[image: ]Fatima College
(Autonomous)
Affiliated to Madurai Kamaraj University
Re-Accredited with ‘A++’ by NAAC (Cycle - IV)
Mary Land, Madurai - 625018, Tamil Nadu


Handbooks, Manuals and Brochure on Human Values and Professional Ethics
A Handbook For students distributed during Value education and Ethical studies classes

[image: ]







[image: ]Fatima College
(Autonomous)
[bookmark: _GoBack]Affiliated to Madurai Kamaraj University
Re-Accredited with ‘A++’ by NAAC (Cycle - IV)
Mary Land, Madurai - 625018, Tamil Nadu


Annual Quality Assurance Report (AQAR) (2022- 2023)	

.

[image: ]
[image: ][image: ] (
Fatima
College
Affiliated
 
to
 
Madurai
 
Kamaraj
 
University
Re-Acc
redited
 
with
 
‘A++’by
 
NAAC
 
(Cycle-
 IV)
Mary
 
Land,Madurai-625018,Tami
 
l
Nadu
)

 (
Annual
 
Quality
 
Assurance
 
Report
 
(AQAR)(202
2
-
202
3
)
)




[image: ]
[image: ][image: ] (
Fatima
College
Affiliated
 
to
 
Madurai
 
Kamaraj
 
University
Re-Accredited
 
with
 
‘A++’
 
by
 
NAAC
 
(Cycle-
IV)
Mary
 
Land,
 
Madurai-625018,Tamil
 
Nadu
)

 (
Annual
 
Quality
 
Assurance
 
Report
 
(AQAR)
 
(202
2
-
202
3
)
)





[image: ]







[image: ]



[image: ]







[image: ]



[image: ]




[image: ]






[image: ]






[image: ]




[image: ]

[image: ].
[image: ][image: ] (
Fatima
College
Affiliated
 
to
 
Madurai
 
Kamaraj
 
University
Re-Acc
redited
 
with
 
‘A++’
 
by
 
NAAC
 
(Cycle-
 IV)
Mary
 
Land,Madurai-625018,Tamil
 
Nadu
)

 (
Annual
 
Quality
 
Assurance
 
Report
 
(AQAR)
 
(202
2
-
202
3
)
)


[image: ]
[image: ][image: ] (
Fatima
College
Affiliated
 
to
 
Madurai
 
Kamaraj
 
University
Re-Accredited
 
with
 
‘A++’
 
by
 
NAAC
 
(Cycle-
IV)
Mary
 
Land,Madurai-625018,Tamil
 
Nadu
)

 (
Annual
 
Quality
 
Assurance
 
Report
 
(AQAR)
 
(202
2
-
202
3
)
)


[image: ]



[image: ]


[image: ]



[image: ]





[image: ]



[image: ]




Teacher’s hand book to handle Value education and Ethical studies classes for students.
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MOTHER ROSE - FOUNDER OF
OUR COLLEGE

Rev. Sr. Rose Benedict was born on Aug. 24, 1898 in Leema,
Canada. She lost her parents when she was very young. She
became a member of the Congregation of Sisters of

St. Joseph of Lyon in 1913 when she was fifteen years old. In
1924, Sr.Rose Benedict came to India as amissionary.

In 1948, His Grace Peter Leonard, the then Archbishop of
Madurai, conceived the idea of starting a College for women

in Madurai. The visionary in Sr. Rose Benedict capitalized on

the idea immediately - A person with vision who daringly
met the challenges in life. Her catch word was 'go ahead".
She loved the downtrodden with a compassionate heart and
dedicated herself in the service. Dec. 27, 1968 she passed
away. In appreciation of her service to education, Madurai
Kamaraj University honoured her by erecting her statue in
the old University campus. The people of Madurai
remembering her yeoman service conferred on her the title
"Man of Madurai'.
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VISION OF OUR COLLEGE

“WOMEN'S EMPOWERMENT THROUGH EDUCATION”

To empower women by developing human capabilities through
quality education based on Christian values, making them responsible
dfizens who can work for the advancement of the society and promote
communal harmony in the multi+eligious and multi-cultural reality of India
eventuallyevolving into women of communion.

MISSION OF OUR COLLEGE

% Toenhance quality of life through the development of individuals.
4 To enable women to become contributors in the economic, social and
political development of India.

< To equip the students with 21st century skilksets with a focus on
problem-solving abilities.

4 Tomotivate themto work for social justice.

4 To give preference to the rural, economically backward and first-
generation learners.

4 To enable students to be employed in the technology oriented,
compefitive market.

MOTTO
Lead Kindly Light
COLLEGE PRAYER

God our Father, source ofall goodness, we believe that you are
present in the whole creation. We humbly ask of you to watch over this
College and its Inmates. Bless our parents, our teachers, our friends and
well-wishers. Help us to grow as responsible women, caring for every kind

of neighbour, espedally our less fortunate brothers and sisters. May every
prayer andwork of ours begin with you and happily end with you.

Our Lady of Fatima, Pray for us. — Amen
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TMREE INTERLOCKING CIRCLES

SYMBOLIZE A CLOSE UNION DXSTING AMONG THE STAFF

(NDSTUDENTS, WITH GOD AS THE KEY LINK.
MHAND HOLDING THE LAMP

THE HAND OF THE ALrea MATER BEARING THE LIGHT OF
FATIMA'S 10

w

THE SYMBOL OF HUMILITY AND LOYALTY

moTTo

| LEAD KINDLY LiGHT |

BOTH A WiISH AND PRAYER
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LEAP-5t. Joseph of Lyon's educational Apostolate policy

1. Spiritual / Faith and Value Formation

Every human person is created in the image of God, in His
likeness; the life of Christ propels sacrificial love, which implores ustowards an
educationalinvolvement to enable human persons toa life of personal integrity,
development, sodial commitment nourished by an encounterwith God through
our religious life. We creatively open up opportunities for interfaith relations,
inter—eligious exposures, interfaith scriptural understanding. Educationis a
transformation process, we try to bring about changes in the mindset and
aftitude ofthestudents, which in tum will help transform society.

II. Integrity of The Human Person Through Quality Education

Quality education in the true sense produces persons who are
capable of looking to nobler things inlife. It has reference to things like the all-
round development of the person, humanism, authentic values, intellectual
curiosity and acuteness, aesthetic sensitivity, character formation, sodal
awareness, healthy relationships, refined manners, dignified self presentation,

intelligence and dear self-expression, good diction and thoroughness about
everything.

We enable each student to see herlife as a gift of God, as a call to
serve. We help them realize that it is right atitude and princdiple that give power
and dignity to one's life. We nurture the vocational dimension of life in each
student and help each to interpret cne 'slife in the light of God's plan for her and
contributeto life.

lll. Education for Social Transformation

Ourinstitutions should be training centers where we develop visionary
leaders with character and mental stamina to faoce any crisis and also
intelligence to make their own opinions freely and capadity to  bring about
sodal transformation and thus contributing towards nation building process.
Our Educational Apostolate is socially relevant in the sense that it promotes
awareness and action to reclaim Social Justioe, Gender justice, Eco-justice,
Human Rights and champions the causeof thase in the periphery.
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VALUES FOR WELL-BEING

1. COMPASSION
= Personal
Being compassionate helps to overcome differences.

Extend a helping hand to others in need.
e AtHome

Bekind to all athome.
Console and counsel family members in distress.

* InCollege
Nurturegood relationships by listening to others.

Spend healthy and producfive time with friends.

* AtWork
Make an effort to show others that you care.
Challenge yourself to smile more, in all circumstances
at your workplace.
« InSociety
Be ready to offer selfless service to people in need.

* ForEnvironment

Act with concern and compassion to protect our
environment.
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2. COURTESY

» Personal

Show Politeness combined with kindness in behaviour
with others.

Deal with all class of people, rich or poor with the same
grace and elegance.

* AtHome

Thank and appreciate all at home generously.

Be courteous and polite while speaking with all athome.
e InCollege

Be good mannered on all occasions.

You "Please" and " Thankyou" whenever possible.
« AtWork

Exercise courtesy gently at all times in the workplace.
* InSociety
Be gracious and polite to the nextdoor neighbours.

Be courteous 1o all people irrespective of their status,
caste orcreed.

« ForEnvironment

Be considerate in the usage of water, eledtricity and
space.
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3. COURAGE
* Personal
Stand up for yourself.
Take a stand against unfair act.
* AtHome
Show courage in admitting yourfault
Be frank and open in pointing out others mistakes.
* InCollege

Be open minded and provide your feedback wherever
needed.

Communicate with confidence.
* AtWork
Be courageous in expressing the feeling of hurt.
Build strong supportand network through honesty.
* InSociety
Come out from your comfort zone and face the reality.
Dothe right thing even in difficult situations.
» For Environment
Raise your voice against pollution.
Stop the act that creates pollution.
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4. GRATITUDE

* Personal
Notice good things, look for them, appreciate them.
Countyour blessings when they happen.

* AtHome
Letyour parent know how grateful you are to them.
Retum a favour, or actwith kindness or thoughtfulness.
« InCollege
Give a genuine compliment.
Feel and express gratitude in multiple ways
« AtWork
Be appreciative and thankful to the people who impact
you positively.
« InSociety
Notice new things you are grateful for every day.
* For Environment

As a thankyou note to nature let us return the favour
by keeping the earthclean.

Words, thoughts and actions of gratitude towards our
beloved earth are importantto revive our ailing earth.
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5. HUMILITY

» Personal

Think less of sef and give importance for others
feelings.

Accept any appreciation with sincere grafitude.

AtHome

Spend time with family members productively.

Practise Humility at every momentofeach daywithoutpride.
= InCollege

Accept the knowledge of your fellow mates without

comparison.

Letpride notdominate you when you achieve great things.

At Work

Give positive feedback when something goes wrongin work
place.

Respect yourcolleagues view.

In Society

Live a life with great simplicity without any ego and that will
keepyouclose to the society.

Helpothers toimprove ratherthan looking down onthem.
ForEnvironment

Behumble before the might of nature.

Avoid using up natural resources lavishly.

11
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6. LOYALTY

* Personal

Being loyal to yourself and to others is a fundamental
rule in everyone'slife.

* AtHome

Keeping your words, show that you are trustworthy.
Never give upyour family.

* InCollege

Build trust and friendly relationship and honour
commitments.

Be Investigative, but not speculative.

* AtWork

Create a belief that you will not gossip or spread
umours.

* InSociety
Share the honest opinion and decline the opportunity to
spread gossip.
Be committed to a commongood cause.
» ForEnvironment
Use energy efficient light bulbs to conserve electricity.
Be loyalto nature, by avoiding pollution.
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7. PUNCTUALITY

+ Personal

Wake up earlyin the moming.

Avoid procrastination, stay organized.
s AtHome

Plan a daily schedule and avoid wastage of time and
enerqy of family members.

Give priority to the appointments made with family
members.

» InCollege

People trust you when you keep up time.
Set your clock forward by ten minutes.
* AtWork

Don'tkeepothers waiting.
Keeping up time is a sign of professionalism.

» InSociety
Be atthe right place at the right time.
Respect the ime of yours and others.
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8. RESPECT

« Personal
Learntorespect by being kind, polite and thankful.
Build a strong foundation for relationships through
respect.
+ AtHome
Respecteachand every word of parents.

Feelings of parents and siblings are just asimportant as
your feelings, respect them.

e InCollege
Help to create positive leaming environment by respecting
everyone.

Speak softly and behave politely with teachers.
s AtWork

Respect other people'sideato change or improve work.
Use good body language and tone ofvoicein work place.
e InSociety

Respect diversity of opinions and value every one's
confribution.

Pass or post comments with due respects in social media.

« For Environment
Respectthe environment by planting frees.
Encourage the creation andinnovation in the environment.
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9. RESPONSIBILITY

* Personal
Fullfill your obligation on time.
Be moderate and balanced in all things.

* AtHome
Discharge faithfully all household works.
Help to solve family problems.

 |InCollege
Assume responsibility for your academic performance.

Fullfill your obligations of studying diligently, in order to
becomeself-reliant.

o AtWork

Make judicial use oftime while discharging duties.
Honour commitments made to superiors, colleagues
and juniorsin work place.

+ InSociety
Fulfill your responsibility to the sodiety.
Help the nation in times of crisis.
* ForEnvironment
Preserve natural resources without wasting it.

Abide by the rules and regulations devised for the
common good.
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10. SINCERITY

 Personal
Acknowledge both the good and bad in yourlife.
Know when to trust your gut feelings.
« AtHome
Be truthful, speak from your heart.
Be generous and sincere in expressing love.
* InCollege

Be sincere in attending class, doing assignment and
preparing for test.

Be kind without expecting anything in refurn.
« AtWork

Apologize when youmakea mistake.
Be honestabout your strengths and weaknesses.
* InSociety

Be friendly with everyone, which is the most significant
feature of sincerity.

« For Environment

Make a sincere attempt to protect the environment
Don't waste natural resources.
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11. HONESTY

» Personal
Be real with yourself and others about who you are, what you
want.
Have honest intentions in speech and action and gain the
attention and respectofothers.
AtHome

Be kind with your words even if the truth is painful and learn to
communicate wel with your family members.

Saywhat you mean and meanwhatyou say

In College

Being honest may not getyou a lot offriends but it!ll always get
youthe rightones.

When youfail, adjust your atfitudeto getback on rack andfeel

happy thatyou'll never make that mistake again
AtWork

Willingly accept responsibility by admitting a mistake or an
errorin judgement.
Non-udgmental and authentic listening is one of the best
tools to foster honesty in relationships.
InSociety
Hold people accountable when their words do not match their
actions.
If you are looking for ways to be honest first you need to be
truthfulto yourself.

» For Environment
Honesty Changes the Way you look at the environment.
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12. SELF CONTROL

+ Personal
Need to Monitor your behaviour to ensure that you are
doingthe right things.
Control spending money unnecessarily.

« AtHome
Stay calm and composed even during frustrating
situations.
Remind yourself of the consequences and actions when
youlose.

« InCollege
Make productive choices and notimpulsive choices.

Eathealthyfood and exercise regularly for good health.
« AtWork

Performthe jobwithout distraction.
Bring your best selftoworkevery day.
« InSociety
Beselective in your responses in social media.
Develop mental health by lowering anxiety and
depression.
« ForEnvironment
Eat natural food rather thanjunk food.
Do notdamage public property.
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"Education is the passport
to the future, for tomorrow
belong to those who

prepare for it today™
- Malcom X
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Value Education

I & II Semester

Fatima College

(Autonomous)
College with Potential for Excellence

SEMESTER -1
For those who joined in 2019 snwards
Persenal Values -19GIVE

COURSE DESCRIPTION
This course aims at cronting awiseness on self and personal vakaes. The stadents will also leam to
buskd posstive self eteem
COURSE OBJECTIVES

* To enable students 1o understand the importance of values for self development.

o Todevelop sclf confidence and self estecm.

