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COURSE DESCRIPTION 
This course is designed to provide students with information to improve their success as students in a college environment.  Specific topics include stress management, time management, goal setting, improving listening and note taking skills, identification of optimum learning styles, reading skills, study skills, problem solving and decision making, test taking strategies, and financial management.

CREDIT HOURS 

Theory

1 credit hour

Lab


0 credit hours

Total


1 credit hour

PREREQUISITE COURSES 
· None
CO-REQUISITE COURSES
· None
PROFESSIONAL COMPETENCIES

· Comprehend techniques to deal with everyday stress.
· Apply goal setting techniques.
· Comprehend time management skills.
· Comprehend techniques for improving listening skills.

· Comprehend techniques for effective note taking.
· Comprehend techniques to improve classroom success by enhancing individual learning styles. 
· Describe techniques to improve reading comprehension
· Comprehend techniques to improve study skills.
· Comprehend techniques for effective problem solving and decision making.
· Comprehend techniques to improve test taking skills.
· Comprehend information to enhance interpersonal skills.
GENERAL INSTRUCTIONAL OBJECTIVES

Cognitive objective - comprehend knowledge to improve personal and professional success.
Performance objective - apply knowledge to improve personal and professional success.

PROFESSIONAL COMPETENCIES/STUDENT PERFORMANCE

Unless otherwise indicated, evaluation of student’s attainment of objectives is based on knowledge gained from this course.  Specifications may be in the form of, but not limited to, cognitive skills diagnostic instruments, manufacturer’s specifications, technical orders, regulations, national and state codes, certification agencies, locally developed lab/clinical assignments, or any combination of specifications.

	MODULE a – ORIENTATION TO COLLEGE 

	PROFESSIONAL COMPETENCIES
	PERFORMANCE OBJECTIVES
	KSA Indicators

	A1.0
Comprehend techniques to deal with everyday stress.
	A1.1
Apply stress management techniques.
	2

	A2.0
Apply goal setting techniques.
	A2.1
Set personal and professional goals.
	2

	A3.0
Comprehend time management skills.
	A3.1
 Apply time management skills.


	2

	LEARNING OBJECTIVES

	A1.1.1
Identify causes of stress.
A1.1.2
Identify the symptoms of stress.
A1.1.3
Identify relaxation techniques and coping skills.
	1
1

1

	A2.1.1
Describe goals and goal setting

A2.1.2
Describe the benefits of goal setting
A2.1.3
Describe how to set S.M.A.R.T. goals
	2
2

1

	A3.1.1
Describe the ABC process for time management.
A3.1.2
Differentiate between productive and counterproductive procrastination.

A3.1.3
Describe how to save time when accomplishing daily tasks.
	1
2

2

	MODULE A OUTLINE
· Stress management

· Defining stress

· Causes of stress

· Symptoms of stress

· Techniques for coping with stress

· Goal setting

· Defining goals

· Benefits of goal setting

· Setting S.M.A.R.T. Goals

· Specific

· Measurable

· Attainable

· Relevant

· Time-bound
· Time management

· ABC rules
· Dealing with procrastination
· Techniques to save time


	MODULE B – CLASSROOM SKILLS

	PROFESSIONAL COMPETENCIES
	PERFORMANCE OBJECTIVES
	KSA Indicators

	B1.0
Comprehend techniques for improving listening skills.

 
	B1.1
Apply techniques to improve listening skills.
	2

	B2.0
Comprehend techniques for effective note taking.
	B1.1
Apply techniques to improve note taking skills.
	2

	B3.0
Comprehend techniques to improve classroom success by enhancing individual learning styles. 
	B3.1
Apply learning styles.
	2

	LEARNING OBJECTIVES

	B1.1.1
Differentiate between hearing and listening.

B1.1.2 Describe techniques to improve listening.
	2
1

	B2.1.1
Explain how to effectively prepare for note taking.
B2.1.2
Describe activities in a learning environment for effective note taking.

