
Lesson MS.55  

 

CREATING TIMELINES 

 

 

Unit.  
Stage Two of Development-WE  

 

Problem Area.  
How Do I Build Relationships with Others?  

 

Precepts. 
B2 Interact and work with others.  

 

National Standards. 
NL-ENG.K-12.12 - Applying Language Skills - Students use 

spoken, writ ten, and visual language to accomplish their own purposes. 

 

  

Student Learning Objectives. As a result of this lesson, the student will … 

 

      1   Define three components of quality communication. 

 

      2   Identify barriers to verbal and non-verbal communication. 

 

      3   Develop a two-minute message relating to agriculture with the three components of quality 

              communication. 
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Time. Instruction time for this lesson: 50 minutes. 

 

 

Resources  

 

       National FFA Essential Learnings, 2003. 

       Rickets, Cliff. Leadership, Personal Development and Career Success Second Edition United States of       

    America, Delmar Thomson Learning, 2003. 

 

Tools, Equipment, and Supplies  

 

    20 Crazy Communication cards-HS.55.AS.A with each description pasted on an index card 

    20 index cards 

    1 copy of HS.55.AS.A 

    HS.55.Assessment-one copy per student 

    HS.55.TM.A-one copy 

    HS.55.TM.B-one copy 

    Writing surface 

    20 sheets of unlined paper 

    15 markers 

 

 

Key Terms. The following terms are presented in this lesson and appear in bold italics: 

 

    Receive 

    Interpret 

    Deliver 

    Verbal 

     Non-verbal 

 

Interest Approach  

 

Crazy Communication Cards: Each card contains words that seem to have no connection. But when you say the 

words together, they sound out a phrase - i.e. leaf meal own = leave me alone) Students arrive, prepare the Crazy 

Communication Cards for the activity. Cut them out. Write the answers on the back of the cards. Divide the Crazy 

Communication cards into piles of five cards each. Once students enter the room, split them into groups of four by 

counting off around the room. Each group will get five cards. 
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Now that you are into your groups, I need you to choose the person with the longest hair. That person is the 

official cardholder for your group throughout this activity.  

When I say, "Go," the cardholder will hold up the cards one at a time. As a team, all of you need to read out loud the 

words exactly as they appear on the card and figure out the phrase on the card. You will know that you have the 

correct answer when the person holding the cards puts the card down. Once a team gets the correct answer, move onto 

the next card. You will have two minutes to Get through all of the cards. Ready? Go! 

Time the activity for two minutes. Stop the teams when time is up. 

 

Excellent job! Please take your seats and let's talk about the game that you just played. Tell me what was easier, 

to listen or to say the words?  

Possible answers are: to listen; because if you are saying the words, you cannot hear what they are supposed to 

sound like 

What is the best way to understand what is being said?  

Possible answers include: you need to listen to what is being said; you need to understand what is being said by 

listening to what is going on 

Today we are going to discuss how to win the communication game every day, so that our conversations do not 

end up being mad gabs! We will discover the components that make communication successful as well as the verbal 

and non-verbal components of communication. 
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SUMMARY OF CONTENT AND  

TEACHING STRATEGIES  

 

 

Objective 1. Define three components of quality communication. 
 

Activity:  

Draw a simple drawing before the class starts. Put this on an overhead transparency or flipchart, but do not reveal 

the picture until instructed to do so. This activity will be done in pairs. One student will attempt to draw the picture 

on the transparency using only the verbal descriptions of their partner.  

 

Okay, back on your feet. First, choose a partner. The tallest person on the team will be the describer and the 

shortest person on the team will be the artist. Artists, get a tear sheet from the pad and find a place to put it on the 

wall. You are not allowed to speak and you are not allowed to turn around. Describers, stand back to back with your 

partner. You are not allowed to see the tear sheet. Describers, your task is to describe the picture on the transparency. 

Artists, you have to draw it. You have three minutes.  

Reveal the transparency. Remember the describer is the only person who should be able to see it.  
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 Time three minutes. 

 

Let's have a look at your pictures.  

Many of the pictures will not be exactly like the example. 

For those of you who were the artists, why was this difficult for you to do?  

Possible answers are: because we could not ask questions; we could not look at the picture 

Now to the describers. 

Why was this challenging for you to complete?  

Possible answers include: because we could not look at the picture, we had to do something that was visual through 

hearing only 

Have any of you ever-experienced misinterpretation? How did it affect you?  