UNIT-E CORE VALUES (IHRS)
Love - Compassion - Gratitude - Loyalty - Humility - Courage - Steps to develop cournge - Endurance.
UNIT 11 SELF MASTERY (3INRS)

Self Awareness- SWOT Analysis - self identity - importance - persosal identity « professional idestity *
« success map - case studics.

UNIT Il SELF ESTEEM (3HRS)
High and low self extoom - charactens - causes - stops 0 busld a positive self cstocm.

UNIT IV CASESTUDIES (2MRS)
Case studics o personal valucs, high and kow self esteem.

UNIT-V  EXERCISES (4 HRS)

Individual: SWOT Analysis (Entry snd Exit level).
Group: Newspaper clippéngs exhibiting a value that they have leamt.

REFERENCES

1. Shiv Khern. (2000). You can win, Macmillan tndia Lid.

2, DrCS G Krishnamacharyuly and DrLaliths Ramakrishnan (2012). Personality Development,
Interpersonal Skills and Carver Management, Himalays Poblshing House, New Delbi

3. BananK Mitra. (2012) Personality Development and Soft Skills, Oxford University Press. New
Delhi

4.Cairo Jim.(199%). Motivation and goul setting Carcer Press, New Jersey, USA

S. Shiv Khera.(2014) Livieg wish homour. M Millan Publisher, India
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o Whatare personal Values?

Values that help an individual to it into a society and environment as a responsible
member contributing to it, what he can deive from it and what it can provide are personal
values. Personal values help anindividualto come into terms with he reality around him,

LLove
“Ifyou judge people, you have no time to love them”
- Mother Teresa

The Bible says “Love thy neighbor as thyself” what it actually means s “Look man, you
know your deficiencies. Yet you overlook them and admire yourself.

Avsmall token appreciating the service isa token of love. It i neither wages nor bribe.
It i thre that both the receiver and giver become happy over altle gesure,

Love destroys all evil totally and completely
What does the kural say?

Peaple with deficency in love devote everything to themselves whereas people with
love devote their body and soul o others.

Love not only sustains virtues but also nourishes righteous values.
2. Compassion

“You must time to your fellow men - even f its is a ltle thing, do something for
others ~something for which you get no pay but the the privilege of doing it” - Alberi
Schweitzer.

Compassion in nothing but genuine pity or sympathy that makes  person helpful or be
merciful to those who need it

Compassion i a quality that tells s not to reject anyone for his deficiencies

‘What does the kuralsay?

Compassion acerues wealth for superior to material wealth possessed even by the
Meanest.

Wealth can e regained ifast but compassion iflost can never b reacqired.

3. Gratitude

He who receives a benefit with gratitude repays the
Firstinstatement on his debi.
- Seneca

Gratitude is a philosophy of ife that one cultivates. ‘Thanks giving’ s an expression of
gratitude especially to God

A Chinese proverb says, “when you eat  fruit, think of the person who planted the tre”

“Practising gratitude, acknowledging the blessings in our lives and making it a point to
recognize good things can change us positively. People who practice gratitude.

1.Feel better about their lives, 2. Are more optimistic.
3 More energetic and enthusiastic, 4. Aremore joyful,
s 5.Sleep better, 6Help others

In short, gratitude enhances self esteem and helps us sharpen our focus on the most
important things. Barbara Frederic, a psychologist says “Gratitude has the potential to change
everything from its ordinary state to being a gift” So, we can say decidedly that all that looked
rountine and ordinary gets extraordinary and hallowed as acts of kindness deserving the magical
phrase ‘Thank you'.

Gratitude is a fuit of great cultivation you do not find it among gross people™
~Samuel Johnson.
‘What does the Kural say?
Discerning people will have immense gratitude even for lttle acts of help they receive.
Erase unkind acts off your mind instantly. but be ever grateful for kind acts of help.
4.Loyalty

Itis the most important quality one looks for in one’s family, spouse, friends, employers
and employees. A sense of loyalty in l relationships generates a sense of belonging. Loyalty
isan attitude as well as an action.

5. Courage





image26.jpeg
Courage is another name for the abilty to face criticism. It is easy to rationalize
problematic behaviour. However, we need courage to challenge our sef limiting beliefs, face
cynicism, false convictions, inflated egos and excuses.

Courage is the quality that enables a person to face adversity without
succumbing to fear. Courage is  neither fearlessness nor reckless behaviour. Cour age is
confronting fear, Recklessness often grows age is confronting fear. Recklessness often grows
out of vanity and is foolish. The ability to choose the right thing to o requires wisdown
courage is a demonstration of the wisdom to know when to take a firm stand.

The courage displayed by Gandhi and Martin Luther king inspired others to stand
against injustice non- violently even at the cost of great personal hardship.

The Many Dimensions of Courage:
1. | Courage to dream Courage to face realty.
2. | Courage to show grace in | Courage to maintain honour in
victory. defeat "

3. | Courageto teach. Courage to leam,

4._| Courageto confront | Courage to be confronted.

5. | Courage to show anger. | Courage to apologies.

6. | Courage of conviction | Courage to challenge our false:
convictions

7. | Courage tospeak out | Courage to listen.

8. | Courage to judge. Courage to for give.

9. | Courage to love. Courage to face rejection.
Five Steps to Develop Courage

1. Face up to reality

2. Re- examine your value system and take a stand
3. Build character, build courage.

4. Practise small acts of courage.

5. Perfect practice leads to preparation

Prepare by trying to anticipate situations, and then be ready for the totally
6.Endurance

Fortitude can be defined as a combination of patience and courage which enables a
person to face adversity with calmness and grace.Players win, players lose, players prepare,
players practice, players get hurt but players get up. No matter what the outcome is, players
play.The greatest test of courage is accepting loss with out losing heart. One individual with a
backbone will accomplish more than a hundred men with a wishbone,

5

7 Humility

When people feel that they have got more than what they deserve and they actually do-
that’s humility.

Sincere deserving appreciation needs to be accepted and acknowledged with sincere
grattude. That's humily.

8.Pride
Pride leads to self confidence whereas conceit eads to arrogance.

Self respect does not mean that I deserve more respect than others. Basic courtesy and
manners are also a part of respect and dignity besides learning and training.

Humility does not mean that people think less of themselves; it only means that they
think of themselves less.

Self awareness

. Meaning- Knowing one’s own, Atttudes- opinion, Feelings- emotion, Motives- purpose

Desires- needs, Strengths-weaknesses, Accurate self assessment

Key areas of self awareness

Personaliy traits, Personal values, Habits, Emotions Psychological needs
How to create self awareness”

Secking feedback from others

Reflecting on one’s own feelings and behaviours

Taking self scoring ests

JoHari Window Explanation for Self Awareness
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6 Traits of Good Character
+ Trustworthiness
- Youare honest, loyal, and reliable.
-~ Youdo what you say you will do.
~ You have the courage to do the right thing, and you don't i, cheat, or steal.
* Reged
- Youare considerate of others and accept their differences.
- You make decisions that show you respect your health and the health of others.
- Evenif you disagree with another person’s point of view, you use good manners in your
ealings with people.
- Youtreatother people’s property with care and respect.
Responsibil
- You use self-control—you think before you act and consider the consequences.
~ You are accountable for your choices and decisions, and don't blame others for you*
actions,

- You try your best and complete projects you start, even when things don't go as
planned,
+ Fuimess
- Youplay by the rules, take tums, and share.
-~ Youare open minded, and you listen to others.
- Youdon't take advantage of others, and you don't blame others.
+ Caring
~ Acaring person is kind and compassionate.
~ You express gratitude, are forgiving toward others, and want to help people in need.
+ Cltizenship
- Demonstrating good citizenship means you advocate for a safe and healthy environment
at school and in your community.
- You take an interest in the world around you.
- Youobey rles and laws,andshow respctforauthoriy.
‘Tips for Promoting a Healthy Identity
1. Recognize your strengths and weaknesses
+ Behonest and realistic

+ Take credit for what you do well
+ Evaluate your weaknesses without being oo critical. Set goals to improve areas of
weakness.
. Demonstrate posilive values
+ Sumound yourself with people who are positive and share your values.
. Develop a purpose in your life
+ Sense of purpose helps you set goals and work to achieve them.
+ Find something that you love to do and do it frequently.
. Form meaningful relationships
+ Sumound yourself with positive supportive people.
+ Friends who will be honest with you and provide constructive critcism.
. Avoid unhealthful high-risk behaviors
. Stop making life a contest.
+ Recognize there will always be people more or less able than you in areas in lfe.

NN

+ Becontent with doing the best you can in all areas that matter to you.

. Contribute to the community and help someone else.

Self esteem:

Self —esteem is how we feel about ourselves. Our opinion of ourselves critically
influences everything from our performance at work, our refaionships, and our role as a parent
1o our accomplishments in life. Self - esteem is a major component in determining success or
failure. High self- esteem leads to a happy, gratifying and purposeful life. Unless you perceive
yourself as worthwhile, you cannot have high self-esteem. All great world leaders and teachers
throughout history have concluded that one must be internally driven in order to be a success.

People with high self- esteem grow in conviction, competence and willingness to accept
responsibility. They face life with optimism, have better rlationships and fulflling lives. They
are motivated and ambitious. They are more sensitive. Their performance and risk- taking
ability go up. They can give and receive criticism and compliments, tactfuly, and with ease.

Self - esteem is a feeling which comes from an awareness of what is good and having
doneit

High Self - esteem:

Builds strong conviction.

Creates willingness to accept responsibility

Builders optimistic attitudes.

Leads to better relationships and fulflling lives.

Makes a person more sensitive to others needs and develop a caring atitude.
10
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Makes a person self - motivated and ambitious.

Makes a person open to new opportunities and challenges.

Improves performance and increases risk- taking abilty.

Helps a person give and receive both criicism and compliments tactfully and
easily.

Poor self esteem

o They are generally gossipmongers.

o They have a critical nature. They criticize as if there is a contest going on and
they have to wina prize.

o They have high egos - they are amogant - and believe. they know it all. People
with low self- esteem are generally difficult to work with and for. They tear
down others to get a feeling of superiority.

o Theyare closed minded and self ~centered.

o They constantly make excuses -always justifying failures.

o They never accept responsibility -always blaming others. .
o They have a fataistc atitude - no initiative: and always waiting for things to
happen.

o They are jealous by nature.
o They are un willing to accept positive critcism. They become defensive.

Causes of low self -esteem
Negative self - talk or negative auto ~suggestions
Thisis when we say to ourselves, consciously or unconsciously, statements such as:

« [have a poor memory
I"mnot good at math.
1" mnot an athlete.

o I'mtired.

Such statements only reinforce the negative and put ourselves down. Very soon our
mind stars believing these statements and our behavior changes accordingly. They become
self- fulflling prophecies.

SEMESTER 11
For those who joined in 2019 onwards
Values for life

COURSE DESCRIPTION
The course ims at creaing positve atitude among students and motivae them to et goals i lfe
COURSE OBJECTIVES

* To enable students to leam the importance of elf identity.
* Tomake them know their slf worth and value,
* To enthuse them to set specific goals.

UNITI ATTITUDE (3HRS)

Atitude towardslife- Factors determining attitude - negative attitude - consequence.
UNIT-II - MOTIVATION (3HRS)

Difference between inspiration and motivation, extemal and intemal motivation, demotivating
factors, steps to motivate others.
UNIT-III GOAL SETTING (3HRS)

Goal seting and tsimportance - reasons for not seting goals - teps in goal sttng -
Meaningless goals

UNIT-IV CASESTUDIES (3HRS)
Case studies on people with positve and negative attitude and on inspiring people.
UNIT-V  EXERCISES (3HRS)

Individual: Setting short and long term goals.
Group: Finding solutions with positive atitude for selected case studies .

REFERENCES
1. Shiv Khera (2000), ¥ou can win, Macmillan India Ltd.

2. Dr.CS.G Krishnamacharyulu and Dr Lalitha Ramakrishoan (2012), Personality Development,
Interpersonal Skills and Career Management, Himalaya Publishing House, New Delhi.

3. BarunK Mitra (2012), Personality Development and Soft Skills, Oxford University Press, New
Delti.

4. Motivation and goal setting - Jim Cairo

§. Living with honour - Shiv Khera
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Attitude

The definiton of an attitude is a way of feeling or acting toward a person, thing or situation.
Passion for a sport dislke for  certain actor and negativity toward e in generalare cach an example
of anattitude,

YOUR ATTITUDE CONTRIBUTES TO SUCCESS

A study attrbuted to Harvard University found that when a person gets a job. 85% of
the ime it is because of their atitude, and only 15% of th time because of how smart they are:
and how many facts and figuresthey know. Surprisingly, almost 100% of education dollars go
toteach facts and figures which account for anly 1% of success in work

Our attitude determines how we look at a setback. To a positive thinker, it can be a
stepping stone to success. Toa negative thinker, it can be a stumbling block.

Intelligence is quickness to leam. Ability is the skill to apply what is leamed.
Competence is the ability and the desire to apply what is leamed. Desire is the attitude that
‘makes a skillful person competent. Many skilful people are incompetent. Ability without the
right atitude is wasted.

+ FACTORS THAT DETERMINE OUR ATTITUDE
1. Environment

2. Experience

3. Education

Environment

Environment consists of the following:

* Home : Positive or negative influences

* School : Peer pressure

o Work: Supportive or over - critical supervisor

# Media : television, newspapers, magazines, adio, movies
* Cultural background

+ Religious background

o Traditions and belies

+ Social environment

* Political environment.

Experiences

Our behavior changes according to our experiences with people and events n our life. If
we have a positive experience with a person, our atttude toward him becomes positive and
vice versa.

Education

We are drowning in information but starving for knowledge and wisdom. Education
ought to teach us not only how to make a iving but also how to live.

* RECOGNIZE PEOPLE WITH A POSITIVE ATTITUDE

They are caring, confiden, patient, and humble. They have high expectations of
themselves and others. They anticipate posiive outcomes.

+ THE BENEFITS OF A POSITIVE ATTITUDE

These are many and easy to see. But whatis easy o see is also easy to miss. To mention a few,
a positive atttude

o Increases productivity

o Fosters team work

o Solves problems

o Improves quality

* Makes for congenial atmosphere

* Breeds loyalty

* Increases profits

 Fosters better relationships with employers, employees, and customers

* Reduces strees

* Helps a person become a contributing member of society and an asset o their country.

» Makes for a pleasing personality.

‘THE CONSEQUENCES OF A NEGATIVE ATTITUDE

* Bittemess
o Resentment

A purposeless life
Il health

High stress level for themselves and others
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They create a negative environment at home and work and become liability to society.
They also pass o thei negative behaviorto others around them and to future generations.