B2.1.3
Explain how to effectively review notes.
	2
2

2

	B3.1.1
Differentiate between various learning styles.
B3.1.2
Match the technique to various learning styles.
	2
1

	MODULE B OUTLINE
· General listening guidelines
· Be ready to listen

· Cognitively

· Emotionally

· Open minded

· Focusing

· Note taking skills

· Preparation
· Reviewing

· Reading ahead

· Note taking materials
· Learning environment activities

· Focus on presenter

· What and how to write notes

· Annotations in notes

· Reviewing notes

· Learning styles

· Learning style Inventory

· Applying learning techniques


	MODULE C – READING FOR SUCCESS

	PROFESSIONAL COMPETENCIES
	PERFORMANCE OBJECTIVES
	KSA Indicators

	C1.0
Describe techniques to improve reading comprehension.
	C1.1
This competency is measured cognitively.
	1

	LEARNING OBJECTIVES

	C1.1.1
Describe techniques for improving reading comprehension.
C1.1.2
Explain how to effectively use textbooks.
	1
1

	MODULE C OUTLINE
· Reading techniques
· Reviewing

· Previewing

· Examining

· Identifying key ideas

· Note taking

· Understanding textbooks

· Textbook contents

· Surveying

· Developing questions

· Reading for success


	MODULE D – IMPROVING STUDY SKILLS

	PROFESSIONAL COMPETENCIES
	PERFORMANCE OBJECTIVES
	KSA Indicators

	D1.0
Comprehend techniques to improve study skills.
	D1.1
This competency is measured cognitively.
	1

	LEARNING OBJECTIVES

	D1.1.1
Describe techniques to effectively prepare to study.
D1.1.2
Explain techniques to improve study skills.
	1
1

	MODULE D OUTLINE
· Preparing to study

· Location

· Time

· Materials

· Effective study skills

· Studying goals

· Managing study time

· Managing interruptions

· Reviewing notes

· Preview assignments


	MODULE E – PROBLEM SOLVING AND DECISION MAKING

	PROFESSIONAL COMPETENCIES
	PERFORMANCE OBJECTIVES
	KSA Indicators

	E1.0
Comprehend techniques for effective problem solving and decision making.
	E1.1
This competency is measured cognitively.
	2

	LEARNING OBJECTIVES

	E1.1.1
Describe the steps for creative problem solving.

E1.1.2
Describe the different types of decisions.

E1.1.3
Describe the decision environment.

E1.1.4
Identify elements of deciding to decide.

E1.1.5
Identify elements of how to decide.

E1.1.6
Identify who should decide.
	1
1

2

1

1

1

	MODULE E OUTLINE
· Creative Problem Solving 

· What is creative problem solving

· Basic steps

· Decision Making 
· Types of decisions

· Decision environment

· Deciding to decide

· Deciding who should decide


	MODULE f – test taking skills

	PROFESSIONAL COMPETENCIES
	PERFORMANCE OBJECTIVES
	KSA Indicators

	F1.0
Comprehend techniques to improve test taking skills.
	F1.1
This competency is measured cognitively.
	1

	LEARNING OBJECTIVES

	F1.1.1
Describe techniques to prepare for testing.
F1.1.2
Describe strategies for taking various types of tests.

F1.1.3
Describe the parts of a test.

F1.1.4
Describe how to manage time while taking tests.

F1.1.5
Explain the importance of proper diet and rest. 
	1
1

1

1

1

	MODULE F OUTLINE
· Preparing to test

· Relaxation

· Test taking materials

· Practice test taking
· Attitude
· Test taking strategies

· Types of tests

· Multiple choice

· Matching

· Fill in the blank

· Essay

· Short answer

· True/false

· Problem solving/case study

· Reading the test

· Instructions

· Key words

· Stems and responses

· Time management
· Diet and rest

· Computerized testing


	MODULE G – INTERPERSONAL SKILLS

	PROFESSIONAL COMPETENCIES
	PERFORMANCE OBJECTIVES
	KSA Indicators

	G1.0 Comprehend information to enhance interpersonal skills.
	G1.1
This competency is measured cognitively.
	2

	LEARNING OBJECTIVES

	G1.1.1
Discuss the importance of good manners.
G1.1.2
Provide examples of good personal manners.

