeks later! This 
is for your sake (so you don’t get behind) and my sake (so I know how I can be of help to 
you)! 

 

ACADEMIC INTEGRITY POLICY: 
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Colby Community College defines academic integrity as learning that leads to the 
development of knowledge and/or skills without any form of cheating or plagiarism. This 
learning requires respect for Colby’s institutional values of quality, service and integrity. 
All Colby Community College students, faculty, staff, and administrators are responsible 
for upholding academic integrity. 

Cheating is giving, receiving, or using unauthorized help on individual and group 
academic exercises such as papers, quizzes, tests, and presentations through any delivery 
system in any learning environment. This includes impersonating another student, sharing 
content without authorization, fabricating data, and altering academic documents, 
including records, with or without the use of personal and college electronic devices. 

Plagiarism is representing or turning in someone else’s work without proper citation of 
the source. This includes unacknowledged paraphrase, quotation, or complete use of 
someone else’s work in any form. It also includes citing work that is not used and taking 
credit for a group project without contributing to it. 

The following procedure will be used for students who violate the policy for the 
Academic Integrity Policy begins with the notification of the first infraction and 
continues throughout the student’s tenure at Colby Community College: 

• First Offense – Student will receive a zero for the assignment and the student will be 
reported to the Vice President of Academic Affairs.  

• Second Offense – The student will receive a failing grade in the class and be reported to 
the Vice President of Academic Affairs and removed from the class in which the offense 
occurred.  

• Third Offense – The student will be reported to the Vice President of Academic Affairs 
and dismissed from the college.  

Any questions about this policy may be referred to the Vice President of Academic 
Affairs.  

 

ASSESSMENT: 

Colby Community College assesses student learning at several levels:  general education, 
program, and course. The goal of these assessment activities is to improve student 
learning. As a student in this course, you will participate in various assessment activities. 
An example of your work, a paper, some test questions, a presentation, or other work 
may be selected for assessment.  This process will not affect your grade, will not require 
you do additional work and your evaluation will be confidentially handled.  Results of 
these activities will be used to improve teaching and learning at Colby Community 
College. 

 

SYLLABUS INFORMATION DISCLAIMER 
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I reserve the right to change any information contained in this document, when necessary, 
with adequate notice given to the student.  Notice shall be given in the classroom during 
class.  No other notice is required.  It is the students’ responsibility to stay current with 
any changes, modifications, adjustments or amendments that are made to this document 

Students should adhere to the attendance, cell phone, assignment, test and grading 
policies in the course syllabus.  

 

ACCOMMODATIONS FOR STUDENTS WITH DISABILITIES 

According to the Americans Disabilities Act, it is the responsibility of each student with a 
disability to notify the college of his/her disability and to request accommodation. If a 
member of the class has a documented learning disability or a physical disability and is 
requesting special accommodations, he/she should contact disability services at 
disability@colbycc.edu. 

 

NOTICE OF NON-DISCRIMINATION 

Colby Community College provides equality of opportunity to its applicants for 
admission, enrolled students, graduates, and employees.  The College does not 
discriminate with respect to hiring, continuation of employment, promotion, tenure, other 
employment practices, application for admission or career services and placement on the 
basis of race, color, gender, age, disability, national origin or ancestry, sexual orientation 
or religion.  For inquiries regarding the nondiscrimination policies, contact the Vice 
President of Students Affairs, Title IX and ADA Coordinator, Colby Community 
College, 1255 S. Range Ave., Colby, KS 67701 (785) 460-5490). 

ACCREDITATION 

Higher Learning Commission  

230 S. LaSalle St., Suite 7-500 

Chicago, IS 60604-1411 

(800) 621-7440     FAX (312) 263-4162     www.ncahlc.org  

 

 

 

 

COURSE OUTLINE: 
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You will find all the details about what you need to be doing for the course online on 
Canvas under the “Course Schedule”.  

There is a "suggested" time schedule, but you have the entire 3 weeks. Do it however 
works best for you. All assignments are available to you throughout the entire 3 weeks. � 

COURSE SCHEDULE OUTLINE 

****NOTE that you need to post your personal introduction on the discussion board 

during the first week (By December 22nd at noon)!!!!*****  All other deadlines 

are January 3rd.!  

  

Starting Week: Dec. 15-17th - Get started on the course! 

POST YOUR PERSONAL INTRODUCTION on the discussion board by:  December 
22nd at noon!  

Introduction: Getting Started 

  

Week 1: December 18-24 

Getting Started/Module 1 

Begin to work on Module 2 

*Target Due Date: December 25th 

  

Week 2: December 25-December 31 

Module 2 

Module 3 

Target Due Date: January 1 

  

Week 3: January 1-3 

Final 

Due Date: January 3 

  

 

REMEMBER: You can move at your own pace. If you want to move quicker 
through the course… go ahead!  
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If you need to do more or less on certain weeks, I am fine with that. DON'T 
PROCRASTINATE! YOU CAN’T COMPLETE THIS COURSE IN THE LAST DAYS 

OF THE COURSE!! DON’T PUT OFF DOING THE WORK! (Just remember that 
you must post your introduction by December 22nd at noon to be 

certified for the course. If you don't, you will be dropped from the 
course!!) 

FINAL DUE DATE FOR ALL ASSIGNMENTS IS January 3rd at 
Midnight! 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



9 

 

 

 

 

 

 

 

 

 