WHEN WE BECOME AWARE OF OUR NEGATIVE ATTITUDE, WHY DON'T WE
CHANGE?

Human nature generally resists change. Change is uncomfortable, Regardless of its positive |
or negative effect, change can be strssful. Sometimes we get so comfortable wih our

negativiy that even when the change s for the posiive, we don’t want to accept it. We stay
with the negative.

STEPSTO BUILD A POSITIVE ATTITUDE

¢ Become aware of the principlesthat build a ositve atitude
* Desire to be positive
+ Cultivatethe discipline and dedication to practice those principles.

We need o accept responsibility for our behavior and actions.

Peaple with negative atttudes will be blame t he whole world, their parents,
teachers, spouse, the economy and the govemment for their falures.

Step 1: Change focus, Look for the positive

Weneed to become good findes, we need to focus on the positveinlfe.
Whois an optimist?

Think only o the best, work only for the bes, and expect only the best

Forge the mistakes of the past and press on to the greater achievements ofthe fture,

Give everyone a smile. Spend s0 much time improving yourself that you have no time left to
criticize others.

Step 2: Makea Habit of Doing it Now

Procrastination leads to a negative attitude.

A completed task i fulfilling and energizing; an incomplete task drains energy like a
leak from a tank,

If you want to build and maintain a positve attitude, getinto the habit of living in the
present and doing it now.

Step 3: Develop an Attitude of Gratitude

15

Count your blessings, not your troubles. Take time to smell the roses.

Step 4: Getinto a continuous Education Program

Intellectual education influences the head and values based education influences the
heart, In fact, education. Influences the heart.In fact, education that does not train the heart can
e dangerous. If we want to build character in our offices, homes and society, we must achieve
4 minimum level of moral and ethical literacy. Education that builds fundamental traits of
character- such as honesty, compassion, courage, persistence and responsibility- is absolutely
essential. We don't need more academic education we need more values education.

Education without values

‘True education is training of both the head and the heart We need to compete for knowledge
and wisdom, not for grades. Knowledge i pilling up facts, wisdom is simplifying it. One could
have good grades and a degree without leaming much. The most important thing one can leam
ist0* leam to leam.”

Commonsense

Education and knowledge without commonsense has litle meaning. Commonsense is the
ability to see'things as they are and do them as they ought to be done.The best education
without commonsense is worthless. An abundance of commonsense s called wisdom.

Knowledge is power

‘We hear every day that knowledge is power. Not really. Knowledge i information. It is
‘potential power and it becomes power only when it is acted upon.

Education takes many forms, it is not just grades and a degree. It is.

Cultivating your strength

Leaming self - discipline

Listning

Desiring to learn

Step 5: Build positive self ~Esteem
‘What s self - Esteem?

Self —esteem isthe way we feel about ourselves. When we feel good within, our performance:
‘goes up, our relation ships improve both at home and at work.

16
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Motivation

Motivation
Aninfmcdpmcuswilhlnmmimalmmindividln]lhlullsestlﬂ(mglnismwmvcwwmislgml
Motivation isclassifed nto two types: external and intemal.

External motivation

Exteral motivation comes from

outside, such as money, societal approval, fame or fear,
Example of external motivation are

fear of getting spanked by parents and fear of geting fired

Fear Motivation
The advantages of fear mofivation are
I gets thejob done quickly
Itisinstantaneous
It prevents loss, by meeting deadlines.
Inthe short run the person’s performance may improve,
Weleam from history that the pyramids were built by slaves.
Internal mofivation

Intemmal motivation is the inner
fulfillment that comes from havi
achieving a goal.

Seifmliuﬁm'ﬂnilmw-ﬂmkwlhchskinw
Statacton * olutions willfollow ifyoutry

Motivational strategies Develop &irin them, Find new skils, Gt feedback on their performance,
Expand their ability to work, Rotatethei work

Motivationaltechniques- Leading Appealtobenefts Appeal to emotions Appeal to needs & wants
Appeal o expertise

A few steps to motivate others:

gratfication, not for success or winning, but for the
ing done it, it s a feeling of accomplishmen, ather than just

smallsteps * Don't wait for mood or inspiration »

* Give recognition

* Give respect

+ Make work interesting
* Beagood listener

¢ Throw a challenge

+ Help but don't do fo others what they should do for themselves,

Goal Settings

Goal-Setting Goals are desired result, purpose, or objective that one srives to attain o

Goals should be Tangible and SMART: Specific, Measurable, Attainable, Relevant Realistic Time-
Poend 2 0 T

Types of Goals Short-term A goal that can be achieved in mlanveshnm_nd oftime Ex: To ,
complete the course. Long-term A goal that takes a long period of time to achieve Ex: Great success in
career

Goal Setting and Analysis

Identify the goal

Listall your dreams

Prepare a goal statement

Read one hour per day .

Check your goals harms the interest of )

‘Goal is personal, positive, pracical, flexble, time bound and measurable:
Identify anybody has aleady achieved sucess

Focus on your most successful moments in life )

Identify the intemal and external obstacles in achieving each goal Con't

Identify the qualites and behavior required to reach each goal o
Identify the resourcs, people, materials and institutions help you in achieving goal
Prepare a step plan to reach goal

Start implementing the plan of action

Review the progress ‘
Amly:ﬂupr;immbduvingnﬂxdngﬁdmhvulxdyahmdywrgoals

Stepstoachieving your gols

Your self in OK state

Really tapping into what really you want

Goal does not depend anyone to achieve it

Stand i accomplishment - tp nt e

Ifanything would make this more make it now

Think thesignifcan people inyour e

Realisation of this goal - to a higher goal

Imagine yourself having achieved the goal

Imagine what you wanttto be

Willing to commit & to do. Now do it )
Most people do not set goals because they are not sure what they want, they don't know how

toset goals, they are afraid they won't reach them, or they have poor self- esteem. To reach a
‘goal, you must be able to see where you want to go, and then, when you want to go, and then,
when you arrive, you'll see even farther. You have the potential to be whatever you want to
be, but you first have to decide what that is. Following are guidelines for setting effective
goals.
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In your personal life.

1.

Goals should  be an extension of your values, when goals support what you believe n,
life be - comes meaningful and exciting. Goals based on values make it easier for you
{0 determine your prioriie. Prioritize goals, and then focus your efforts on no more
than two or three of your highest priorities. Rescarch has shown that people are most
effective: when they limit their activites to a maximum of three simulizneous goals.

. Goals should be specific. Goals such as happiness, success, and wealth are too vague to

beeffective.

. Goals should be writtn, wrting down your goals represents a commitment and has

been proven to have a powerful influence on the brain’s subconscious.

. Set challenging but realistc goals. Be realistc. Don't pledge to be president of your

company by the end of the year if you are now a fle clerk. Set intermediate short- term
goals that bring you closerto your ulimate goals.

Scruitnize your Goals

A person who aims at nothing never misses. Aiming low is the biggest mistake.
Winners see objectives, losers see obstacles.

Our goals should be high enough to motivate yet realistic enough to avoid discouragement.
Anything we do, either takes us closer to our goal or further away.

Each goal must be evaluated in light of the following
1. Isit the trth?
2. Isitfair, toall concemed?
3. Willit get me good will?
4. Willit get me health, wealth, and peace of mind?
5. Is it consistent with my other goals?
6. Can I commit myselfto it?

When you dream big be carefl with whom youshar your goal. Many peoplelagh | Goalsmust Be Balnced
t dream- ers, 5o eep your goals o yourelf o sharethem only with supportive peopl. Ourife i ke 2 wheel withsix spokes.
. Visualize your goals. The more detals your visualized ‘goals contain, the easier it is for 1. Family our loved ones are the reason mliv_: and make a living.
the subconscious to embrace them. When your mind accepts your visualized goal as & Fin:qci:l, Represents wmmm I‘hmgs that money can buy.
reality, you will work long and hard to achieve i, | 3. Physical, Our health, without which nothing makes sense.

D 4. Mental. Represents knowledge and wisdom.
6. Rrward‘Yo.umelf.iThls provides incentive and helps orecome roadblocks such as 5. Socia, Every individual  and organizaton has social responsibility without which
procrastnation. Figure out abead  of time how you'll reward yourself after you Sociey sart dyng,
accomplish your goal: 6. Spiritual. Our value system represents ethics and character.
Environment Every behavior comes outof the “pan or gan” princpl. fth gainis geate than the

e g i in, that is the motivator. If the pain is greater than the gain, then that is a deterrent.
Knowledge helps you to reach your destination provided you know what th destination Pmem b e st ey - vacions; g The i bt

15 Goals Should Be Consistent with our values Goals lead to purpose in e I s the starting intangible, such as: recognition, appreciation, sense of achievement, promotion, growth,
point for success. Aim for the moon. Even if you miss, you will become one of the sars. tesponsibility, sense of fulfillment, self- worth, accomplishment, and belief,

Quality Not Quantity
Itis not uncommon to hear that it is not the quantity of time that we spend with our
families but the quality that maters.

‘What i the difference between Inspiration and motivation?

Inspiration is changing thinking; motivation is changing action.

Health T Reasons why people don'tse gals
1. Lack of belief & scepticism
Welose our healh in the process of caming money and then we lose money in trying to regain 2. Settng the wrong goals
health, i l;r:fmus disappointments
Social Responsibility . Laziness
6. Comfort zone

In the process of making money, we neglect our social responsibilites and let the

7. Everything in short span of time:
system deteriorate ill we become victims oursclves.

1 1
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SEMESTER -111
For those who joined in 2019 onwards
Ethical Studies- 19GIVE)

COURSE DESCRIPTION

‘The course aims at creating positive aitude among students and molivate them {o set gols
life.

COURSE OBJECTIVES

# To enable students to leam the importance of self identity.
# o make them know their self worth and value.
+ To enthuse them 10 set speciic goal.

UNITL  INTERPERSONAL AWARENESS (3HRS)
Trust and relationship- resolving interpersonal problems.

UNIT-Il LEADERSHIP (3HRS)
Qualities of a good leader-promoting high performance teams,

UNIT-III DIGITAL CITIZENSHIP (3HRS)

Good digal iquet-bd g ctiuete<ell phone tiqete and vido chat
eiquette Netiquete productive use of social media-Face Book and WhatsApp Etiquette and
Cyber bullying.

UNIT-IY  CASESTUDIES (2HRS)
Case studies o ot adersand mpact of ol mediaad et & Reltionsi,

UNIT-V EXERCISES (4HRS)
Individual: Write up on the person whom you admire the mostand the quality that inspired you.

Group: Positive and negaive impact of intemet, mobile phones, and social media,

REFERENCES
1. Shiv Khera (2000), You can win, Macillan India Lid.

2.DrC5.G Krishnamacharyulu and Dr.Lalitha Ramakishnan (2012), Personality Developmen,
Interpersonal Skills and Career Management, Himalaya Publishing House, New Delhi,

3 Bk Mitn (2012), Pesonaiy Deselopment and Soft Skl Oxford Univesy P,
New Dehi.

Interpersonal skill

+ Asetof behaviours which allow you to communicate effectively and
unambiguously in a face-to-fce seftng

* They can also be thought of as behaviours which ‘assist proess towards achieving
an objective

Sixnterpersonal kil which form  proces thatis pplicabl to alstuation:
1. Analyzing the situation
2. Establishing a ealistc objective
3. Selecting appropriate ways of behaving
4. Controlling your behaviour
. Shaping other people's ehaviour
6 Monitoring our own and others'behavior
6 Suceess elements in relationship
1. Self-awarcness,
2. Self confidence,
3. Positive personal impact,
4. Outstanding performance,
5. Communication skills and
6. Interpersonal competence
* tosucceed in your career and ife
Interpersonal communication skills

* Istatements help you express the way you feel and what You want with great
lariy. Sometimes people use "you" statemens, such s "You never collct the
tegistrs on time and then we have o leave school lae i the evenings wailing on
youl" This type of sttement can make others fee! angry and defensive
immdiately. When you use I-statements, such as, '] teally need to get the
registers before 1:00pm o that | can complete the attendance sheet so that I can
leave school a dismissaltime." you expressyour the concemn intems of You,

* A respectful tone of voice conveys that you are taking others seriously and that
you also expect o be taken seriously. n addition, peaple with good

+ Eye contact i vital for good communication, For example, how would you feel if

the person you were talking to kept looking around the corridor or out the
window?
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. Amprim!my language encourages conversaton, Nodding your head, sy
lquthp using words such as "ubhul® ang yeah" and asking questio o
mmnmammrmﬂmmmmlwm.

* Clea,organizedideas hlp you aecuratly and honestly describe your foelings i
mmmmmmmmwmmmwmm G
communicaors re also specific, For evample  good communicaor Would iy, |
need 0 use the computerfrom 74" a5 oppased to "I nced the computer fy

Conflet

* Confict ccurs i sitvatons n which ther s oposion, iton ooeury
mhﬁonmnmlsefwndinldinmmtw . b

. leﬁniudismwmﬂmghwhiuhmmimlm ive a hre 1o
their needs, well-bein, nerests orconcems, e

. Pm‘mmmlmbcphy;iul.qnaﬁunll.mu.mu.inndlemnl,m,
. Cwﬂiﬂilhul&ymdlmmﬂmofuyhmmdlﬁmhip.
Conflict Resoution

Conflictreolution involves identfying areas ofageementand areas of cony ise
0 thata souton t the dissgrecment o conflit o, o

Tips to resolve confliets
*+ Make sure that you emain calm at all imes,
* Speakwitha on-provoking fone o voice qiel, slowly,and calnly,
. Limlnmmhcrpwwnenr:ﬁlllywimmmmingmm.
. RnpeclIhemhupumwlnnvoicinaywwmnpinionmpoimofview,
* Let the other W ing queti
pertining o| nmk:ﬂm?nmy:: mmmmmw
+ Use humour if possibl,
+ Try lacing yourselfin the oter person'sshoes,

+ Try notto be judgmenta, Dnnmdomnbin;memhmwmhumbn
mmmm;:umohnylhin“hdnnmpuni»hwmldm,

. Dnmlsundclnsmlhm.ﬂnﬂnkuhmyﬁmnlhun.
Make sur that your postr,body language, and tone of voie non-{hreatening,

bl

* Donottalk with the other personinfront of s group of peapl. Go ino an ofice or
some oher place o discussthesiuation (Caution: Do nol go nto place that will
prevent you from receiving help i you need it

* Make sure thal what you say issimple,clear and direet.

* Do not take anything the oher person says persondly when he o she is angy,
because they probably do not mean it

+ Make sure that you e not alone just in case the othr person becomes very
hostle.

