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Career Activity Curriculum Topic: Keeping Up with Deadlines

Career Activity: Keeping Up with Deadlines

Activity Summary: This lesson will help students understand the importance of deadlines and introduce them to a variety of ways to manage deadlines.    

Estimated Time: 45-60 minutes

Learning Plan Activity: 11th Grade Additional Activities: 

Learning Outcomes: Students will explore College Applications, and the importance of deadlines. Students will be able to identify ways to manage their deadlines, and how to keep organized as they begin their 11th/12th grade years.  

Materials Needed:  PowerPoint, Handout, Pen, Paper, Computer

Academic Vocabulary 
· Deadlines: the latest time or date by which something should be completed
· Procrastination: the action of delaying or postponing something

Introduction: [Use PowerPoint] Today we are going to discuss the many different types of deadlines you already encounter and review new deadlines you will have with college applications, job applications, scholarships – etc.  It is important to learn how to manage your deadlines to help you access more money and opportunities. Here are some deadlines you may already be facing: homework, SAT Registration, College Applications, Scholarships, Job Applications. Are there other deadlines you are encountering that are not listed? 

Learning Activities/Procedures:

Practice Managing a Deadline Activity: There are many moving pieces when it comes to preparing for life after high school. If you’re planning on continuing your education immediately after graduation, there are many deadlines to track. For instance, did you know nearly all schools have unique application deadlines? There are various scholarships deadlines and following acceptance, deadlines for enrollment, registration, and housing decisions. 

Have students individually search an Idaho College/University of their choice to find the admissions deadline for fall registration. As a class, discuss smaller steps they could take prior to the deadline. (Examples: Set Small steps for the big projects, use tools or techniques to remind yourself, work on our projects when you are alert and prepared, and celebrate along the way) 

Keeping Track of Deadlines: When deadlines are far out, it seems easy to put them off until they get closer. But think back at all the deadlines you may be facing. As more and more gets added to your plate it can feel overwhelming to try to get it all done at the last minute. Keeping track of deadlines is more than just writing down a date that is due. It is making sure that you are focusing on the small steps on making sure it will be complete by the deadline. What are some of the tools that you use to help you keep track of deadlines? 

Pass out Handout_Application Tracker to show students an example of a spreadsheet that they can use to help them keep track of their top schools and scholarships with their associated deadlines.

Activity: Explore Tools or Techniques: Students will work in small groups to research, and present on digital apps/tools that are available and that they could use.  Students will complete the Handout_Keeping up with deadlines. Once all groups have finished – have the group present to the rest of the class. 

Class Discussion: Use PowerPoint

Adaptations: 
· If time allows, students can make a digital copy of the Application Tracker on the Next Step’s website and start filling it in. 

Evaluation:  Students will have explored different tools/techniques that they can incorporate to help keep up with deadlines. Students will be able to complete the Keeping Up with Deadlines Learning plan activity. 
 
Closing: Deadlines exist in the real world. Finding a way to help you manage those deadlines will help you with jobs, managing money, and your success!  Keep trying different apps or ways to stay organized and keep up with deadlines until you learn which way works best for you!
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