Possible answers include: I have experienced gossip, and it ruined a friendship 

Sometimes when we listen to what other people are saying, it is not as clear as we intended. We may send the 

right signal, but the end result may be misinterpreted. 

Let's talk about some ways to make sure you never send the wrong message, and what the receiver hears is exactly 

what you are saying? Everybody back to your seats. Here are three rules that will help us to avoid this problem. 

Repeat after me. Deliver. Interpret. Receive.  

Students repeat components 

 

Capture these thoughts in your notebook. 

 

                      I. Three components of quality communication  
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                          A. Deliver: to give the verbal or non-verbal information to someone else 

                         B. Interpret: decoding and understanding the information that is given 

                         C. Receive: to get the verbal or non-verbal information from someone else  

Use Motion Moment to review key terms. 

Objective 2. Identify the benefits of time management. 

Look at the posture of the students in the room. Choose a student who looks engaged in the lesson and a student who 

looks distanced from the lesson, all based on body language. Use those students in the following example. 

I know something about how you feel about this class just by looking at you. I can tell if you are enjoying class 

or wishing you were somewhere else, just by the simple art of observation. 

Can anyone tell me whether ____________________ is enjoying class or wants to be somewhere else? Enjoying 

class 

What about ______________________________? Is he/she enjoying class? No, they look bored. 

What did I observe about you to lead me to those conclusions? 

Body language 

Copy this information into your notes. There are two types of communication. Those are verbal and non-verbal 

communication. 

 

II. Two types of communication  

    A. Verbal spoken communication  

         1. voice fluctuation, not monotone     

         2. speed or rate; how fast you talk  

         3. clarity and articulation 

    B. Non-verbal body language and expressions 

         1. hand gesturesâ€”not too big 

         2. feetâ€”not moving too much or too little 

         3. facial expressions 

         4. posture 

         5. eye contact 

         6. movement  

Think of a really great public speaker. This can be someone you have seen give a speech on TV, like the 

president or an anchor person on the news. I would like for you to take a few seconds and write in your notebook the 

verbal communication skills that made the speaker so great. Begin. 

Count 15 seconds 

 

Letâ€™s have some volunteers share their answers. Iâ€™ll capture them on the writing surface.  

Possible answers are: strong voice; could make their voice get softer and louder to make points; easy to listen to 

We are going to repeat the activity again, but this time I want you to focus on the non-verbal communication 

skills that make for a great speaker. 

Count 15 seconds 



Count 15 seconds 

Once again, Iâ€™ll take answers from volunteers to add to our list on the writing surface.  

Possible answers: facial expressions to make the content funny; standing up tall or crouching to emphasize points; 

walking and moving on stage; using arms; eye contact with the audience 

To review these two concepts, letâ€™s think of motions for verbal and non-verbal. Letâ€™s do the duck mouth 

with our hand for verbal, and cross your arms for non-verbal? Everyone, practice these motions with me. 

Walk back to the first part of the lesson. We are going to review the three components of communication, but we need 

to stand up. Follow me in performing these motions. 

Deliver with a shoving motion, like throwing a basketball Interpret with an open book hand motion. Receive with 

your arms crossed with fists on your shoulders, in front of your chest. 

We also talked about two types of communication. Those types were verbal and non-verbal. 

Now that we have learned the basic skills of communication, letâ€™s put those skills to the test. 
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 Objective 3. Develop a two-minute message relating to agriculture with the three components of quality 

                             communication. 

 

III. Develop a two-minute agricultural message to be presented in class  

     A. Non-verbal should contain good posture  

     B. The message should be able to be interpreted by all members of the audience; therefore, the content           should 

be informative and easy to understand  

I have a challenge for each of you. To truly show your classmates and me what you know about communication, 

you will create a two-minute agricultural message. You are the experts in agriculture. You can discuss cows to plows, 

science, or business technology. What would you tell an audience who knows very little about agriculture? Research 

statistics and facts about our area, as well as our state to include in your speech. Use the Internet, resource books, or 

farm magazines. 

A good example of what I am looking for is a commercial on a radio station. Think of our local agricultural station. 

What would they have on a radio message on a â€œregularâ€� radio station? If you have any questions, feel free to ask 

me and I will be glad to help you. You must include all components of the communication process, which are what? 

Deliver, interpret, and receive. 

