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HIGH PERFORMANCE PITCHING




“Nervous Nights”
Try these simple ideas to help you relax and wake up feeling in charge.

1. Study - OK, that sounds dumb. Of course you should study. But look at #2...

2. Don't study too much! Spending too much time going over and over the same stuff won't help and will just overwhelm you.

3. Calm those fears by treating yourself with calmness. Try to have a set routine - knowing that you ALWAYS eat oatmeal on test days might just help. Go to bed on time. In the morning, eat breakfast, put on your lucky sweater (really! it works!), and pack yourself a treat for lunch.

General Tips and Suggestions

Read the Book

Read carefully over the assigned sections and look carefully at the sample problems. Decide if you benefit more by reading before or after the instructor covers the material. 

Develop a Sound Math Foundation

Because most math courses are cumulative, in other words new concepts are added to and build upon previous concepts, it is very important that the early material be mastered thoroughly. Similarly, mastery of material from previous courses makes success in later courses more likely, so continually review and practice concepts from prior math classes.

Time Management

Complete all readings and especially homework assignments as soon after they are announced as possible. And definitely complete all assignments before new material is covered since math is cumulative. This insures that the information is fresh in one's mind and linked to prior, more fundamental information. Do your assignments early enough that you can get help with the things you do not understand.

Support Services and Materials

Find out about the support services and materials available to you. Support services include workbooks, study groups, self-help videos and cassettes, peer tutors, professional tutors, and instructors' office hours. Using the resources from the start of the course may help your confidence and get you off on the right foot. Make use of these resources as soon as you feel uncomfortable with the material - do not wait until it is too late!

Being prepared for each course involves several important factors:

Complete any previously assigned homework 

Compile a list of questions about the previous assignments to ask the instructor 

Preview the material to be covered that day 

Take your textbook and/or workbook to class 

Carry the proper supplies to each class - calculator, pencils, erasers, lined or graph paper, etc. 

Basic Health Needs

Health is an ongoing, continuous process. One cannot be concerned with good health one week but not the next. Therefore, it is important that good health habits become a part of each student's routine.

Sleep:

Are you getting adequate rest and sleep? 

Do you have a sleep routine or is sleeping erratic? 

Diet:

Are you eating two or three balanced meals a day? 

Are you overindulging in junk food, cigarettes, drugs or alcohol? 

Physical Conditions:

Has your hearing and vision been checked? 

--------------------------------------------------------------------------------

Setting and Achieving Personal Goals

A goal is an objective or an end result of one's actions. A goal may be something one works toward or something one would like to improve upon.

Short-term goals, such as passing a test or doing well in a contest, are sought over a relatively short period of time, while long-term goals, such as finishing college or succeeding in a certain career, take longer to accomplish.

Personal goals encompass a variety of life's endeavors, including academic performance, career achievements, and personal fulfillment. Setting and achieving one's personal goals requires self-monitoring. 

Examples of Academic Goals

Goals Related to Self-Awareness, Self-Monitoring, Self-Advocacy and Problem Solving

I will use grades and test marks to monitor my success in a specific course. 

I will identify specific strategies I may use and use those strategies in a consistent manner. 

I will realistically evaluate my performance on a specific task and then give myself praise or criticism as that performance warrants. 

I will actively involve myself in the learning process by constantly checking information being processed to determine if it makes sense. 

Goals Related to Test Taking

I will develop an ability to relax before taking tests in order to avoid test anxiety. 

I will listen and/or read all directions carefully before beginning an exam. 

I will plan an exam budget so I can best monitor and use my time wisely. 

When taking essay tests, I will outline what I will say before I begin writing it. 

I will save tests when they are returned to use as study guides for future exams. 

Goals Related to Time Management, Task Attack, and Task Follow-Through

I will estimate the amount of time a given assignment should take. 

I will compare actual task completion time with my initial estimate. 

I will schedule specific daily study times prior to exams in order to successfully learn materials. 

I will work steadily and in a sustained fashion for a given time period (specify time ______). 

I will task analyze long-term assignments in order to break them into manageable short-term tasks. 

I will decide which of many tasks should be completed first. 

Goals Related to Study Habits

I will select the main ideas or key points from written paragraphs. 

I will study in a distraction-free environment. 

I will focus on how newly acquired information relates to previously learned material. 

I will use a previewing strategy when reading textbook assignments. 

I will use a tape recorder to record class lectures. 

I will keep notes and assignments in an organized manner. 

I will use mnemonic devices and memory techniques to assist recall and retrieval. 

Goals Related to Writing

I will demonstrate an ability to write clear, concise, coherent sentences. 

I will use a proofreading technique to monitor my written expression. 

I will learn to use a word processor in order to edit and correct my written material. 

I will use a tape recorder to aid in my retrieval of lecture materials and using the tape I will write down the key ideas to study. 

I will use the spelling check with my word processing program to monitor and correct my spelling errors. 

Goals Related to Reading

I will gain main idea and key information from a textbook chapter. 

I will use the context to gain the meaning of unfamiliar vocabulary words. 

I will demonstrate an active involvement in the reading process by using a visual imagery technique while reading. 

I will use textbooks on tape. 

I will use a reading preview strategy to aid comprehension. 

Goals Related to Mathematics

I will learn to appropriately use the resources available on campus to upgrade my math skills. 

I will seek out peer tutoring on campus for difficult mathematical concepts. 