+ I you are having a heated argument with another person, sve your feclings and
opinions for another time and place,
+ Donotrush,

*+ Let the other person know that you do not want (o fight, but that you want to
tesolvethe sitation in  fiendly manner,

* Make sure that you apologize for anything you may have said or done to offend
them

Conflet s destructive when it
+ Takes attention away from other important activities
Undermines morale or self- concept
Polarizes people and groups,reducing cooperation
ncreases orsharpens difference
Leads toiesponsible and harmful behaviou,suchas fighing mame -calling,

Conflictis constructive when it :

* Results in clarification of important problems and issues

* Results in solutions to problems

* Involves people i resolving issues impartant to them

+ Causes authentic communication

+ Helps release emotion, anxiety, and strees

+ Builds cooperaton amon people through leaming more about each other
* Joining i resolving the conflict

+ Helps individuals develop understanding and skill,

Given below arestaements ofbehaviors in conflitsitatons. How ofen do you
follow the behaviours? Indicate your agreement on 5 point scale,

Scale: 5- Usually, 4 - Occasionally, - Some tme, 2- Rely, |- Never,

4
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SN | Satement Saale
0

1. { explore ou differences, not backing down, but not imposing | 1

| my view ither. -

2./ T agree to.a middle ground rather than look for a completcly

satisfying solution

3.| Lgivein totaly rather than by o change another's opnion.

4.y lo winthe olher pesonovr, =

5. preferto avoid the other person uti the problem i olved.

6.1 disagree openly, then invite more discussion about our

diffeences.

7.| Tadmit {am balf wrong rather than explore ourdifferences

8, Ity coneriaspectsof

5, vrklocone it o e

101 1 would rather ~ we both ose than

confrotation

|1 Look fora mutually sisfctry solution |

| 12| Thave reputation fo mecting person balfay.

13{ 1 agree early on,ratherthan agree: abouta pont

14] Lnever back away froma good argument,

15| 1feelthat st diffeences are not worth worrying about

16} Ratherthan fe the other person make a deision without my

nput, | make sure | am heard and also that | hear the ther

presonout.

171 expectto getout about half of what [ really want o 3y,

18] 1 give in as soons as the other party gets emotional about an

18sue.

19/ would rather wintan ed p compromisig, |

2 1 willy o postpon discussing he isse until | can think it
maghroughly

Scaring and Interpretation : Total your choices for each set of statement and record it

here.

T

Style ‘Collimm Compromising | Accommodating | Competing | Avoidi
Sutement 161106 (201207 381308 491419 | 5101520
Max e | 20 0w 0
What i your requency of using these styles?

o High Interpersonal skill-if score s 17 or above.
o Moderate - if itis §10 16,
o Low-ifitis 7or less.

Leadership

‘The temleadership means o lead people. The betvioural h of human behaviour about
|w|nn,;mp,pmpkdc.llhlmminﬂmmkwmmmipmlw

Leadership thimhlmhbﬁalwwhn[humnkd‘vm
llmmw:wﬁvzhpdmeinlhmmnm

Itis the process in which follower and leaders ead.

‘The enn eadership means o lead peopl:
Thebehwinwdmhofhmmwuvh\mwlmlm,mm
hhnmmminﬂmmkbylhmhpwﬁy.r\m

Characteristic of eadership

It an nerpersonal nfluneing, excercsedin siation and qjected through the communication
process owards the ataned o  specfied goal or oals.
It nfluencing people tofollow you o work willing for the pevement of goal

llitpvmnfmothmhmblhwym.uwdnmi‘ﬂylhmnmmm
them to do.

Qualiies of good leadrship

Kind hearted  Wisdom Sirong determination Betercommunjcation Knowledgeable
Proble slingosive e Ris ain behuiour Igigece Qualiics ofeadestip
Importance of keadership

A Leader s a representaive of subordinates, B, Leade is an
. Leader developsteam spiri, D, Leader managestime

Leadership & management

* Management - is a proces of planing organising, coardingng irecting, and controllng the
aciviies ofothers.

* Leadership i theproces o nfluencin fo the purose of chieving there goals.
-mm.mwwmummwwwumm,

appropriatecounselor

Types of Leadership

Auocatc eadestip basd on negaivty threst, Under e autonic edesip iyl ll
decision- making powers are centralzed in the leader. Aueratic style of Leadenskip &
punishment, 1 ceatred edonbip i e rgnistion

The democrtic leadership style favous decision making by the group . The democntic
Headership involves group discussion and decision on policy o the basis of the technicaladvices
unlh:wwlidbylheludﬂndhimlvmﬁwdvmnfahmo!mkwmllhirm
place.
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Laissez Faire orfree rein style -A free rein leader does not lead, but leaves the group cntirly to
itself such a leader allows maximum freedom to subordinates, . they e given 4 free hand in
deciding their own policies and methods.

Motivational quotient of Leadership

(Circle the afphabe that correspond your response. Response categories : T- True F -False

$No STATEMENT Respoe

1. Tam energized when people counton e forides

2 | Aspractice, | ask people challenging questions when| T | F
‘we are working on projectslogether.

3 [1lake delight in complinening peopl that [ work | T | F
with when proess s made

4. {1find it easy (0 be the chocrleader for others, when| T | F
fimes are good and whentimesare od. |

5. | Team accomplishment is more important tome than | T | F
my own personal accomplishments,

6. | When involved in group projects, building team| T | F
cobesivenessis important 10 me,

7._[People oftn ke my ideas adrnwiththem. | T | F |

8. {1 ind pleasure i being a convincing person. N

9. When involved in group pojecs, coaching othersis| T | F
anactivitythat | graviate toward,

10, | Resolving interpersonal conflct is an actvity that [| T | F
njoy.

Key L if you have more than § Ts you are a servant leader.

Figures out who are based on the following categorization

Roles Number of Statements

Collberstor | 147,10,1316,9

Communicator | 2,88,11,141720
Challenger 36912151821

Team member readiness

Do you ike to be a team member? For cach of the following statements, crcle the
level agreement or disagreement that you personally el based on the scale given under,

$-Strongly Agree, 4- Agree, 3- Uncertain, 2 Disagree 1- Strongly disagree

SNo_ | Statement Scale
1| ke being partof a team and having my performance 5‘4 1121
assessed i terms of my contribution o the team. N
2| No person’s needs should be compromised in order 5‘4 1211
fora department o achieve it goals. I
[ 3| ikethethiland excementfromakingis. | § | 4 | 3 |21
A {1 person's hob performance is inadequate, itis| § | 4 [ 3 |21
ilvan b ouch e heorshe e
.| ik things 10 e stable and predicale se3 2l
6|1 pefer managers who provide detaled and rtonal | 5 | 4 | 3 | 2| 1
explanations for theirdecisions,
7. | 1like to work where there isn't a great deal of| § | 4 | 3 [ 2|1
pressure and wherepeople are essentally sy oing,

Scaring key: Add the numbers ticked and find your seore. If your score s more than 20
ou have inclnaton t work i teams. Ifthe scoreis 30 or above, you are  team player,

Digital Citizenship

Digital ciizenship is about confident and psiive engagement with digital technology, A digial
ciiminpunnwkhthuﬁlkmmledgzmeﬂwﬁmymdimwlmhﬁum
participat n socely, commnicate withothes and create and consume digtal conent.

e core prinipls that responsible digial iizens should practsear:

+ ENGAGE positively
* KNOW your online world
+ CHOOSE consiouly.

Eg report offensive or iegal content don't respond to hurtful or masty comments Jearn how new
skills will hel you explore the onling world, recogise onine risks and how to manage them,
e passwords secre, strong and unique,choose fiens wisely oline ~ no everybody online
is who they claim (0 be, regulaly review your connections and remove people, ask for
‘permission before uploading pictures of your fiends.

Examples of Inappropriate Digital Efiquette

Speaking or textng on th cel phone while drving

Camying on Joud el phone conversations n crowded aras or atpublic performances
Texting while camying on conversations

Using techaology for bullying ot like behaviors

Unwillingness o share public technology

Using camera phones inappropriately

Using communication devise fornonv<las rlated isues during clas time

Examples of Appropriate Digital Etiquette
* Tuming cell phone rngers t vibrate orsilent when in public areas
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Kecpingcell phone conversations private by moving 10-20 feet away from others and
speaking with a soft voice

Offering to sharetechnology with others

Inform adults of misuse of technology (bullying)

Stopping vehicle in safe areato use cll phones

Check for messages on communication devscs during pesonal time

Netiquette

Netiquete s a combination of Intemet Network etiquette. Good online manners are vital 10 &
productive and supportive online leaming cavironment, It i importan tat we all communicate
clearlyand carefullyinorder t avoid online misunderstandings.

aBe polteand respectfulat all times,

+ B tolerunt of views expressed by hers. Your onlin clastoom may include students
from all over the word. Keep i mind that you probably have sometin to gain from exposure
1o views and backgrounds diffrent than your own.

* - Addrss theidea,not the person. I reacing o someone else's message: Address the idea,
‘o the person, Remember o be poite and respeetful

* Be carful when using sarcasm and humor. Do ot iclude any obsceniies in your
messages. Withou face-oface communicaton, peope may ake your bumar personally,and
ou never koow who may be offended by expressons that ae commonplace 0 you. Kesp in
mind that online forms of communicaion re bsentof any emotion. Many tmes the instrctor
mmmhwnmmmmhkmhmwmdm
communication careully.

. Mwﬁymmcmmmmmnmnymmmm
about others. Always assume that your elctronic messages will be forwarded. Do not write
anything that you woukd ot want broadeasted o the entire clas.

Whats app etiquettes

* Avoid sharing violent andor wulgar pictures/videos such as murder, aecidents or
something which i not soothing.

. Cwﬁmlhcvﬂidhydlhenmynuwinhmbmmiwminuhﬁn‘ilinmwwp.
evenif it hasbeen forwarded 0 you by any person.

+ Post only that information aligns with your ineret or expertise or which interests
members in the group.

+ Iyoucireulate fctual news, you will b respestd by he roup menmber. g brings
honourto you and your group.

* Nevershare ant-social elements

* The purposeireason for the formation of the group should be known and one should act
accordingly.

+ I youwant o discusssomething with an ndividual mermber, youcan do it bt ol if it
s necessary.

+ Asmostof us area part of more than one group, it might happen that we share the same
informationpost epesedy. o it i bettr o delete the ok posts, in orde toavoid it repelition
on groups.

* - Avoidsharng  seresof ost pictres, videos, qotes, i) i one 0. i cantuminty
A burden for the group members,

* Avoid sharing flsc medical notes and do not spport umors,

* Yourconduct on a group shoul be suh thatthe admin is ot hated by the post.

* When you share any past n a group aways specify the day and mention your name with
it By doing this, unknown contacts willget to know you.

* You should not remain ilent in any group. You must make i a point to inteact with
members on group to et them know that you exist.

+ When you forward any videos/pictures, always remember to indicate the content of the
material, which makes the post more clear.

Cyberbullying:
* Reactappropriately o hurtful or asty message

* Blockthe sender of nasty message

* Never open message or email from someane you don't know

* Alwaysask permision before revealing someone elsedetails

+ Change yourpsswordofen

* Only give detals o trsted friends

* 1 bullying that takes place over the internet o cll phone. It sually invalves harassng,
threatening

+ Embamssing and making fun of young people onlinc. Children who deal with online
ultying will Ofte fee hurt by the actons of others, which cam leadto depression and low self-
esteetn.
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SEMESTER -IV
For those who joined in 2019 onwards
Ethical Studies -19G4VE4

COURSE DESCRIPTION

Thiscourse offers insight ino personality developmenl time. management and fackling
procrastnation,
COURSE OBJECTIVES

o Torealize the importance ofreltionships.
o To hone their eaderbip qales.

* Tovaluetime and manage it responsibly,
UNITS
UNIT-| Personality Desclopment (3HRS)
Stepsto buid positive personalit-25 steps to build personlity,
UNIT-11 Time Management (JHRS)
MeaningProces of ime management.Stratgie oftime management,
UNIT-111 Tackling Procrastination (YHRS)
Why doyou procratnae - Effcts o Procrstnation - Overcoming procrastination.
UNIT-1V Case Studies (VHRS)

Life istory of popular pesonaiies, Cass of idea and poor time managemen, Causes and
consequences of procrastination

UNIT-V Exercises (JHRS))  Individual: ~ Describing
them selfbased ontheir Trais, Valuespractise, Behavious withfiends, fumily and strangers,

Group: Asa Tean el e time management experincesshouk be pesented
REFERENCES:

1.0rC.5.G Krihnamacharyau and Dr Lalitha Ramakrishnan (2012) Persomality Development,
Interpersonal Skillsand career Management, Himalaya publishing house New Del

2 Mare Mancini (2005 Time management,Toa Me Graw-Hill ubihing Co Ld, New Deli
3 Abishek Thakaro,(2013). Super students Pustak Mabal, New D,

1

Personality Development

Definition of Personalty Development

Personaity development i actually the development fom the organized ptten ofatitudes and
behaviors which makes an individual distinctive.

‘THINGS TO ENHANCE YOUR PERSONALITY

Dot compareyour e, Don' have negative thoughts o things you canno control. stead
invest yourcnrgy inhe positveprscnt moment, Dont wase your prcious energy on gossip,
Dream more while you are awake

HEALTH - Drink pleaty of water, at breakfas Hke a King, unch ke a Prince and dimner ke
a Beggar Eat more foods that grow on tres, Live with the 3 E's - Enegy, Enthusiasm, and
Empathy Make tie fo praye, Play more games, Read more boks , Sleepfor 7 hours, Take
a10-30 minutes' walk cvry day -« and while you walk, smile

Fundamental Techniquesin Handling People- Dont crtize, condemn o complain. Give
honest and sincere appreciation.

WAYS TO MAKE PEOPLE LIKE YOU - Beoome genuinely interested inoler people.
Smile. Bea good listencr. Encourage others o tak about themselves,

WINPEOPLE TO YOUR WAY OF THINKING -Show respect for the other persons
opiions, Neversay,“You'e wrong” I you are wrong,adimit t quickly and emphatically,

1
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Beginina friendly way. Tnyhuﬂywm%hl&uhmhphufvwleﬁ
with i and et appreiation. Clltnion 1o peple'smisakes ety Takaout
‘Yourown mistakes beforecritiizing the other peson. Ask quostons instead of giving diect

ondrs. Useencouragement. Makethe faultseem easy to comet. Make the other person happy
dbou donghe thin You sugest

Stop Worrying and Sart Living

* Dot aout the e, ustivecachday i b, Ask yoursel, "Wt s the
mummmyhmiﬂm\nhlymhhmmwmlth
|h:m-tr:wa-y,-n-ululyvyhiummhwm-vmmhnm
menall agred b ceept,

TECHNIQUES INANALYZING WORRY - Gethe s Holfhe wory i e wd s
s by oy o makedecions eorehey hve sl e n o

basea decision. Afecarefully weihingllthe fet,come 0 dison Onceadeision
carefullyreached, act!

