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Dear Student,

There are hundreds of study tips available  

online and in study skills books.  For this  

booklet, we have chosen the most important, 

and the very best, tips and strategies to help 

you succeed in 5 key academic areas.  

If  you follow the tips and strategies in this 

booklet, you are sure to get more out of your 

classes—and get better grades.

Here’s to a great school year!

You probably already do many of the things 
discussed in this booklet. There will be some 
tips, however, that will remind you of things 
you need to work on, and there are bound 
to be some new ideas. 

Read through all 5 steps and look for tips 
that will help you become a better student.
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5
Steps To

Academic
Success

STEP             Be Organized     4

STEP        Be a Class Act    6

STEP        Read to Learn  10

STEP        Study Smart  12 

STEP        Ace the Test  14
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Be Organized
Being organized saves you time, and it 
makes you feel like you’re on top of things.  

Use a student planner
Using a student planner every day is the #1 way to stay organized. 
Take your planner to every class and record the following:

 Daily assignments, quizzes, and tests
 Important dates (exams, holidays, special events, etc.) 
 Activities and appointments

Have a plan for papers
Whether you use folders or binders, the important thing is that you 
have a system for organizing your papers. This includes throwing out 
papers you don’t need, and putting those you want to keep in a file 
at home.

Use a 3-ring notebook for class notes
Have a three-ring notebook for each subject,  
or one large notebook with tabs for multiple  
subjects.

Make To Do lists
Each night, make a To Do list for the next day.   
Put the most important tasks at the top.   
Cross things off as they get done, and put any  
unfinished tasks on the next day’s To Do list.

Get organized  before you go to bed  
Each night, put completed homework in the correct folder or binder 
and get everything organized for the next day. If there’s something 
you need to remember to do in the morning, leave yourself a note.
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Organization Tips

Pre
vie

w



5

   Combine tasks
 Start your homework on the ride home from school, or practice  
 a speech while you’re cleaning your room.

 Limit games, TV, and time online
 Texting friends, watching TV, spending time on social media sites,  
 and playing video games are fun, but if you’re not careful, you can  
 waste a lot of time on these kinds of activities.

   Don’t overschedule
 If you feel that you’re doing more than you can handle, look for   
 activities that you can eliminate or postpone. Remember, you also  
 need some time to just relax.

We all have 24 hours a day / 168 hours a week.  
How you use your time is called time management.

Manage Your Time

Time Management Tips

Sleep

School

Everything
   Else

Use study halls and free time in class
If you use the time you have during the school day to start 
on your homework, you’ll have much less to do at night.

Use these tips to make the best    
use of the time you have available.

• Homework / Studying
• Activities / Hobbies
• Eating
• Sports / Exercise
• Work / Chores
• Friends and Family
• Relaxing

During the week, most students  
        are in school about 8 hours a day 
        sleep about 8 hours each night
        have 8 hours for everything else

When you use your time wisely, you have        
time for the things you need to do, and you 
still have time for the things you want to do.
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1.   Have all homework done
In many classes, homework is a significant portion of your 
final grade. Don’t think of homework as something you 
should do—think of it as something you must do.

Be a Class Act2
If you get the most out of the time you spend in 
class, you’ll have a lot less to learn on your own.

Be in class every day. Attendance is the #1 success factor!  

I do this
I need to 

     
  work on this

3.  Participate in class
Participating in class makes the class more interesting,
and it helps keep your mind focused. Ask questions,            
volunteer answers, and participate in class discussions. 

2.  Have a positive, “can-do” attitude
Believe in yourself and in your ability to succeed. 
Use positive self-talk to help boost your confidence 
and stay motivated.  (“I’m smart. I can do this.”)

Step

7  things you need to do to succeed  
in your classes

For each of the seven items below, check the  
box to indicate if this is something that you do      
consistently, or something you need to work on.  

“When I tune out, the class seems like it goes on forever.    
When I participate, the time goes a lot faster.”  Benjamin

“If you don’t do your homework it kills your grade.”  Sophia
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4.  Be an active listener
When you are actively 
listening in class, you aren’t 
just hearing the words that are 
being said, you’re also thinking 
about and trying to understand the 
information that’s being presented.

5.  Be respectful
We all want to be treated with courtesy and respect. Treat 
your teachers and classmates the same way that you want     
to be treated.

6.  Be aware of body language
A boy slouching in his seat is saying he’s bored and that he 
doesn’t care about what’s going on in the class. If you want 
to succeed, make sure your body language shows it (sit up 
straight, look at your teacher when he/she is speaking, etc.).

7.  Ask for help
If you’re having difficulty with a class, talk to your teacher.       
If there is something else that’s making it difficult for you        
to succeed (e.g., a bully, problems at home, a health issue), 
see your counselor.

