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W=y Step Three

g,‘ Manage Your Time Well

With good time management, you have time for the things you
need to do, and you still have time for the things you want to do.

Use class time and study halls. Always use the time teachers give
you in class to start on homework, ask questions, or get help.

“If [ use my study hall and the time teachers give us in class, | don’t
have nearly as much homework to do at night.” Marcus

Create your own study plan. Some students study best at night.
Others study better earlier in the day. Many students also have sports,
activities, or other responsibilities they need to work around.

At the end of each school day, figure out how much —
time you have available, look at how much homework .
you have, and then develop a study plan. To keep your- -
self organized and “on track,” have a study plan in mind 1
before you get home from school each day.

Prepare for disruptions. Identify anything that could interrupt or
ruin your study plan. Then figure out how to eliminate or avoid it.

“l used to get interrupted by phone calls. Now [ tell my friends not to
call until 9:00 - | just make sure that my homework’s done by then.” Kate

“| can’t start watching TV until | have all of my homework done. £ |
turn on the TV, my homework probably won’t get done.” John
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» Use class time and study halls.
» Create your own study plan.
» Prepare for disruptions.




[‘ﬂlg" Step Four
LJ/ Be Successful in Class

Ifyou follow the advice in this section, you’ll enjoy school more
and you’ll get better grades.

Be in school, on time, every day. When you miss school, you miss
class presentations, notes, discussions, assignments, quizzes, and tests.
It doesn’t matter how good you are about making up your work, you
can never make up all of what you miss, even if you're out of school
for only one day. To get good grades, you must be in school every day.

Unless you have an extended illness or a serious health problem,
you should miss no more than a few days of school a year.

Learn how to adapt to different teachers.

In the classroom, the teachers are in charge
and they make the rules. You might have one
teacher who counts you tardy if you’re not in your
seat when the bell rings, and another teacher who
considers you on time if you have one foot inside the door. It doesn’t
matter whether or not you agree with the first teacher’s rule; it only
matters that you are in your seat when the bell rings.

Part of your education is to learn how to adapt to different sets
of rules, personalities, and teaching styles.

“It’s really important to know your teachers and to know what
they want. Do they give points for participation? Are they strict
about rules? Do they grade homework?” Brad

Be prepared for each class. Have everything you need with you
when you go to class (books, paper, pencils). Also have all of your
homework done. When you've done your homework, you get more
out of the class, the material being taught makes more sense, and you
can participate in discussions. If you haven’'t done your homework,
you may not even understand what your teacher is talking about.

Being prepared also means that you come to class well rested and
ready to learn.



Sit in the front of the class, if possible. It’s easier to pay attention
and stay involved when you sit in the front of the classroom. If you
have a problem paying attention, ask your teacher if you can sit close
to the front.

Be aware of your body language. This counselor’s -

story illustrates the importance of body language. &

uLLy |
,. )

One day a student named Jason complained to me that his
English teacher always picked on him. Jason told me that he never
talked out in class, always did his homework, and did everything his
teacher asked him to do.

The following week, | went into Jason’s English class to talk about
scheduling. Jason, who was sitting in the back row, never spoke out
of turn, never talked to his neighbors, and he did everything he was
supposed to do. Nevertheless, as my presentation went on, | became
more and more upset with him. Why? Because of his body language.

Throughout the period, Jason would look at his friends and roll
his eyes, or he’d slump his shoulders, let his head drop back, and
then he’d sigh. Jason’s behavior was clearly saying to me, “This
is stupid and boring, and | don’t want to do this.” | found Jason’s
behavior distracting and irritating. OF course, | also found out why
Jason and his English teacher weren’t getting along.

The next day | called Jason into my office and explained to him
what | had observed the previous day. Jason was fruly surprised that
[ had even noticed him in the class.

What Jason didn’t understand is that when teachers are up in front
of a classroom, they see everything. They know who is paying atten-
tion, who’s taking notes, and who is listening to the class discussion.
They also know who is doing homework for another class, writing
personal notes, daydreaming, and “napping” (even when students
think they have their hands and books set up to hide it).

If you choose to do these things, don’t kid yourself into think-
ing that your teachers don’t notice, even if they don’t say anything.
Teachers notice, and they just assume that you don’t care about what’s
going on in their class. It’s not enough for you to say that you want to
get good grades; your body language has to communicate this also.



Always do your homework. Don't look at homework as something
you should do. Think of it as something you must do. Since a large
portion of your grade is usually based on homework, - —

your grade drops every time you miss an assignment, | FOMEWORE |
Complete all of your homework on time and, when- A |

ever possible, do extra credit work.

“If you don’t do your homework, it kills your grade!” Brad

Be a good group member. Knowing how to work well in a group
is very important. Whether you're working on a school project, in-
volved in an extra-curricular activity, or working at a job, you need
to be able to get along with the other people in the group. Whenever
you’re involved in a group project, do the following:
1. Do your share of the work and do it well.
2. Try to be open to new ideas.
3. Support the other members of the group.

Participate in class. Participating in class makes the
class more interesting. It also helps keep your mind
focused. Ask and answer questions, and get involved
in class discussions. Many teachers give participation
points, so participating can also help you get a better grade.

“If | tune out, the class goes on forever. If | participate, the time
goes a lot faster.” John

Treat others with respect. Treat your teachers and classmates the
same way that you want to be treated. Be polite, look at your teachers
when they’re speaking, and listen when others are talking. Also, be
very aware of your tone of voice. The same words, in a different tone
of voice, can communicate a very different message.