Whma-yo!mlﬂnnumadhmywmwnmuu
mwmmmu;wmwmwmmommrm
areall possiblesoutons? What s the best solution?

HOW TOMAKE GOOD PERSONALITY - Dont b hwd. Know when 0 spesk up, Dot

beafrid 1 talk o others. Having a senseof bumor i  pls. Remember personalit docsnt
mean that you shoukd have boks. Be kind and considente

TIPSAKsplmiudmiqmd,MMorhunuiu Dot doubt yourself.
Be exceutive indress. Crese yourown persnal style. Dot copy anyone.

How winners ar differen from loserse Hard work and conssency, Never give up atitude,
FwnﬂddmmMﬂ.iu-ﬂd&wm.Sdmﬁm.Th
maragement Practical, Postive thinking,

Building A posiive Attitude

Positive IMumnfmdlMMrﬂmbkvmuw witha
mmmmhwxmru&mwmmmuuwm

Out comes of Atttudes

mh»mmuuuwm.u-dwmmmmw 32 shows
Dow positve and negative atitodes work,

Outcomes of Attitudes
Posiiveatitude

Wbl

Makes a personfoel and ook pleasant
Encounges socialzing and becoming member of
{any ooy
Inspies oneto accomplih ad excel
o Nestiveatinde
Develops the atureof el laming or futfiing
by

Avoids work and challenges n fife

Become ironery Lowers producivity and profitabilly

Causes failureat work place

Youcanbid osive o  you ey il o devlopit Bex 31 gives the st und
bynuvu..um)-ummmmmmwmm.

Stepst bl postve ersoality
Step I Change focus, ok o the posive

Yumwﬁ:mk-mmhudn,miiﬁam-im«
postive thinkers. Career critis seethe dit o
mw;mm-ummwummhmmm-h
you go digging bllnmdpu.mhnwmmnrinhnnmolpﬁ‘h
when you o diggin, ou do ot go oking forthe din, you g lookingfor the gokd.

Step 2: Make a habit o doing it now
Ilmmhhﬂlwﬁwm.mhm,%lm'dwhw of
procrstination. Procrasination leads (0 4 negative titde and resuls, A completed task is
flflingadencrying n icompltoe s demonzing anddegeenting,

Step3: Develop an atitde of ratitude

Cmmum“mmmememMMlhbmb
nmhummwwwwmwnwummmm

mMMwmﬁmhnMumym‘um helped us 10 shape our
personality and competences.

Step 4: Gt o continaons ducation program
Thminwmﬁumuhnhb“lmbhn’lm&hwm:ﬁh-m

mwubmmmwwclmmnummﬁummm
People and organizations we come across.

"
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Information,knowledge and wisdom

We have two popularsayings : Knowledge is power ‘and” lgnorance i Bil' There i nothing
wrong with ignorance, but making a career out of it stupidity. Wisdom is nothing more than
disellng  ignorance. We five in an information age, It is estimated tha the amount of
knowledge is doubling every year, With infonmation s redily avilble, i i easy to dispel
ignorance. Schools ae  fountain of knowledge.

Morals and character

True education i tmining of both the bead andthe heart. Inellctunl cucaton influencesthe
Head and value based edocation inflencesthe heart. 1 we wat (0 buldcharcer i our offcs,
homes and socety, we must achieve  minimun eve of monl and elial leacy. Edcation
tha bilds fundamental raits ofcharacter -such s honesty,compassion, courge, penience
and responsiilty - is absoutlyesentil

Step 5: Build a positive self ~steem

Self—esteemis the way we-feel about ourselves. When we et good witin, ur perormance
068 up,our reltonship improve both ot home and a work.The workd looks nicer. I you
want 1o bl osiive sl st quicly, ne ofte fastst ways it do somehing forciers
‘who camnt repay you ncash o Kind.

Steps: Say away from negaive influences

Today we liv in global villge characterized by iformation avalanche and social divesty.
Expusures 10 mass mediaona large scale and iteacions with peogle of divese culues have
both posive and negative inflcnces on our mind, we als face pee pressure, You need
courage 1o say “No, thank you," 0 the weak and negatvey influcnced peers and stay away
fiom negatve inflcnce,

Step :7: Learn to like the things that need to be done

Some things need to be done whether we like them o not. Different people have aversions for
diffret things. Some stdents dislike mathematcs some cmployeesdiik, Touring jobs. Bt
When, what we do no like becomes part of our work. There is no escape what we have to do is
totell ourselves that we do not dislke or scared by it.

Step: 8 Start your day with a posiive thought

Practice having posiv thoughts and behavior daily uni tey become  habit Read o listento
somehing posiive st hing i the morming. Afea good night’ e we ae elaxcd and our
subconscous i esptve. I sets th tne for the dy,and i, using he right frme of mind to
make every day posiiveday.

15

Tipstobuld plesingpersonality
Hereare some s 1 bl and maintan plasiog personsiy,
Make appearance pleasing

Pay attention to grooming : people like 1o interact with someone who takes care There is no
set. way of dressing. Just take care. wear good clothes that make you feel good. Clean your
shoes, How you look and smell i imporant. No only body odor, but bad breath s also a eal
tum of. 1fyou el good, people catch your mood and feelgood to.

Look energete Lock afer you body: Do some exses at home o in gym Keep your ody
in ood shape, Look clegant and acive,

Make relatonships positve

Acceptothers with zea: Accepta person as e i and where e i, This atitde akes away
ol in uman relationship. I i ot possble o behave pleesaly with one whom you hate.
When you accept  prson s e i, you ca relaxand felfee withthe concermad person, Then
Hetoo wilbe bappy and riendly with you.

Be out going : Maturity provids you with tis important quality, You mustbe atber perso-
centeed atherthan sefcenerd. Too much slfishness akes away the riendly nature 0 g0 out
ofthe way o help a person i nced.

Be creative: Be a person with original ideas and interests o create and sustain interest in
‘conversations and even in formal interactions.

Make your communicaton pleasant

Smilessmile when you speak to someone, smie When you talk o the phone, nd sile when
‘you are alone. I reuires only 12 musces to s whereas 103 muscles o frown. Silng tells
poople tha you ke them a bresk even fthey are a teaher, a raffic cop ot just the ity man
nyingto dois job.

Listen with empathy: people ik 1 alk, and they Ik to have peope isten.Soif you re
g00d istener you ae on your way o seling yoursef, Look athe person and follow what they
are saying, Watc thei body language and it scp with hem Repeat what you thick tey
said before you add your own story. Walk i thir scoes:

Speak with concern smile just remenber 1 srile when you tar speaking yourself Al the
most imporant word in the Englih language s the name of the person 10 whom you are
speaking. Use it and ry o remember it and i you forel, st ask Say * | am oy, but 1o not
remenber your rame couk you el me again?™

Show grattude: when you express grattde you are Filed with ic ecings, Every igh think
sbou the people who gaveyou  bres thecaicen ldy, the prfesor andte bus driver who

16
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made your i pleasant. You will skeep beterand ook forvard to tomarrow, smile more radily,
Histen moreeasiy, ron yourshirt with more humor and ound up thestairs with more enery.

Personality Type

| 10| Nice can chothes, bome andso on.
11| Speding time it il

12._| Having sevenal close frends

13| Volunteer work for servie ike blood donation

canps, AIDS awareness, e,
Whoreyou?Ciele the mamber et dicaes whatyou e, M| e, qicoes pryer B
. " -~ 15. | A ey bolaceddit
SNo_| Satement Sale Satement 16. | Edeationa eadin, e improvement programs ]
1._{Cosalabotappoinments {112 1314 156]78 | Newerlate
2 [Happywihwhat Lget 112134 15 [6]7]8" | Verycompetive
3| Never fl nshed 12 (314 [516]7]8 | Aays el nshed Find your scoreand record them s follows
4| Tokethingsoneatatime {11213 14151678 [Try todo man thingat oce
S._|Slow doing things 112|314 151617(8 | Fast (coting, walkingete) | T |Swemens | Max My [Type [Suemens[Max | My
6. {Donoeyeselings (11231415678 | Openy exros s | s | wore sore | ore
1._|Fewiteretsoutsidework {112 13 1415 [6[7 (8| Manyinrests ousde work Profesona |19 0 Conmaiy [ S5 |10
[ 8. | Leavehings o God 121314 15161718 |Belevinmy effon (Fail (200 (10 Spral |64 |10
9. | Youl hav es opporunites 112 |3 14 56|78 | Opportuniis do 0 cone, Faly (31 |0 Pyl |78 [0 |
0 gov Webharetoind. Sl |42 |10 Inellcual [ 86|10
10. Succss goes 1o the svong, | 123475678 Merit b a defiite chance to
politically powerful win
Theighe ot ndiates yourpeerd vaue
I your score i in the range of 60-80, you ae Sanguine Person (posiive, hard working and TIME MANAGEMENT

sacial), You ae lable 0 be stressed. You ned ife oal,plnning and stres g,

Iitis s than 0, you are a complacet person (Soliary,less concemed and pessimist) you
nead {0 develop individuality and socaliaton skils, you need trining for motivation,
Teodershipand achievement rietation traning,

Values and preferences profile

What are your nterests n ffe? Inicate how fa do you agee o disagree with the. following
statements by placing  ick mark i the box against the satements.

Scale S Strongly agee, 4 - Agree, 3 L am not ure, 2 Disare, - strongly

Disagree.

SNo__ | Statement tRCRERIRD

A good mariage

Meeing new people social events
Involvement in community acivi
Acareet with challenging opportu
Exccing o plygpors y
Intelectual development

Acarce with challeging apportunities

n

B N e o

Cakg sudnsofc ot e iy mansg e e he igst proble hey
gt in cxaminations. Time management i a kil few people master But i is one that most
poplend, specilly anagers.

Whati ime management?

Time can neitherbe created norstored. You can notsow it down o speed it up, As such, time
mﬂyunukapdﬂivmlhhﬁmmmlmsmmhfnlhm
conrollble variables,

o Individual with competencies o work

- Work requiring time, encrgy and sils
Outcomes-h el of perormance

+ Influencing facors resoutcesenvironment,

Whyumllymmkywncﬁmrmivﬁyﬁm;mwdcﬁnhumw
physical actons requird n  given environmen, I oher words,time management can after fo
allofthe practices tht individuals follow to make better se of thei fime. | refers o principles

n\dlynuuilulMividullmelomhwmimdukhmmmmiviﬁmhmyy
it time,





image43.jpeg
Why time management?

“Remenber tha ime is money” - Benjamin Franklins (1748) Advie 10 0 young tradesman,
Being sccessl does ot make you manage you time wel Managing your tine well ks
ywmﬁnl‘mhpmmolﬁwmumhmminﬁumm

) Whencffecy mates

Mymmmﬁwmiymmmmhwlemmw
day. Signs oftime wasting

* Messy dsk and cluteted (or o) ies

# Can notfind things

* Misappoitmets e bl i dor e et
o Voluteetodo tigs ter peple stoud do

+ Tired/ nable o concentrate

Whystatgy?

Tm:mmmkumwwmnhmlhmuimmﬁiwmwd
ﬁﬂuwwhhimwmwo{mmm-ﬂmw

Time and tide it fo none.

Procrastination s thi of tme.

Timeis preciows Do po st

Norheote Parinon ostulted a aw: wrk espads il eavailbilly ofine

Tine management process
ﬂwnminlhmmwmnlﬁtimklﬁhlhwiu

IWM'Mmmo!niﬁvwmmmwmmeim Without
vmmwmhmwhmnlﬁww,mumminmﬂw
challengingtaks.

I you camdream i you can do " pofssd Wal Disey, Disneyland wasbuilt in 36 days,
from ground -breaking o it ay opento the ublic

Set goals: Resond your gl and the divide tem ino subgoul is relting o wnitof acivies:
-m‘nmmmmmmmmmmm"muwu‘mmum
Key questions are :

* Whyam | doing tis?

* Whatis the goal?

o Why will | succeed?

* What happens i | choose ot o doif?

For stance,when you ar planning o study for examinaton,your goal stings vl be ke tis

(i) Become manager - equie first class t MBA degree examination

(i) Achicve more than 60 per cent marks,

(i) Produce:good answers o a east 4 questions.

(i) Concentat 0 3 out of § it i thebook

(9) il scoeed if do ke thisbecause | have to answer  outof 10 questions and 1

study 3 units,there is a possibilty of answering 6 questions.

Priortze gl Evaluate the goas. An importance rating may be etabised deadlines may be
e, ad priois assgned.

For instance astdentin MBA finalyesr will hve two goals () geingdegree a (i) geting
Job. The priory i 1 be ivento finishin degreeand e should no take v at thocostof
examinations.

Prepre task lst: Fo eachofthe goals dentif the tasks. Tis poces resuhts n a plan wih a
task i,

Avweek bfore the semester end examinaion, a studentmay have it of asks s follows.
Read s subjectsfor examination

Finih mini prjet report

Submit tom asigoment

Paticiptein management esival organized by loal college

Since they are competingfo histime,he as 0 manage the availabe ime.

Develop performance schodule: Make a schedule of caendar or activities. It may be a dily,
weekly, monthly or other planning - periods, usually fixd, but sometimes variable Don't
includeroutine and recuring asks. unless you think i ncessary.

Estabh eview misoes Emphisie evewsof pefomance gt pln. This beps you o
teorganize the schedule and reenrgize your mind.

Effctive time management

s noted carier, there are four areas in which one can make contribution to manage time, In
thesefouraras, ffeciveness canbe achieved by employing ool given i Table 45

Time Management Tools
SNo[Foewsarn  Too 1
1| Individual Dot ow tfitde,Fater deisious and streas management

| Sbedlng plmen) | Tas it planners nd Tme
Priorizery

.| Work design
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.| Work pogress Clcks orgnizes Software - applicatons s lightweight
m infornaton mansge of pojet mansgement

6, Pae Teamwork

Colleimghabity

One may view changingthe approach o time management s a personaldevelopment ssue and
1ea the benefitofhandling tme diffrely at work and home, The s for changing personalty
[3

() Cubivate oo time habts - Procatinaion s thie of tme. Don't postpane.
Developa doit now atitude,

(i) Plaoning abily - Have clarfocus on gal. entify sk and it tem, Prepae:
schedules. Use planners and plannersoftware.

(i) Organise = Get organized Categorize them s ) those | ave o do and (i) those |
can assign 10 ofhers. Delegte the assignable tasks with clear tme deadlines and
performance gols or expeetation.

(iv)  Worki  play = Work with & rhythm thatsit your body and mind. Then work will
bocome anatual body exerise. You feel workis fun and workplace i a playground.