I do this

Look over the items that you indicated you need to 
work on. Think about what you can do to improve in 
each of these areas.

TAKE STEPS TO IMPROVE

I need to 

     
 work on this

“Teachers are usually happy to help you if you need it, but you 
have to ask.”  TylerPre
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 Use three-ring notebooks . If you miss a class, you can insert               
 a copy of the notes where they belong. 

 Start a new page for each class. At the top of the page, write the  
 class, date, page number, and the topic of your notes.

 Use only one side of the paper and skip a line between topics.   
      Your notes will be easier to read and understand, and you’ll have    
 room to add information later.

 Use symbols and abbreviations  to take notes faster, and don’t   
 worry about punctuation or spelling.

 Underline or highlight  the most important information.

 

1. Having good notes will help you do                    
  better on tests.
Tests usually cover material that’s been presented
in class, so having good notes to study from can 
significantly improve your test grades.

2.  Taking notes helps you pay attention.
You can think much faster than anyone can talk.   
This is one of the reasons your mind sometimes wanders when you’re 
in class. Taking notes helps you stay focused.

Why Class Notes are Important  

How to Take Organized Notes 

Be a Class Act (continued)
2

Review your notes after every class to clarify 
information and fill in spaces.

Step
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Use Key Words in Your Notes
Using key words (topics, people, events) will help you organize  
your thoughts, and make your notes easier to understand.

Leave a wide margin on the left side of each page for key words.  
As you take notes, write the key words in the left-hand margin.

Key Words can help you study 
When studying for a test, cover 
up the right side of your notes, 
look at each key word, and test 
yourself to see what you can 
remember. 

Studies have shown that about 50% of what a person 
hears is forgotten in 20 minutes. Listening in class isn’t 
enough. You need to write down any information you 
want to remember.

STUDIES HAVE SHOWN...

11  92 9 Wall S treet929 Wall Street

Key WordsKey Words
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Read to Learn
To do well in your classes,       
you must be able to under-
stand and remember the 
information you read.

Reading Tips
Have a quiet place to read, good lighting, and a comfortable chair.

Practice reading at different speeds. For example, a textbook assign-
ment generally needs to be read at a much slower speed than a novel.

Read introductions and summaries carefully. They contain the most 
important information.

If you are reading material that’s particularly difficult or important,  
read it out loud, or take notes as you read.

3Step

Textbook authors provide these learning tools to make it easier 
for you to understand and learn the material they’re presenting. 

Headings and Subtitles introduce main ideas

Bold and Italic Print highlight key terms

Pictures and Graphs present information visually

Vocabulary Lists introduce new terms

Chapter Summaries give you an overview

Review Questions test your comprehension

To improve your reading comprehension, use all  
of the learning tools the author provides.

USE THESE LEARNING TOOLS

Pre
vie

w



11

1   SURVEY for a quick overview
 Read the section headings and everything in bold and italic  
 print. Look at the pictures, graphs, and charts.

 Read introductions, summaries, and review questions.

2   READ with a purpose
 Turn each section heading into a question.

 Keep your question in mind as you read.  

 When you’re finished reading a section,  
 see if you can answer your question.

3   REVIEW is the key to learning!
 When you’ve finished reading an assignment, go through the    
 same process you did when you surveyed the material. But this  
 time, as you read the section headings and words in bold  and  
 italic print, think about what you’ve learned.

 Make sure you can answer all of the review questions.

To help you comprehend and retain more of what you 
read in a textbook, go through the following three steps:

1. SURVEY     2. READ     3. REVIEW

A deadly creature
Found in the rainforests of Central and South America, poison dart frogs are 

small, but they can be very deadly. Measuring only about an inch long, their skin 
can secrete some of the most toxic chemicals known to man. For example, the tiny 
Golden Poison Dart Frog has enough poison in its skin to kill 10 men.  

These amphibians are called “dart frogs” because, for centuries, South American 
Indians have used their toxic secretions to poison the tips of their blow darts and 
arrows. A strike from a poisoned dart tip will quickly kill the birds and monkeys the 
Indians hunt.

            The Poison Dart Frog

To survey the above text, read the highlighted information.

What makes 
this creature 

deadly?

    Reading a Textbook
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Study Smart
Students who “study smart” find they spend less 
time studying, and yet they get better grades.

4

Create a good study environment
Find a place that is comfortable, quiet, well-lit, with a surface for 
writing. Turn off the TV and silence your phone. By eliminating  
all distractions, you force yourself to do one thing only—study.

