
card of course
	Subject name
	Time Management


1.  Location of the subject in the system of studies
	1.1. Programme
	Management

	1.2. Mode of study
	Full time studies

	1.3. Level of degree
	Bachelor degree

	1.4. Profile
	Practical


	1.5. Speciality
	-

	1.6. Lecturer responsible for the subject 
	Mgr Łukasz Raczkowski


2. General characteristic of the subject
	2.1. Connection with a subject group
	Directional/practical

	2.2. Total credits (ECTS)
	1

	2.3. Language of instruction
	English

	2.4. Semesters in which the subject is carried out
	II

	2.5. Criterion for selection of listeners
	-


3. Learning outcomes and method of conducting classes
3.1.  Aim of the subject
	Lp.
	Aim of the subject

	
	

	C1
	To familiarise students with time management issues.

	C2
	Practical application of the learned knowledge about time management.

	C3
	Student can identify, choose and aply methods, principles and techniques of time management, is able to set priorities related to the completion of tasks using appropriate time management methods


3.2. Learning outcomes, divided into KNOWLEDGE, SKILLS AND COMPETENCIES, with reference to learning outcomes for an area(s) and a field of study
	Lp.
	Description of learning outcomes
	Reference to the 
learning outcomes 
(symbols)
	Form of teaching 
(mark with a „X”)

	
	
	
	ST
	NST
	NST PUW

	
	
	
	Classes at the University
	Classes 
on a platform
	Classes at the University
	Classes 
on a platform
	Classes at the University
	Classes 
on a platform

	After completing the subject, student in the range of KNOWLEDGE, know and understand

	W1
	has advanced knowledge of the nature of management science, and in particular of time management
	Z1_W04

Z1_W07
	X
	
	
	
	
	

	After completing the subject, student in the range of SKILLS, can

	U1
	can identify, describe, analyse and interpret methods, principles and techniques of time management
	Z1_U01

Z1_U05

Z1_U14
	X
	
	
	
	
	

	U2
	is able to independently prepare an action plan leading to the achievement of organisational goals, as well as professional objectives through appropriate time management
	
	X
	
	
	
	
	

	U3
	understands the need to improve his/her professional qualifications, is able to determine the directions of his/her own development and independently plan and carry out his/her own lifelong learning with the use of time management
	
	X
	
	
	
	
	

	After completing the subject, student in the field of SOCIAL COMPETENCES, is able to

	K1
	can think and act in an entrepreneurial and creative way, is task-oriented and goal-oriented, has the ability to make decisions and manage time appropriately
	Z1_K03
	X
	
	
	
	
	

	K2
	is able to set priorities, and to identify and resolve dilemmas related to the completion of tasks defined by him/herself or others using appropriate time management methods
	
	X
	
	
	
	
	

	K3
	is motivated to look for a job and/or create a workplace as well as prepare a new business venture
	
	X
	
	
	
	
	


3.3. Type of classes and number of hours - full time studies (ST), part time studies (NST) 
	Mode 
of study
	Lecture
	Exercises
	Project
	Workshops
	Lab
	Seminar
	Lectorate
	Using distance learning methods and techniques in the form of ...................
	Others
	ECTS

	ST
	
	
	
	10
	
	
	
	
	
	1

	NST
	
	
	
	
	
	
	
	
	
	

	NST PUW
	
	
	
	
	
	
	
	
	
	


3.4. Curriculum content (separately for each type of classes). Mark (X) how the content will be implemented (classes at the university or classes on the platform conducted using distance learning methods and techniques)
TYPE OF CLASSES: WORKSHOP
	Lp.
	Content of classes
	Form of teaching 
(mark with a „X”)

	
	
	ST
	NST
	NST PUW

	
	
	Classes at the University
	Classes 
on a platform
	Classes at the University
	Classes 
on a platform
	Classes at the University
	Classes 
on a platform

	1.
	Introduction to time management
	X
	
	
	
	
	

	2.
	Time management methods, ways, principles and techniques
	X
	
	
	
	
	

	3.
	Practical application of time management
	X
	
	
	
	
	

	4.
	Reasons for poor time management
	X
	
	
	
	
	


3.5. Methods of evaluation of learning outcomes (describe the methods of teaching and verification of learning outcomes):
Methods of teaching:
The course ends with a credit for evaluation.

The grade is given on the basis of the achieved number of points:

26 - 23 very good (5)

22 - 19 good (4)

18 - 14 sufficient (3)

13 - 0 unsatisfactory (2)
Methods of verification of learning outcomes:
Students obtain points on the basis of:


- taking a one-choice test on time management issues (0-10 points), 

- completing a descriptive task on time management methods (0-6 points),

- Activity during workshops (0-6 pts / 3 pts per class,

- attendance in class (0-4 points / 2 points for attendance in class).
3.6. Criteria for assessing the achieved learning outcomes
	Learning outcome
	For a grade of 3 student knows and understands/can/is able to:
	For a grade of 4 student knows and understands/can/is able to:
	For a grade of 5 student knows and understands/can/is able to:

	W
	60-75% of the knowledge indicated in the learning outcomes
	76-90% of the knowledge indicated in the learning outcomes
	91-100% of the knowledge indicated in the learning outcomes

	U
	60-75% of the skills indicated in the learning outcomes
	76-90% of the skills indicated in the learning outcomes
	91-100% of the skills indicated in the learning outcomes

	K
	60-75% of the skills indicated in the learning outcomes
	76-90% of the skills indicated in the learning outcomes
	91-100% of the skills indicated in the learning outcomes


3.7. Literature
Basic
1) ZARZĄDZANIE CZASEM - BRIAN TRACY

Supplementary

2) Zarządzanie sobą -  Gut Renata, Piegowska Maria

3) 15 tajemnic zarządzania czasem. O czym wiedzą ludzie sukcesu? – Kevin Kruse
4. Student’s workload – balance of credits (ects)
	Student’s activity
	Student’s workload

	
	ST
	NST
	NST PUW

	CONTACT HOURS (activities that require direct participation of an academic teacher)
	10
	
	

	Classes provided by the study plan
	10
	
	

	Consultation (min. 10% of  hours provided for any form of classes)
	1
	
	

	STUDENT’S OWN WORK
	15
	
	

	Preparation for class, preparation of project work/presentations/etc
	7
	
	

	Preparation for passing the classes
	8
	
	

	TOTAL STUDENT WORKLOAD
	25
	
	

	Credits (ECTS) for a subject
	1
	
	


	Date of last change 
	16 March 2023

	Changes introduced
	Mgr Łukasz Raczkowski

	Changes approved
	