(v) Avoid stess ~Quite ofien,the planned schedules may not work. Either you o your
{eam members could not complee he work intime. As  esull,tme pressuns buld
up and you may str experiencing stress. Under trss, one wil ol be able o work
‘el So eam tocope with e e,

() Review and revse ~ Task compleion equies monioring progess fom time to
time. Keep watch on progrss and condue review sesions Make up for the delays
and focuson ncompletes. Encourag selfand oters o fnsh work ntime.

Use plamners

Differet device (0 help schedue the tasks are developed over the years. Table 46 presents
{hem inbrie.

Tuble 46 Scheduling devices

“To Do list Tasklst | “The trdiional mcthod i o wrt thes on a i ofpaper with  pen
or percil, suall on a not pad or clip- board Write down things you
‘Mvcwda.tkndumwlnhdouﬂnmuuhlwnbmlzlw
| later, whatto ge someone el t do, and what to pu o fora laer
| me pedod. when you accomplih one of e ems on a tack s, you
chekitofforcsstof:

Dy weeklyplancr | Wrc down appoimens, casses, nd metings o 3 hrontlogeal

g book o chart i you ae more visul, skech out your schedul,
Long erm planner | Use a monthly chart s tha you can plan shead. Long term plnners

EMPLOY PRINORITIZING TECHNIQUES
‘Someofthe popular technique or settng pioiies are deseribed here,

ABC aalysis - A eshnique tht s bee usd n busivess management for a g time i the
calegorizaton o argedat into groups, Thest groups are oftn marked A B, and C- hence the
e, Activiis ha ae perecivd us having highest priorty are assgned an A, those wilh
Howetpriory ar lbekd C. ABC analyssca ncoporte morethanhre roups.

Pareo aalyss (The 80720 Ruk) - Crial few an the vl many, his i the ide that 0% of
fasks can be completed in 20% of thedisposabetme, The reaining 20% o wsks will ke up
0% ofthe e, This prinipe s used t0 50t s nlo two pars tasks that fall o the fst
category be asigned a higher prioity,

FitEssntally, it the congruenceofthe requiencns of atsk locaton, inancil investent,
tme f.) iththe available resourees o he tme. O penple re constrained by xtemally
conirlledschdules,ocations, e, and " lows us o mavimiz ourproductviy given those
consnts,

Timegap- Ifon ecounter g of 15 minates nthei schedule, it typically mre efficent
10 complete sk hat would reqie 15 minuc, than o complee  task ht can e done n
‘minuts,0r 0 start sk tht would take 4 weehs,

Tim o the daye This conceptalsoappis ot fthe day e e at 7., probably e
usefully applied 0 thegolof eaming thedrums, and mote productively  metored ok,

Location  Lasy, it ca be applied t location:fre time t home wouk be used ity
from fre timeat work, in own, .

POSEC METHOD

Pose i an acronym o proiiz b oganizing, Stealining, conomizingad Contriuting,

‘The method dicaes  template which emphasizes an average icividual' immediat sene of
onal and moncary ety  expind i bl 41 The keyide of i method i sted

below:

By aending o one's personal resposbile i, an indvidual s better posiioned o shuer
colletive responsbilies

Poses method
St Tusk Focus points

proriing | Yourime o defn your ey s~ Tiead ol
Orgabizing | dennfy asks you ave o accomplish egulary | Familyand Finances
10be sucessful

will lso srve s a reminder to constrctively plan time for yourself.

u

Sconobg | nke s o o i 5, Wk
n
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do

Econonizing | Deide n things you shouddoof may.cvn | Psimes andScilzng
lke t do, bt hey e nok u

Coniribuing | Paying aicnvion 1 the remaining ings tha | Soial obigations

 makea difference

The Eisenhower method

Al tasks ae evauated using the rteri important unimportant and wgent ot urgent and put in
‘ccodingguadrns s showa i Figue 1 Theactons o b ke arealo,

| Urgent Delgate Do it now personally
NotUrgent [ Dropped | i dead line and o it
Uninporint~ Inporan

Procrastinations

Meaning

Procrastinaion i the act of delaying o postponing  task or s of tasks

‘To Keep delaying something thatmustbedone,ofien because it isunplasant or boring,
Procrasinaion i the habitof delaying an important task, usuall by focusing on ess digent,
more enjoyable, and easier actvites instad, It is different from laziness, which is the
unwillingness (0 ct.

Is Procrastination the Same ss Being Lazy?

Procrastination i ofen confused with laziness, but they are very different

Procrastiatio i a an acive process- you choose 1 do somethingels instead of the that you

Know you should be doing, In conirast aziness suggestsapathy, inactivity and an unwillingness
oad.

Procrastnation usually involves ignoring an uspleasant, but lkely more importat ast in favor
0fone that s more enjoyable or cascr.

The Reasuns why we Procrastinate

1, Not knowing what needs o be done
2. Not knowing how todo something
3. Notwantingto o something

4. Notcaring it gets done or ot

5, Not caring when something gets done

6. Notfelginthemood o doit

1. Being inthe habit o waiing uaithe ast minute

8. Beliving tha you workbeter unde pressure

9. Thinking hat you can s it e bt minte

10, Lacking the e get sared

11 Forgting

12, Blaming sicknessor oot health

13, Waiting for the ight moment

14.Neodin time totinkabout the sk

15, Delaying one task n favorof working on another

16.Fillng your ey wih o - iy sk

17, Starting high- prioity sk and then gooff v makea cofe,

18, Whatto ben rightmood," o watforthe “right time" 1 tackla task

19, Poor organzation

20, Having doubts aboutyour bilty and are worried about iling

1. Some people fear sccess as much a filure, They think tha sucess il led to them
eing swamped with requests 1o take on moretasks,

22, Surprisingl, perfectonists are ofenprorastinators

23, Poordecision -making

Effectsof Procrasinations

1. Youwill lose precioustime

2. Youwillblow opportunities

3. Youwon't be able to meet goals

4. You coud ruin your career

5. Youwilllower yoursef - esteem

6. Youwill make oo deisios

7. Youwilldamage your eputation

8. Procratnaion canked 10 pooracadeic perfomanee,

9. Higher levels of strees asocited with procntaton may be lsked to oor slf -
compasson.

10,Procratinaton promotes negatvefelings.

11 Procrstinatonis - efting eair,

12 Puting off what noeds o be done kel esls i a poor product.

13 Withprocratnation, you et thinks done, b ey’ e the wiog hings.

14, Youadd tothe worload of others when you procrastinat.

15. Procrstnaors may b paalyzed, By fear of making a mistke,a oss ofself-worth,

16.The end- product of chronc procrastination may be mental bealhisues
n
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10, Ways To Beat Procerastinaion And Get Things Dane Are youa procrastinator
1. Takethe smallststp psibe Facars Defintl | Oftn | Somet | Rarely | Never
2. Identifya positive outcome from youracton ylne | tre ;:’ true | true
3. GiveyourelFa baddadi, thenschduei : : : .
4. Bekid tourel-rgive ouselt ! :%&d:um
:: ;mwmm““m 3 s
1. Getan accountability partner 4 lmiyumhmwu
8. Give yoursefa rewand for cach tas you complete
9. Schedle (e stk o) Procmstiionime i your day T ma.mcmwm
10.Seta fow daily non-negotsle 3 L{:d ovevhelned by my daily
u.;:mx i hing, everyda) Gt hos kst you i st plesat Ty o
hasaicsa i 8 [T avold geting started on diffiult
12.Pririze your0-do it wing ischower's urgentimportat principe b
I!.Uuuﬁﬁm-uwmhnmmmmwkﬁﬂwﬂmw ) InMMM
e more onganized,sucha rello and ogg! 10, | put offdaily ctivites.
14 St with quick and smal s . Thse Sl win” will gie you 0 sense of 1. afid of making the wiong
achievement, decision.
| 12 cratejscationsand resonsfor
| delayinggeting ks done, |
T ot 13 :m m:ﬁ:d of fuling or making ‘
You're prcrasintr, and i ot somthing 0 beproudof, I s .10 s ot the es, i ol good
you s denles d wasea o o i, As el oo b s 5 ]“:‘ﬁnm
geting from you what you're capable of delivering, and be or she is Iél l:mdii%ﬂkyimﬂumﬂ
by vy st vl i Follow e Tk elow o fid | 17 v iy g i sk
why you'edoing thisand bow you cantoit. { o tart fir.
[ 8% 3 Bt 8. 1 have difficuly dociding whch tsk
You're a mild pocrastiator, you need to undersiand beter why you ot firt.
pocrstnatethre are several reason, for i, and more han one may 19y avoidnce Teads 0 taks
0o And e o e e o can ke o g . sy
Clcbe i bekow o moreifornation. % :‘““‘“ Lh Lo (L
348 > 21, b e 1o dely Gong Wt -
Good news! You're ot a Systematic rocrastiator! You d, however, eeds 10 et done,
I— 2.1 can't finish  projet wles (s
] et
231 would rather a project unless it's
| |perfct mmceay U (. . -
24 1do ot e phone cals nd el
ronply

25, 1 don't st my self 0 ke the
g decsons
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SEMESTER -V
For those who joined in 2019 onwards
ilical Studies19GSVES

R s s e e by s ol i
‘This course enat

stress managemert.
COURSE OBJECTIVES

P —
et
3. Toleamto mange strss

UNITS .
UNIT-I THE STUDENT AND HER FAMILY (SM.y ——
A student’s right to bealthy ‘parental min@m responsi ‘maturity-
sacrificng patent- maintaning balance- declantion of ndependence- prsonal freedom

UNIT-IE MARRIAGE, HEALTH AND WELLNESS (JBI'.{S) -

General pr ipksdmlchmsingnpmwiﬁvcmmfmngqml‘ ﬁmmmdhipin
l:)“:d|!Ia1imslvi|>inqmmmdqnmlsinabuhhymnmgmhnvnshl‘?r- 5.9

:E;:. mmn{smsinmﬁagrpmnniﬂnvfhukhwn-:mp:

marige

UNIT-III  STRESS MANAGEMENT (3HRS) .

What is sress- umolm-ﬂmmofmphxgwiﬁ\msymmmn(m&nﬂms

s stress-
1o keepstress away. .
UNIT-IV  CASESTUDIES .o A

authoriative, permissive and democratic parenial
:;:mmm between effective and poor sress mapagement -
INIT-V EXCERCISE . . .
:ﬂividml‘ Prepare an Advertsement- “Wanted Bridegroon” with qualiis ype of family you
expect .
i format.
Group: Cmnme&Sn)uﬁomggsledhymwywpm\hefolhwm

REFERENCES:
Mascarenhas, i ion . CREST Inc,Bangelore.
Marie (1999). Family Life Education . ; .
. KrishnamacharyuhiC.S.G. & Lalitha Ramakrishnan (2012). F.mnlhr]v MWNW D:"‘i_
: al Skills and Career Management Himalaya Publishing House,}
Interperson

Students and their family
EDUCATION TOWARDS RESPONSIBILITY

"I‘t'niaylllefzrm]yllsanexmlsm\i:nmslmldcrino!dumplqm:iisyomb'ncmulhellq

Cu(mywidllhdrhﬂdxhddhigﬁlo[mlheon-slmhomehgy,HlmmmM
Materialism™

Sllulennmm&mbﬂgmﬁkmkmimnvﬁﬂmnﬁ:“The
ducated in India owe a debt o!ynimmﬂmmillbnoflmmﬁndinlkvilhgswlnby
(Itilwmkhav:klpudlhmg!med\uﬁam"whﬂemnlmmhnmmﬁwm
rwcivevn)y%nﬂltbnﬁtsofha]!hwnmnﬂwdﬁm

Pmlsm\mmmmpthdnhﬂdmmmmmmhmuﬂwmnpinmlwmin
siluations of injustce whmlkymytxinmsislpmnfehnim.

Annnrnmhaslaidmonlbemmmﬁclmhsmcwwiryhduiv:hppmm(
unly!mmhisawnwdﬁmhnknﬁnmwumﬁcﬁmf filling other peoples wans.

A Students right to healthy parental atiitudes

Ashhﬁm&cﬂmunfk!wa)ﬂllhyummlIi!:,dﬂmdenlhsl‘ﬁdu’mhulmywml
aliudes, if she is to be properly equipped for the serious work of adult living. It i to be

minmumeonhismnwmonlybumi:uwhmm»iswillingmmplmmm

whmﬂ:mﬁmwaszllb:schwl«gningshghbfmpﬂmmymi]lmlybu'ng
determined.

Cuuinlylhucmhmddiﬂmebmmﬁcaldnﬁymwgnmm.nﬂnw
miuybewmumu,ilwquhs'hemmhmcmwﬂymedwhbagem
matuity. It pays more attntion to art and intellectua] life than would be the case in a society of

young. people, which would probably be primarly interested in physical beauty, sirength and
vigour,

The position of the student in the family bas changed drastically Young students sense the

diference between their tates and thase of the older majorty. As a resuit they feel alleniated
rom their family,

In 4 slowly changing society, lbe:ldwfmllymmbencmundqmmcmgaby
teflcting upon their own student positions and experiences  in their familis, Today's student
live a *Shizophreic e Ready to rejct tradiion and even religious practics, She finds
nothing enduring or worthwhile to substitute in their place, and a vacuum is created which his





image49.jpeg
pareats and teachers do not il Inthe home their life conforms to authoritaianism and tradition.
Outside the home they ebel. A happy medium of atitude and behaviour must be found.

Freedom, Responsibility and Maturity
“Froedom is {0 be able o do what you have been created for” Tagore.

A adolescents  quite naturlly want to be independent and much of their aggressiveness
centres around this desire, To some xtent uncerainty in the awkward stage between
dependence and freedom aggravates the trained family relationships.

Over protection

llispwcﬂadydiﬁcullfnrmmwacq\mhﬂqm\dﬂtcifﬂxyhvebwldm
nvwmmm.m,iilhcywmlxnkwnmm»mgaﬂwm brought up with too
much freedom. It is difficult for them 1o leam the responsibilitics, of freedom when they are

older.

Tlmdolcscmwhnwﬂlnmhmklww[mmlhmmkrmm:diﬁcuhmnbkms/hcdos
not want o leave home and the loving care of the mother. And as a result will no take up a

anzrwwllkhslbeis!ﬂled.ardzhyhycm(nﬂingindtcxmalmimwhmthcy
have to be partially or wholly independent.

Self sacrificing parents

We usually admire self - sacrificing parenis. But there s type of extreme slf-sacrifce for the
adolescent which should be looked upon with caution.

Parents who give up practcally everything in their lives for their children, so emotionally
Wmtﬁzhchﬂdm.ﬂnltkyhmpulhdr&m.mmkmmmmifu
pareats wish s not followed.