Make a plan
 Set a time to start studying and stick to it.
 Before you begin, decide exactly what you want to get  
 done and the order in which you are going to do it.   
 Prioritize your work and start with what’s most important. 

 If you have something to memorize, do that first, and then  
 go over it again at the end of your study session.

Break down large assignments
Large assignments can seem overwhelming. Break projects and 
large assignments down into smaller, more manageable parts.   

1

2

3

Step

Study your class notes thoroughly.   
Your notes are your best test prep resource!

Review textbook material.  
Read the first and last paragraph of each section, 
go over all bold  and italic words, read summaries, 
and know the answers to the review questions.

Study handouts carefully.   
If your teacher has given you a handout or review 
sheet, know everything on it. Then use it to come 
up with questions that could be on the test.

WHEN PREPARING FOR A TEST...
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Use all of your senses
The more senses you use, the more likely you are to remember informa-
tion. The next time you have something to memorize, look at it (sight), 
say it out loud (hearing), and write it down (touch).

Look for logical connections
For example, to remember that Homer wrote 
The Odyssey, think, “Homer is an odd name.”

Create crazy images
Take the information you’re trying to remember 
and create a crazy, memorable picture in your 
mind. For example, to remember that Harper Lee wrote To Kill a Mock-
ingbird, imagine a mockingbird playing the harp. To remember that the 
explorer Pizarro conquered the Inca empire, imagine a pizza covering 
up an ink spot.   

Make up silly sentences
Use the first letter of the words you want to remember to make up a silly 
sentence. For example, if you need to remember the first ten presidents 
for a test, make up a sentence like this one: “Will and Jeff made mudpies 
after Jeff’s very hard test.”  (Washington, Adams, Jefferson, Madison, 
Monroe, Adams, Jackson, Van Buren, Harrison, Tyler). 

As soon as you get your test, say this sentence to yourself, and at the 
top of your test, write WAJMMAJVHT. When you need to write down 
the names of the presidents, you’ll have your memory cue ready.

Review, review, review
Review often and review out loud. When you review, you move infor-
mation from your short-term memory into your long-term memory.  

Memorization Strategies that Work

Think about what you want to remember before you fall 
asleep.  Your brain will commit to memory while you sleep.
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Ace the Test
To do well on any test, you must be prepared.        
You also need to be a smart test taker.

Do you use these test taking strategies?
Read the tips below and check Yes if this is something you generally 
do. Check No if it’s something you generally do not do.

1. As soon as I get a test, I do a “mind dump.”  I write     
anything I want to remember at the top (names, dates, 
equations, formulas, etc.).  

2. Before I begin, I make a plan. I quickly look over the 
entire test and decide how much time I want to spend 
on each section.

3. I put a dot or light mark next to any answer I’m not    
sure of. After I’ve gone through all of the questions,          
I go back over these again.

4. If I have time, I check all of my answers.  

Yes No

5Step

TIPS TO REDUCE TEST ANXIETY

Start studying early. Cramming only increases anxiety.

The day before a test, visualize yourself taking the test, 
answering the questions correctly, and getting the 
grade you want. Do this several times.

Before you begin a test, take a deep breath. As you     
slowly release your breath, let your body relax. Think 
positive thoughts, and just do your best.

If all of the above are checked YesYes, that’s great!  If an item is checked    
NoNo, try doing it the next time you take a test.
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Different kinds of questions call     
for different strategies. These 
easy-to-use tips are sure to help    
you improve your test scores.

If you’re not sure of an answer, go with your first instinct.

1   True / False Questions
 Statements containing absolute words 
 such as all, never, every, and none are usually false.  
 Statements with words such as many, often, sometimes, 
 most, and many in them are usually true.

 If you have no idea, go with True. Research shows that True is          
 correct more often than False.

2   Multiple Choice Questions
 Try to come up with the answer in your head before you look at the 
 answer choices.

 Read all of the choices. If you don’t know the answer, cross out the  
 choices you know are wrong. Then make an educated guess.

 If two of the choices are similar or opposite, one of them is probably  
 the correct answer.

 If you have no idea what the correct answer is, choose one that’s in  
 the middle. Research shows that “b” and “c” are correct more often   
 than “a” and “d.”

3   Essay Questions
 Writing an answer to an essay question is like writing a mini paper. 
 It must have a single main idea supported by facts and details.

 Read all of the essay questions and start with the easiest one.

 Before you start writing, jot down the key words, ideas, and points 
 you want to cover. If time permits, make a simple outline.

 Use complete sentences and write neatly. (Studies have shown that   
  neater papers get better grades.)

“Success is the sum of small efforts repeated      
  day in and day out.”   Robert Collier, author
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This booklet is filled with expert advice on 
how you can improve your academic 

skills and get better grades.  
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