G1.1.3
Define types of conflicts between people in various personal and professional environments.

G1.1.4
Describe sources of interpersonal conflicts.

G1.1.5
List methods of overcome interpersonal conflicts.

G1.1.6
Describe actions to take to ensure personal safety.
	1
1

2

2

1

1

	MODULE G OUTLINE
· Tips of Good Manners

· Personal manners

· General courtesy

· Conflict management

· Definition of conflict

· Sources of conflict

· Methods to overcome conflict

· Minimizing personal risk

· Personal actions

· Treat each other with respect 

· Get to know the people around you and agree to look out for each other 

· Look out for how everyone is doing 

· Improve communication 

· Become more responsive to each other 

· Mentally prepare for "what if" situations 

· Encourage each other to be alert for danger signals 

· Actions related to your environment

· Be aware of the warning signs of violence

· Improve safe conditions for everyone by offering suggestions for safety

· Understand and comply with safety and security measures

· Take all threats seriously

· Promote workplace integrity between all employees

· Listen for verbal intimidation 

· Be aware of behavioral pattern changes in those around you

· Notify authorities of any suspicious activities

· Local policies

· Diversity

· Sexual harassment

· Environmental safety


	MODULE H – PERSONAL FINANCE

	PROFESSIONAL COMPETENCIES
	PERFORMANCE OBJECTIVES
	KSA Indicators

	H1.0
Describe basic concepts related to personal finance.
	H1.1
This competency is measured cognitively.
	2

	LEARNING OBJECTIVES

	H1.1.1
Define terms associated with financial management.

H1.1.2
Differentiate between gross and net pay.

H1.1.3
Explain items deducted from pay.

H1.1.4
Explain the process of personal budgeting.

H1.1.5
Differentiate between needs and wants.

H1.1.6
Differentiate between various types of consumer financial accounts.

H1.1.7
Describe how to reconcile a checking account.

H1.1.8
Explain the dangers in misusing credit.

H1.1.9
Explain the impact of compound interest. 
	1

2

2

2

2

2

2

2

2

	MODULE G OUTLINE
· Money basics
· Terminology

· Gross and net pay

· Spending decisions

· Budgeting

· Advantage

· Needs and wants

· Individual spending

· Types of consumer financial accounts

· Checking

· Savings

· Personal investment options

· Credit card usage

· Proper use

· Dangers

· Impact of compound interest


	Learner’s Knowledge, Skills and Abilities

	Indicator
	Key Terms
	Description

	1
	Limited Knowledge and Proficiency
	· Identifies basic facts and terms about the subject or competency.

· Performs simple tasks associated with the competency.  Needs to be told or shown how to do most tasks.  

· Requires close supervision.

	2
	Moderate Knowledge and Proficiency
	· Identifies relationship of basic facts and states general principles and can determine step-by-step procedures for doing the competency.

· Performs most parts of the competency.  Needs help only on hardest parts.  

· Requires limited supervision.

	3
	Advanced Knowledge and Proficiency
	· Analyzes facts and principles and draws conclusions about the subject to include why and when the competency must be done and why each step is needed.  Can predict outcomes.

· Performs all parts of the competency.  Needs only a spot check of completed work.  

· Requires little or no direct supervision.

	4
	Superior Knowledge and Proficiency
	· Can evaluate conditions and make appropriate decisions as related to resolving problems. 

· Performs competency quickly and accurately with no direct supervision and is able to instruct and supervise others.  
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