When adolescents start thinking about a career, marriage o ther future in general, they find
themselves in a trap.

Pampered by over-indulgent parents, they now foel incapable, without great effon, of doing
anything o *hurt’ ther family, whatever they do i the way of cutting the thead that binds, will
“hut’ their family. No one who has builthis or her personality so firmly around that of another,
can stand to see that the other give his or her energis, affection and devotion to a third person,

or profession, not oftheir choice.

Maintaining a balance

“This means that parents must find a delicate balance between the amount of discipline and the
degree of frecdom they give their children. This balance will change as children grow into

adolescents and young adults.

“Growing freedom must be ‘accompanied i
bylgmmgsmormmsib” i
dwlm. As Donald Barr puts it “Discipline is necessary to freedom. Th‘i?;l;":’i

0 balance s o acquire maturity.

*Marriagepreparaton and marriage”

“Marriage is not for everyone. Some 3

people with certain. personality probl
mu"y“Somcn:vaﬁnlezpasonwithwhomthcynmbeh:wylwa'nyip( lm.Md e
hﬂ!xlnﬂ&dﬂmlfeﬁ;ﬂwmm’m“c lob:slmge 10 say this very clearly

1 ndian culture:

Indian culture and traditional nstitutc

nstitutions offer litle specific trainin i

o ! ) g for mamiage and
Pareats in the whnmnmmngnmfurhdpindischrgingth:mjor

respansibilty more effctively, and
 and many parents welcome a formal family I 7
schools lldwll%bsmlmnhmmmmﬁq‘;m family life education in

Therearethre types of marmiages in ndia.
T Arranged marriages
Where rlatives of both families amange a match which they feel s suitable,

1L, Love marriage

Wllmmmlemuhhmhodwfuﬂmdrlmk
Whether o notthir families approve.

111 Arranged love marriage

strong cnough for them to marry

Where a couple are mature enough to 2

know their needs
approve of o selcta partner they e O
of mariage.

i convingce their families to
apmveoﬁ‘mdlbemng:ismged'l’his'mhebmfmm

Rabindra B
g e b, L ek o
which often grows cold. - Ina love mamiage you stat with a bolling kettle of water

Since marmiage i basically an intimate relationshi
e relationship of the masuling i s
dustment i 3 i and femirine personali
mJ‘ b understanding, acceplance and communication are called for in Ja pesonl ms
urvive the modem stresses and strains oftoday, rge measure, if it is
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Helping parents and teachers to prepare south to be men and women, and for marriage and
family lfe is perhaps the most important of our tasks. Qur educational istitutons too need 2
‘methodology and graded programme for this.

MARRIAGE

‘Marriage is a Commanion of lives. It s the Home. s work. Itis concern forthe children. It s
also joy and Leisure in common.

Lin yutang gives the most beautiful description of what constitutes a mariage. He says “woman
is waler it substance in which water moves and lives and has its full being.

A Successful marriage is a happy blending of romance and friendship with more of bumour,
tolerance and a olerance and acue diferences.

FOUR STAgES OF MARRIACE PREPARATION
Marriage preparation can be considered under th following heads
aREMOTE PREPARATION

From conception to childhood. Which s done mainly by the pareats in the home. and their
verbal and nonverbal examples.

bPROXIMATE PREPARATION

During, schooling and adolescence done by the - parens, other mamied eiders and teachers in
Family life Education.

¢IMMEDIATE PREPARATION

During courtship,engagement and ust before marriage- usually (afer 18 years) and specifically
devoed to marial e, done by taned persons, couplesandspeial organist s,

d. CONTINUING PREPARATION

For couples after mariage to support them for marital adjustments, in —law and other problems.
Familyifeandchild earing.. This s done by lders. Friends and relgiousor clegy.

REMOTE PREPARATION
“The home s one of the places in which the future of humanity is being shaped . ~Gandhi

Maiage isthe normal step in the constittion of  home and family. And, a Christan marriage
s nota secular affair buta sacrament. Itis considered sacred for Hindus.

PROXIMATE PREPARATION

“This s the joint responsibility of parents and teachers.

Whie .
radInllc it : lbt.yﬂl!lry wﬂrﬂtyof ‘parents o develop a positive approach in attiudes and
Ings o social life, mariage and family life in ther growing. adolescents, Education and

buranif and iy g

Inthis.wnyﬁryuebmumippdmhhkmﬁcuimm confidence the problems of
rumﬂwmwmﬁqm.Mmmmmwhma;
k.rmmmpammmwmmymwmaﬁmmwd .
mlkommwhﬁhlhmﬁhnafmﬂhgekhmwclwum .

Immediate Preparation

hfmmmmim.mmnmumm They should acquire the
mllmdmmmmmbcmwmmummmmm

hem to aoxept the choie venif wrong i thei opi Sies
mmmmmmmwrmmmm e cousi i

2Mamiageisacure of neliness.

People ik tha * tigs wil gt beter e 1
pessonal or family problemms.

SOME GENERAL PRINCIPLES ABOUT CHOOSING A PARTNER

1. Youshould bave common vaues
2. Youshoul resest the man/voman you marry,

3. Sthe should be ateast uimclﬁgunymmarmkvdwmwwnsﬂ
4. Steer clear of somenne whose lfe YOu Can run, *
: )zshuldmmombmxyqudmﬁm

. Whateeryou do, do't mamy someone whos ki ora

1 Bcw:ﬁxhbmmlbghsummmmdiﬁmﬂﬁnh:m e

. Havesought o dowith e manwbois g

9. To putthis llina posiive fasion.

gt marod” Mariage is no escape from
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1. What are his friends like? STRESS MANAGEMENT

2 What do your finds ik r im? )
3 WhatdoesyourFnily ko bin? it ks you s, ngy, s miscrble can e et s of g
TbeIl&wmwuwﬁﬂ‘mlhekvfmmgivminhbk !Mmkwm]mms.
PRACTICAL GUIDELINES IN MAKING YOUR CHOICE | oo repyes o g
1. Similar values in personal, social and spiritual areas. Life events causing stress
2. Nomajovices ke oo, drgs, gunbling o womnizingbefore marige nciber |
parther. ||l Caug factors
3. Pror ageemcnt onconuct. Wok ad esponsilty i the bome et epcllyifin | |t Mnfswmmeu_www]ﬂmhwm
it family. . fiy menber, ooy riles e Losof b
4, Generalagecmenton iy pleing andcildren. i Martel reonilation,Retrenen,cane i bt of iy merier,
5. Financial sability of the huband in rder to provid the basic neessites independent WY-md-ﬁ;u}ﬁa,G-innfﬂmym,gM
s | eadusmen el !
“f,""““l"’“'"“'.'g' e . Modernie Change in number of argument with kol
6. Prior agreement regarding wife's career i working el. after mariage. Fmofmeormmmmﬂp?mim,
/ respanshile at wor,
THE POSITIVE REASONS FORMARRYING Son o dughtr [r§$$k with in ~aws, Oustanding
o, egins or stops. work, Begin or end of
1. Love foroneself and one’s mate equally m&?ﬁ: lving coniton, Revison of personl habis .:1
2. Companionship Low i - >
3, Tosharea i withanoterto ol exh o' neods. ﬁ'&:&ﬁ,“’ﬂ?“"“‘% Chag v, g
4, To sisfy sexual needs without making sex the only thing in marriage. Mwm'ﬁm'iﬁ;m%:mm
5. Tobuida healthy il e and care o children. satbeings, Chng in caing habis Vacton o, I
L viltons el P sd iy

Qualities required For Good relationship

Ay & Ry, Enpay, Al 0wk rgh ke, Aty o gve o Voo s of et o g e i
recive love, Enotioal Stablty, Abilly to communicate Readines to share and buid a : I

relationship. * Avarenes~ Subjectiveavarees ofbeing uner prese {
*+ Fear Constanty figteed o terified, npules i = +

From Engagement to Marriage finting, olpserdeaty Impules 10 run an hide, Fear of imminent

During the engagemen thee are doubis ofany Kin, ey shouk b cleared and f necessay the 2 ::“"W reasig ity and complaining,  Frsraion and sgee

coupeshoukd gocounscling Farbeter 0 breakthe engagement than o goon with the mariage p “mﬁmmmimy,pmm,mmwmmfm' °m'“

for wrong reasons and then bave the marriage break up Engagement should last six to nine ”P‘”m"ﬂmﬂn.?mnlsochlmbammmhﬂmmml
o Inabil e

menth bt ot ongr than ne e bty tococena: rereasin ity b ot o comple s ik,

) Inereasing indecision, unable 0 reax and so o, §

Characteristics of healthy relationships 0 :;,uw,,n_w F edingmmliymwmw
o i A esstess

Closeness, Shared goals and beliefs,shared experiences, Communicaion, Respect, Humour hablty o coopeteFelng of conf.

nd Affection.

i PIVSICAL REACTIONS T0 STREES

Characteristics of unhealthy relationships

The ysal recions s o b many v fom
| Emolns! Py Sesual A iancl i,

P 0 person and suaion o
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+ Funger an digeston ~Change in appete, i, Constpation r diarea and
“Buterfies” i the stomach.

o Aches- Headaches and backache.

. smmufskm-Nmnﬂmshnm,Frequmwmmmin:.mm
restlessness and fidgeting.

+ Weakncss and tension- Tiredness and weakness, Sleep diffculcs.

o Chist and heart related -Breahlessess, Chest discofor, Repid, Ematc or more

‘pronounced heart beat.
. I&pMM-MukwnhmmmﬁuPnsaM needles” in bands and feet.

How do people try to educe?

‘Though sress s pychologil it has mpact ot the ealth of the body and mind. As sch 2
mmdm&hkmmwimuﬁvysh{h«!hmmﬂmbﬂiy.

(a) Physical defenses
Malullxmhnnﬂhﬂi&mbe!medbylhfolhwinghwmm.

o leep-Slecp e el th ody ndmind, a sound s and gooddinmer make
one feel better and ready for new tasks.

 Diet -Nutitous and balanced diet will belp maintain good health and good
houghts

. Bm’semdmm—hgnhr:mix-simpkwdkmummymwiﬂ
help one build bealthy body and sound mind.

(b) Mental defenses

o Self ~instruction- Those who have control over ther mind may make effots o

dimmmlvsmpoﬁivmirﬁngmdwmhwlik

+ Conlol- Self<control s a imporant characteistc of Successfl persons: They -

‘willbeable t control feeings and diverttheir mind from sress ponts.

. R:hminn.bmlhiumimmiymﬂmu:isﬂwillbehbﬁ“mym
o prevent and overcome Stress.

. Soﬁh]sumﬂ-lf&iaﬂsmﬁmlﬁivﬁmxumivemunmﬂmhiwhﬂ
infulh\;ardﬁvﬂemﬁmhdﬂseﬁnmlhmprwkm

. Camling—Oneb-onzwmsdin;:iﬂubypws.dda;friuﬂs.mm,m
bnss,mwofg:mlpmbhmwillbenfyulklphpmiding:dkfﬁnm
mnﬂwlﬁngmﬂwmhmofdwpsycmh@ulpmﬂmmfmm
helpis ssntl,

o Prayer-Theists can offer prayers o heir God and submit themselves to HM or
HER. In doing 50 they find relaxation and assurance for good outoomes. The
mindﬁn{speccwiﬂnb:ftcling!hl!llis&slinylniilis&d‘swilkﬂw
ultimately prevails.

llmmam(mchnm-,dby
o i capable of coping with stess,

ua:';n' o h&wﬁ!ﬂ"ﬁ] significance recenll and many are follo this
08 0 one up thei healthand ability t excel, i

¢ Arts, music, and mind exemises-

Coplag with stress

They are god for mind and by of the

Coping with s means cognising
‘which it can be controlled
¥ Causes
0 clleots
¥ preventon
Stress Signals

lhmulucfmmﬁ,ﬂhg"m

: Fedln;»Anxixy,iniuhThy,far,mdmm
: Mnufsdfm%mfmnﬁm,wnmmhnf failure
Bdlvhhmnning,diﬂ'muhymkin&crying,dumful

. ﬁngmb,dmgurimmarwlmm ﬁk‘““"ﬂs“"‘mﬂh
- uhywm»nghmnsds,mldomayhﬂx,hhrm
s,y mouth e
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SEMESTER - VI
For those who joined in 2019 onwards
Fthical Studies -19G6VES

COURSE DESCRIPTION
This course develops ife skils instudents and throws insight on qualites ofasuccessful person.

COURSE OBJECTIVES
1.To leamn the basic skills required for life:
2, To gain skillsto overcome obstacles and suceeed in life
UNITS
UNIT-I  LIFESKILLS
Problem solving- Crtcal and creative thinking- Disemment-Decision making- Managing
emotions

(HRS) !

UNIT-II SUCCESS (3HRS)

Whatis success?- Obstacles and overcoming obstacles- Choices and compromises- Qualitiesofa
successful person- Reasons for failure recipe: for success. |

UNIT-III GIVING BACK TO SOCIETY (3HRS)

To Family, To Schools, To Colleges.

UNIT-IV CASE STUDIES (3HRS)
Problem solving, decision making case studics, successful personalites and persons who give
‘back to society

UNIT-V EXERCISES (3HRS)

Individual: Chart work on Road map to success
Group: Analysis of case studies

REFERENCES:

1. Department of Foundation Course (2010)An Introduction to Personality Development.
Al AnandarCollege, Karumathur.

2. CaptRaviMahajan (2011).Yes We Can Together.Do Good ‘publishers Chennai.

3. Barun K Mitra (2011) Personality Development and Soft Skill Oxford University Press,
Delhi.

4, 0S5.GKrishnamacharyulu  Lalitha Ramakrishnan (2012).Personality - Development,
Interpersonal Skills and Career Management Himalaya Publshing House, Mumbai.