Remember that teachers are people too. They like having students
say hello to them in the halls and they appreciate it when students
show an interest in them. If a teacher’s been out ill, a simple com-
ment like “T hope you're feeling better” can brighten that teacher’s day.

“Teachers want you to talk to them - it lets them know that you're

interested and that you care. Teachers are busy though, so if you
have a question or problem, see them before or after class.” Maria



Involve your parents. When your parents ask what you did in school,
tell them something about your day. For example, “Well, in English
we just started reading this new book about...” Your parents will like
the fact that you're talking to them about what’s going on in school.

A good way to involve your parents is to ask them for help every
once in awhile. You could, for example, ask a parent to read over a
paper you have written, listen to a speech, or help you study for a test.
You’'ll get better grades, and your parents will see that you’re really
trying to do well in school.

If you ever have a problem with a teacher, class, or another student,
let your parents know. They can help you deal with any situation or
problem.

Take responsibility for your grades. If you get a good grade on an
assignment or test, be proud of your accomplishment. If you receive
a poor grade, don’t make excuses. Take responsibility for your grade
and then figure out how you can get a better grade next time.

Always do your own work. You'll learn more, and your grades
will be something you can really be proud of.
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\"__—" Be Successful in Class

> Be in school, on time, every day.
Learn how to adapt to different teachers.
Be prepared for each class.
Sit in the front of the class, if possible.
Be aware of your body language.
Always do your homework.
Be a good group member.
Participate in class.
Treat others with respect.
Involve your parents.
Take responsibility for your grades.
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X 7 Step Five
£ 7 /' Take Good Notes

Tests usually cover material that has been presented in class.
It is, therefore, important to have good notes from which to study.

Be an active listener. In order to take good notes, you must pay at-
tention and actively listen to what your teacher is saying.

Kylie is listening to the radio while she’s getting <5
ready for school. The DJ plays several songs, and then ~
he announces that he’s going to play a new song by =9

kylie’s favorite artist. As soon as she hears this, Kylie
sits down next to the radio and listens carefully to the song. She tries to
hear every word so that she can understand the meaning of the lyrics.

In this scene, Kylie went from passive listening to active listen-
ing. When you're actively listening in class, you aren’t just hearing
the words the teacher is saying, you're also thinking about and trying
to understand the information that’s being presented.

Take notes to help you pay attention. You can think much faster
than anyone can talk. This is one of the reasons that your mind some-
times wanders when you're in class. When you take notes, however,
your mind has something additional to do, and you don't

have time to think about anything else. Taking notes, p .
therefore, helps you stay focused. Taking notes, of st

course, also shows your teacher that you are interested .
in the class and that youre paying attention. J,E:; ]

Recognize important information. You can usually tell when a
teacher’s saying something that’s important for you to know. Teachers
will often speak louder or slower, or they’ll say something like “the
main point,” “the most important outcome,” or “the biggest reason.”
Of course, anything a teacher writes on the board or overhead should
be considered very important. In your notes, underline or put a star
beside the most important information. You’ll then know to give it
special attention when you're studying later.

“I highlight anything in my notes that’s really important.” Marcus
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Take notes that are easy to read.

» Put the name of the class, the date, and the page number at the
top of each page of notes. It will help keep your notes organized.

» Put the subject of your notes at the top of the page.

» Skip lines between topics and only use one side of the paper. Your
notes will be neater, and they’ll be easier to read. You'll also have
space if you want to add something later.

» Use symbols and abbreviations whenever possible. The following
symbols will help you take notes faster.

= same or equal T up or increasing w with

# notequal } down or decreasing w/o without

> greater than — resulting in w/in within

< less than * most importantly b/c  because
~ approximately eg for example v very

". therefore ie thatis esp especially

» Don't worry about grammar or punctuation.

» Leave a wide space or margin on the left side of each page. As
you're taking notes, listen for key words. When you hear a key
word, write it in the left-hand margin. Key words . -
(topics, people, places, events) help you organize é};};w_ﬁf,_
your thoughts, and they make your notes easier to =" "v.szS“-‘p

understand. Key words can also help you review for '

a test. Just cover up your notes, look at each key word, \\

and test yourself to see what you can remember about that @

topic, person, place, or event.

Go over your notes as soon as possible. While the information is
still fresh in your mind, take five minutes to go over your notes. Fillin
the spaces, rewrite anything that’s confusing, and put a question mark
by anything you don’t understand. Also, make sure that all of your
key words are written in the left-hand margins. Of course, as you're
going over your notes, you're “fixing” the information in your memory.

If you are really serious about getting the best grade possible in
a class, completely redo your notes. Eliminate the unimportant in-
formation and rewrite the rest of your notes using your own words.
Your notes will be much clearer, and as you rewrite them, you’ll also
be learning the material. This is time consuming, but it pays off.
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Get copies of class notes if you are absent. If you miss a class, it is
your responsibility to ask your teacher about assignments, handouts,
and tests. It’s also your responsibility to make up any work that you've
missed. Do not just assume that your teacher will tell you if theres
something you need to know or do. Also, get copies of any notes you
missed and put them in your notebook as soon as possible.

“If | know I’m going to miss school, | try to get work ahead of time.
It I’'m out sick, | make sure to get the work and the notes | missed
the very next day. | really try not to miss school though - it’s such a
pain to make things up.” Greg

Step Five

Take Good Notes

> Be an active listener.

» Take notes to help you pay attention.
> Recognize important information.

» Take notes that are easy to read.

> Go over your notes as soon as possible.

> Get copies of class notes if you are absent.
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