You will present your agricultural message in class tomorrow. I will grade you based on your ability to share the 

information so that we can all understand it, as well as your non-verbal communication skills in presenting the 

information. I will grade you on the content of your message; however, I am focusing more on your communication 

skills. 

You are now prepared to go into the world confident about your communication skills! I challenge you to think of the 

three components of communication, and how important each component is to positive, clear communication. 
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 Review/Summary  

 

Use a Hole in One Moment for review  

Add the motions from the sections above to help enhance the review 

Application  

 

Extended Classroom Activity:  
 

Students are to prepare a two-minute speech for homework and present it to the class the following day. The speech 

should include the communication components discussed in class. 

 

 

FFA Activity:  
 

Students will participate in a CDE that allows them to communicate with others, such as general livestock judging or 

public speaking. 

 

SAE Activity:  
 

Students will give a brief summary of their summer SAE experience when they return to school from summer vacation, 

utilizing the communication components. 

 

Evaluation  
 
HS.55.Assessment.A 
 

Answers to Assessment:  
 
1. Verbal (spoken communication) and non-verbal (body language and characteristics) 
2. Deliver, interpret, and receive  
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MS.55.Assess Name: _________________________________ 

 

 

CREATING TIMELINES 
 

 

 

True or False  
 

Instructions: Read each statement and decide if it is true or false. Write the word â€œtrueâ€� or 

â€œfalseâ€�  

beside each statement.  
 

____________1. Time management is defined as an efficient use of time to achieve important goals or 

                  tasks. 

 

____________2. Prioritizing tasks or goals is not an important part of time management. 

 

____________3. A benefit of time management is having more free time to work on activities you enjoy 

                  doing. 

 

____________4. The 1-2-3 planning system is a strategy to help you prioritize tasks. 

 

____________5. Timelines are not a logical tool for helping you tackle your goals or tasks. 
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 MS.55.TM.A  

INSTRUCTIONS: 

 

 

 

You have three minutes to complete the follow-  

ing sentence and write a supporting sentence to  

create a story.  
 

 

 

 

My day didnâ€™t begin the way I intended.  

I am already behind schedule.  

I have only 24 hours!! I â€¦  
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 MS.55.TM.B  

 

 

 

Use the appropriate color of crayons to color in  

the activities you do that relate to the following  

categories:  
 

      Red: Social activities  
 

      Blue: Sleeping or resting  
 

      Green: Time spent with friends or family  
 

      Yellow: Educational time  
 

      Orange: Entertainment timeâ€”watching  

TV, playing video games, surfing the net,  

etc.  
 

      Pink: Sports or exercise activities  
 

 

 

Amount of time spent on each category:  

Social 

Activities 

Sleeping or 

Resting 

Family or 

Friends 

Educational 

Time 

Entertainment 

Time 

Sports or 

Exercise 

            

 

 

 

 

11 



 MS.55.TM.C  

BENEFITS OF 

TIME MANAGEMENT 

 

 

 

 

      Enables the completion of assignments in a  

timely manner  
 

      Allows for more free time  
 

      Allows for more time for important tasks  
 

      Allows one to develop and conquer short-  

term and long-term goals  
 

      Enables the development of marketable skills  

for employment purposes  
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 MS.55.TM.D  

WHAT IS 

TIME MANAGEMENT. 

 

 

 

 

Time management is the efficient use of time to  

achieve important goals or tasks.  
 

 

WHAT STRATEGIES CAN I USE  

TO HELP PLAN AND MANAGE  

MY TIME. 

 

 

 

The 1-2-3 planning strategy  
 

      Step 1: Know what you have to do  
 

      Step 2: Know the amount of time you  

have to complete a goal or task  
 

      Step 3: Know what you have to do in  

order to achieve it in the time you have  

available  
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 The questioning method strategy  
 

      Ask the following questions for every goal or  

task:  

            Who.  

            What.  

            When.  

            Where.  

            Why.  

            How.  
 

The do and donâ€™t strategy  
 

      Donâ€™t do the activity if it does not help you  

achieve your task or goal  

      Do it quickly, and do not procrastinate  

      Do it in steps to ensure you will complete the  

goal and task  
 

THE TIMELINE STRATEGY 

 

 

 

A timeline is a logical order in which to tackle  

the goal or task you must complete.  
 

      Create a to-do list  

      Prioritize the to-do list from most important to  

least important  

      Tackle each task and cross it off when it is  

completed  
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 MS.55.TM.E  

INSTRUCTIONS: 

 

 

 

You have three minutes to complete the follow-  

ing sentence and write supporting sentences to  

create a story.  
 