5. Khera, Shiv.(2001). You Can Win. Macmillan India Ltd, New Delhi.

6. Koikara, Felix.(1990) Live Your Values. Do Bosco Youth Animation Centre, Chennai.
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Life Skills
The abilis for adaptiveand posidve behaviour that enable ndividuals o dea effctively with

thedemands and challngesofevryday e

(eneral Life skills
»
:‘e‘ll‘m:&w:g:ﬁ;v,smwhy,lmm r.ellinmhlig,Eﬁerﬁ\{e communication,Critical
mmmm&n;, solving, Decision making, Coping with emotion,
(Critical thinking
f,:;‘: T “1; m.l:g nhjeqive judgements about choices and riss, It is the abilit to
’ iy experiences based on the positive and negative aspects in an
Criical thinking s the abily o think clarly and rtionally
Characteristics o critical thinker

W Raise pertinent questions, which are clear i

i t 1 and precise, Identify the relevance

mmor@mummbwmmmmgmmmﬁ
w?(bﬂ‘slMgfvefeed})aFlekfn!wﬁumepponmmmudbeﬁcfs,
unamﬁxmonlhmsmmvrimlnm,hﬂmedinﬁndi new solutions,
Solve problems systematically e

Creative Thinking

l‘hlsixnlmimwnyofﬂ:inkh;.whichisbasednnlhcimighwchv:zbwuwn‘cuknm

Insight is the result of our i i
i depth of knowledge in thatarea or is based on the promotion of inbom

Creativityis the ability to imagine or invent something new.
Characteristics of Creative thinker

8 Ot :

Curious, Seeks problems, Enjoys challenge, Optimistic, Comfortable with imagination

¥ Sees problems as apporunite, Ses problems as ntrest .
peseveres, works hard bl s nersting, Dos ot gve v sy

Decision Making

Decision making is our abiity to choose : s
aleraive ptins B chst e b ke sl 54 e i
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Decision making helps us to deal constructively with decisions about our Jives.
A,odltdsiumlllhwvlmnnmmwmllkpaddnarmdidd.
8 D - Describe the situations you need to make
W E - Explore your options
¥ C - Cross out the negative options
B 1 - Investigate the positive options
B D - Determine best course of action
B E - Evaluate what happens as  result
Problem Solving
Problem solving s a process involving four distinct steps
i Mmmmlmwﬁuam,&nﬁuw(hmcgy,ﬁvﬂmﬁngmm
Emotions
Importance of Coping with emotions

L] Bulmsd!wmn.lnumdinmwwu]nhimﬂips.msldlls in handling
interpersonal problems, Improved problem solving, Better skills for resolution of
conflits, Peace inthe world

WHAT IS EMOTIONAL INTELLIGENCE

Enmotional Intelligence (EL) is a recent behavioral study rising to prominence. It plays a big role
inlhndyofwgaﬁznhmldm:lqmunnhbepmpl:asilpovidcsawimiﬁcuyln
understand orasses people’s behaviours,atitudes,strngths and weakacsses and iterpersonal
skills, Emotional health is fundamental to effetive feaming or working. OF late, Emotional
Inteligence has become an important. yardstck to assess people in the realms of interviews for
ecruitment, interpesonal kills, management. skills and human resource planning. We should
categorically understand that emotions in us can never be wiped out or killed. One’s emotions
will dic only when one dies. What we should know is that positive emotions are important to
hokd human relations and they should be sustained. Negative: and excessve emotions should be

processed and brought under control

10 Test

| retaliate when verbally attacked

‘When [ decide to buy something, | don't see my ability to buy it.

1 et wild when othrs are angry with me.

1am an addict to smoking/liquor.

lignore others' grief even that of my close relations.

I often worry about something or other.

I become excited when I shake hands with the apposite sex.

loften feel ashamed when I recall my behaviour in different sitations.

. My anger keeps surfacing often even when there is no provocation.

10. 1 often do not understand others’ emotional disturbance.

1. Talways feel guilty when Ilook back at my past.

12,Ina get-together 1 feel [ am ignored.

13, In a get- together I make extra effort and strain myself to make myself important
14, In a get — together when somebody makes fun of me, I do not know how to react.
15. | regulariy get anxious about my official commitments.

16, My failures always haunt me.

17. Ibecome jealous about the people, who are doing well.

18, In my life, stress is something that never ends.

19, Thave a character problem and I am not able to tame'it.

20, 1 feel lonely and depressed every now and then.

21, When ina crowd, I want to speak only to select people.

22.1am uncomfortable with my body language.

23,1 often feel I should remain silent when ina group.

24, When | see people around, I try to avoid meeting them.

25,1 switch on the Television whenever a problem looms large in front of me.

% for “True™ Interence
0 Excellent
12 Good
4 OK you can improve your
- ‘Emotional Intelligence.
Ll ‘You can only manage yourself.
110 You should immediately pay
attention to your emotional health.
[0 above ‘You nced counseling.
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Success

1Fyou really want to succeed, form the habit of doing things that failures don't like to do.
- Anonymous

‘Success is not an accident. It is the result of your attitude and your attitude is a choice. Hence
success is a matter of Choice and not chance.

‘The secrets of success can be leamt from the ife histories of successful people. Successful
‘people have certain qualities in common no matter which period of history they lived in, and no
matter what their fields of endeavor.

SUCCESS MANAGEMENT

‘There are various professions, which have a “high -defeat” rate leading to greater possibilities
for “defeat” rate leading to greater possibilites for “depression.” For example, managing people

s something that is likely to bring despair and frustration to a large number of managers. No
‘matter how much one motivates, counsels, mentors or leads by example, every manager i likely

10 encounter some unyielding hard nuts.

Everyone, imespective of their biological, social and occupational differences, is interested in
success, Some purste it vigorously, while others pray for it peevishly. What is success? How is

it realized? I it reward to hard work or ntelligence or luck? Wil success questions. Particularly,
those managing organization are very much worried about this elusive phenomenon. i

SOME OBSTACLES TO SUCCESS (REAL OR IMAGINED)

* Ep

* Fearof filure’ success; lack of self- steem
+ Nopln

* Lackof formalized goals

o Life changes

* Procrastination

« Family responsibilities

* Financial security issues

* Lackof focus, being muddled

 Giving up vision for promise of money

* Doing too much alone

* Over commitment |
* Lack of commitment

* Lackof training }
o Lackof persistence

o Lackof prioies. !

(IVER COMING OBSTACLES

People who bave overcome obstacles are more secure than those who have never faced them.
We all have problems and sometimes feel discouraged. Everyone faces disappointments;
bul winners don't gt disheartened. The answer is perseverance.

An English proverb says, “A smooth sca never made a skillful mariner.” Everything is
diffiult before it becomes  easy. We cannot run away from our problems. Only losers quit
ind give up.

Cholces and Compromises

We all have this great ift and along with this the work that in our life we have choices and
campromises. At one point or the other all of us are at a verge that whether to go for this
“plion or the another one. Each and every choice we make have an impact. We are all free to
make our own choices but as soon as we make a choice or a decision it starts controlling us.
That i the reason that we are always taught that make wise choices. It all depends on us that
n which direction we are leading our i to. Even if sometimes the choices we make might
il be correet, but giving control to those decisions which effect us might not be right.

Also life is not only about the fun and joy,it s also fll of problems and sadness. Sometimes
we face those things about which we haven't even dreamt of and everything which is
balinced in our ife goes up and down. Even in the lfe of most generous and genuine people
some (hings happen which are out of their control and are too bad. But all we can do is
compromise at that point of time.

s 50 true that we camnot control the situations in our life but we can control our reaction
{owards them. Choices are ours, whether we come out with flying colors or struggles.

ts not he state in which we are going to depict how strong our soul is, but i’s the behavior or
e courage to handle the situations that would determine that are we successful in thinking
Dt and living better.

“Lifle s not about althe joy and butterflies but s about the choices and compromises we
ke’

{ulltles that make a person successful

1. Desire
The molivation to succeed comes from the buming desire to achieve a purpose. Napoleon
Hill wrote, .
“ Whatever (he mind of man can conceive and believe, the mind can achieve.
1. Commitment
Try not to become a success, but rather try to become a man of value.
- Albert Einstein
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3. Responsibility
A duty which becomes a desire will ultimately become a delight.
Peaple with character accept responsibilities. They make decisions and determine their
own destiny in life. Accepting responsibilities involves taking risks and being
accountable, which is sometimes uncomfortable.

4. (Hard Work)
Successful people ask how much work, not how little work they ask how many hours,
‘ot how few. The best musicians practice every day, often for hours. Winaers don’t need
to apologize for winning because they work long and hard.

5. Character
Character is the sum total of a person'’s values, beliefs and personality. It is reflected in
our behavior and in your actions. It needs to be preserved more than the richest jewel in
the world. To be a winner takes character. George Washington said, “ I hope I Shall
always possess firmness and virtue enough to maintain what I consider the most valuzble
of all itls, the character of an honest man.”

6. Positive Believing
Having a positive attitude and being motivated is a choice we make every day. Living a
positive ife is not easy; but then neither is negative living, Given a choice, I would
rather go for a positive living, positive thinking helps you use your abilities to the
fullest.

7. Give more than you get
Itis easy to succeed today. If you want to get ahead in life, go the extra mile. There is no
competition on the extra mile. Are you willing to do a little more than you get paid for?

i How many people you know are willing to do a little bit morc than what they get paid
| for? Hardly any,

| Mast people don't want to do what they get paid for and a sccond category of peaple
| want only to do what they can get by with. They fulfill their quotas just to keep their

jobs. Only a small fraction is willing to do a litle bit more than what they get paid for. *

Why do they do more?
‘The advantages of doing more than you get paid for are:
¢ You make yourself more valuable, regardless of what you do and where you
work.
* ltgives youmore confidence.
* People start looking at you as a leader.
* Others start trusting you.
¢ Superiorsstart respecting you.
o It ‘breeds loyalty from both your subordinates and your superiors.
¢ ltgenerates cooperation.
# Itproduces pride and satisfaction.

If we go the extra mile, where is the competition?

Hard working people are in demand everywhere regardless of age, experience or academic
ulfications. Hard ~working people:

Can work without supervision

Are punctual and considerate

Listen carefully and carry out instructions accurately.

Tell the trth

Don't sulk when called upon to pitch in at the time of an emergency.
Are result oriented rather than task oriented.

Are cheerful and courteous.

Afe a willing to Be a student - Get a mentor

A mentor or a teacher is a person whose hindsight can become your foresight. Look for
someone who can mentor you. Choose your mentor carefully. A good mentor will guide
il give direction, whercas a bad mentor will misguide. Show respect. Be an interested
Hudent, An interested student gets the best out of a teacher.

The best teachers will not give you something to drink, they will make you thirsty. They will
Jut you on a path to seek answers.

Giving back to society

(Gilve back to those that built the path for us

WENEFITS OF GIVING BACK TO SOCIETY

1t orentes o focling of gratitude:

1 Giving encourages a culture of giving

1 Stiengthens communities and nations

A Alleviates poverty, struggling and suffering
4 ft el you o share resources
44 reates u nation of emotionally aware people
1 #ravides poople with the building blocks for their future development
A Yo will grow as a person

9 1ijoy the health benefits of giving back

10,1 feels good to give

11, Meet others

1 Tabe the lead

11 Shsie expertise

14 disptove skills—or leam new ones

14 Fiad new opportunities

16 Dievelop and grow as a person.

1 Claln s new perspective.





image57.jpeg
18. Know that you're needed.
19. Boost your self-<steem.
20 Help keep carth beautiful

Giving bck o fmily

1.Be grateful to them for whatever they have done for you.

2) Engage in regular and positive conversations with them.

3)Keep your life uncluttred and show them that you arereaxed, keeping well and enjoying
yourlfe. Your wellbeing is always their prime criteria.

) Take their counsel and opinions on mater of importance where hey cen hlp you. This will
give them immense happiness that they really matter a lot for you.

5)Presentthem things that they ke very much. I could b any catale ting, book oranthing
else, This willhow your passion to them and make them satsied

6) Let your neighbours, friends, collcagues and relatives speak very good of you to them.
‘Whenever they hear from others that you are truly a good person, well mannered, cultured etc. it
il il thei hearts with pride and immense satisactionof having parented you it well,

7) Pay for your younger siblings and for your parents” bills
Importance of giving back to colleges and schools

1.Giving Back' Does'tHave to Mean Money
Homan capial i jst as beneficial to the sustaind vialty of a university and can b justas
important, if ot more than urely fnancial suppor. Cllges e universies need both

2.Giving Back Makes Us Sharper, Too
Education is a never-cnding process. We continu to leam even after we graduate. And nothing
s often more apparent than when we give back o ouralma maters.

3Giving Back Helps Your Own Reputation
Whether it's giving our money or our time, we should all want to see our College or school
should thrive. Doing s0 can only help our owa lotin life.

4Karma and Networking

‘What about networking with the next generation? Giving back to your college can also help you
increase your own network, and there's no bettr place to start than with the students and alumni |
of your alma mater.

5.Are You Giving Back to Your Alma Mater?
Many of the benefits you get from college are intangible, and the things you give back aren't
always casy to measure. But one thing is clear: colleges and universites today are in desperate
‘need of both financial support and volunteer assistance from their alumni. And giving back now
can provide you with dividends for years to come.

4 Thie college and schools gave you so much to start with
Wi hink o my coleg, | have nothing butgood memoris. ook back and  think ofall the
g of my callege gave to me. You gave me  start, new friends, great experience, ife essons.

WAYATO GIVE BACK TO SCHOOLS AND COLLEGES
1 Yoluleer

1 e your sills

| Bhumat o charity,schools,colleges, family society
A Yehuntece with a local organization

| hive gift donations in honor of family and friends
Dot things you don't need

1 Ml credit card rewards

A Providing scholarship to help lower income students
1 Mentor current studeats

10 Volunteer to speak a events

11 Wi about your experiences

11 Visgnge in social media

11 il ou those lumn suveys

14 Keep in touch with your college organizations
14 Join your alumai organization

16, Talk o prospectve students

11 Text book donations

|1 Helping poor students in giving meals

19 Lead

10 Lend a Helping Hand

1. Hire Other Alumai for Internships or Jobs

11 Share Your Expertise

1. Refer Prospective Studeats

1 Communicate

11 Give What You Can
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COLLEGE HISTORY

Fatima College (Autonomous), Mary Land, Madurai, is
a Post Graduate and Research Institution for Women affiliated to
Madurai Kamaraj University. It is a Catholic Minerity institution
established and run by St. Joseph's Society of Madurai (of the
Congregation of the Sisters of St. Joseph of Lyon, France). This
institution came into existence through the tireless efforts of the
missionary sisters of St. Joseph of Lyon and the zeal and heroic
sacrifice of Rev. Sr. Rose Benedicta, the Foundress of the College.

The College was started in St. Joseph's school Campus
Madurai as a Second Grade College with 63 students in 1953. it
was upgraded into & Post Graduate College in 1964; Autonomous
in 1990 and a Research Institute in 2004. The College currently

offers 21 Undergraduate Programmes, 14 Postgraduate
Programmes, 2 Professional Programmes, and 6 Departments
have become Research Centres. Currently the college has a
strength of 4153 Students, 197 Teaching Staff and 91
Non-Teaching Staff.

The comprehensive assessment by NAAC in 1999
placed Fatima College in Five Star Status of merit. The College
strives to sustain excellence, qualty and relevance while
equipping the students to meet the demands of higher education
in India. In 2004, UGC confemed the status of “College with
Potential for Excellence”. In 2006 and 2013, NAAC Re-Accredited
the College with ‘A’ Grade. The College was ranked 94th inthe All
India NIRF Rankingin 2019 by MHRD.
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