 

 

My day didnâ€™t begin the way I had intended.  

I am already behind schedule.  

I only have 24 hours!! I â€¦  
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MS.55.TM.F  

INSTRUCTIONS: 

 

 

 

Fill in each time slot with the activity you per-  

form during that time on a typical day.  

TIME ACTIVITY TIME ACTIVITY 

12:00 am   12:00 pm   

12:30 am   12:30 pm   

1:00 am   1:00 pm   

1:30 am   1:30 pm   

2:00 am   2:00 pm   

2:30 am   2:30 pm   

3:00 am   3:00 pm   

3:30 am   3:30 pm   

4:00 am   4:00 pm   

4:30 am   4:30 pm   

5:00 am   5:00 pm   

5:30 am   5:30 pm   

6:00 am   6:00 pm   

6:30 am   6:30 pm   

7:00 am   7:00 pm   

7:30 am   7:30 pm   

8:00 am   8:00 pm   

8:30 am   8:30 pm   

9:00 am   9:00 pm   

9:30 am   9:30 pm   

10:00 am   10:00 pm   

10:30 am   10:30 pm   

11:00 am   11:00 pm   

11:30 am   11:30 pm 
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 MS.55.AS.A Name: _______________________________________ 

 

 

 

 

Instructions: You have three minutes to complete the following sentence and write a sup-  

porting sentence to create a story.  
 

My day didnâ€™t begin the way I had intended. I am already behind schedule. I only have 24 hours!! 

Iâ€¦ 
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 MS.55.AS.B Name: _______________________________________ 

 

 

 

 

Instructions: Fill in each time slot with the activity you do on a typical day.  
 

TIME ACTIVITY TIME ACTIVITY 

12:00 am   12:00 pm   

12:30 am   12:30 pm   

1:00 am   1:00 pm   

1:30 am   1:30 pm   

2:00 am   2:00 pm   

2:30 am   2:30 pm   

3:00 am   3:00 pm   

3:30 am   3:30 pm   

4:00 am   4:00 pm   

4:30 am   4:30 pm   

5:00 am   5:00 pm   

5:30 am   5:30 pm   

6:00 am   6:00 pm   

6:30 am   6:30 pm   

7:00 am   7:00 pm   

7:30 am   7:30 pm   

8:00 am   8:00 pm   

8:30 am   8:30 pm   

9:00 am   9:00 pm   

9:30 am   9:30 pm   

10:00 am   10:00 pm   

10:30 am   10:30 pm   

11:00 am   11:00 pm   

11:30 am   11:30 pm   
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MS.55.AS.C Name: _______________________________________ 

 

Instructions: Based on the scenario provided, prioritize these tasks by placing a number  

next to each task in the order in which you would complete it.  
 

Today is November 11, and it is 3:00 p.m. This is a list of things I need to get completed. Help me 

prioritize my to-do list. 
 

      A. Complete my science fair project due November 14 

      B. Play my video games 

      C. Complete my English paper due tomorrow 

      D. Attend soccer practice at 4:00 p.m. 

      E. Call Sally to talk about her boyfriend 

      F. Help Mom with dinner at 6:30 p.m. 

      G. Watch TV 

      H. Complete my homework 

      I. Take a shower 

      J. Clean my bedroom 

 

Using the chart provided below, in the column headed â€œList Order,â€� write the letter of the task in 

the order you would complete it to most efficiently accomplish the activities required on the to- 

do list. In the column headed â€œReason,â€� provide a brief explanation for your choices. 

 

List Order Reason 
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 MS.55.AS.D Name: _______________________________________ 

 

 

 

 

Use the appropriate color of crayons to color in the activities you do that relate to the fol-  

lowing categories:  
 

â€¢ Red: Social activities 

 

â€¢ Blue: Sleeping or resting 

 

â€¢ Green: Time spent with friends or family 

 

â€¢ Yellow: Educational time 

 

â€¢ Orange: Entertainment timeâ€”watching TV, playing video games, surfing the net, etc. 

 

â€¢ Pink: Sports or exercise activities 

 

 

Amount of Time Spent on Each Category:  

Social 

Activities 

Sleeping or 

Resting 

Family or 

Friends 

Educational 

Time 

Entertainment 

Time 

Sports or 

Exercise 
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