I will use my math textbook to locate the solutions to difficult math problems. 

I will complete homework assignments in a timely manner. 

I will use a calculator so that difficulty with math facts will not impede my ability to solve complicated problems. 

Goals Related to Social Skills

I will appropriately ask for help or assistance from a fellow student. 

I will appropriately ask for help or assistance from an instructor. 

I will demonstrate appropriate listening skills. 

I will monitor my feelings. 

I will appropriately engage in class participation. 

I will demonstrate an ability to stand up for my rights. 

General Goal-Achieving Strategy

Consider how information about the course may be obtained.

Potential sources of information are: the instructor, academic advisor, course syllabus, course schedules, assigned course materials, course outlines, other students who have taken the course or instructor, class discussions, and student manuals and programs. 

Set a realistic goal for the course.

In most cases, the goal students set is a particular grade for an assignment or for the entire course. 

Be realistic when setting a course grade or an assignment grade as a goal. Consider the following factors when setting grade goals: 

Do I have previous experience in or knowledge of this subject? 

Am I interested in this subject? 

How similar or different are my preferred learning style and the instructor's teaching style? 

How does the way the course is graded compare with my preferred way of demonstrating understanding. 

Determine what types of tasks are required to achieve the goal. 

Attending classes? ... How many? 

Participating in class? ... In what manner? 

Reading the assignments? ... How many? How carefully? 

Taking lecture notes? ... How completely? 

Writing papers? ... How many pages? How many references? What style or format? Expository or interpretive? 

Taking tests or quizzes? ... What minimum scores are needed? 

Completing special projects? ... What are the requirements? 

Set up a study schedule to accomplish each of the required tasks.

Factors to consider when planning a study schedule include: 
What steps are involved in each task? 

How much time will it take to complete the steps of each task? 

When must each goal be completed? 

How much can I reasonably expect to do in the time I have? 

How much daily work must I do to finish the tasks on time? 

Are there specific requirements for completing the tasks? 

How will I be required to demonstrate that I have achieved the goals? 

Specific guidelines for setting up time and activity planners are given in the Time Management page of the General-Purpose Learning Strategies main stack. 

Record your progress toward completing tasks and reaching your goal.

One way to record progress is with a calendar. 
Purchase or design a daily, weekly, and/or monthly calendar. 

Think of a short description of each step required to complete each task for achieving the goal. 

Record the brief description in the appropriate place on the calendar based on the due dates you identified in the previous step. 

Cross off each step and task as they are completed.

Another way to record progress is with a check list. 
Specify each task (or the corresponding steps of each task) required to achieve the goal. 

Prioritize the tasks in order of importance and ease of completion. 

Determine when each task (or step) should be completed. 

Record when each task was actually completed. 

Record how you will reward yourself for completing each task. 

Record whether or not you rewarded yourself for completing a task. 

Record whether or not you rewarded yourself for achieving the goal. 

Evaluate your actions against your success at achieving the goal. 

A sample check list might look like this (Walter and Siebert, 1993, p. 56): 

Show Me An Example Of a Goal Setting Checklist 

Reward yourself for completing tasks and reaching goals.

Rewards might include things like taking a walk, watching a tv show, going to the movies, having a sundae, taking a nap, reading a magazine, or calling a friend. 

Take your reward whenever a task is completed on schedule. 

Do not reward yourself if a task is not completed on time. 

The reward for achieving the goal should be "bigger" than the rewards for completing each task.
Career Goals Strategies

Opening Questions

In general, what kind of work do you want to do after finishing your education? 

What career fields or industries offer opportunities for this kind of work? 

What role will college play in preparing you for this work? Will you be required to attend college in order to enter that career field? 

What specific things do you plan to do to enhance your chances of getting a job when you graduate? 

Do your career goals seem compatible with your other life goals and values? 

Is it likely that you will need to transfer to another college in order to get the education you need for your career (Jewler and Gardner, 1993, p. 164)? 

Consider Your Personal Interests

Take a standardized inventory or test with a career counselor or guidance counselor. 

Look through college catalogs for courses that sound interesting. Write down several of them. Note why each course interests you. 

Make a list of all the classes, activities, and clubs you enjoyed in high school or since then. Note why each activity interested you. 

Write down any activities outside class that you intend to pursue at college (Jewler and Gardner, 1993, p. 166-167). 

Consider Your Personal Skills

Consider Your Personal Aptitudes

Aptitudes refer to inherent strengths that form the foundation for skills. Aptitudes may be genetic or learned at an early age. 

The following table will help to identify personal aptitudes on which you might try to build your career goals. 

Take The Personal Aptitude Questionnaire 

Consider Your Personality Characteristics

Take a personality assessment.

Write down ten words that you would use to describe yourself. Ask a close friend or relative to write down ten words that describe you. How do the lists compare 

Consider Your Work Values

 Motivation

Motivation is an inner state of need or desire that activates an individual to do something that will satisfy that need or desire.

Purpose of Motivation Strategies

The primary purpose of motivation strategies is to develop or to trigger an inner desire for beginning or completing an activity.

Self-Talk, Support Systems

Self-Talk

Self-talk refers to the process of bringing our attitudes to a conscious level. It is what we say to ourselves and it reflects our self-esteem. Self-talk can be negative, positive, or neutral. Learning to engage in encouraging self-talk is an effective motivating strategy. An individual must be his/her own best friend, and to do so involves recognizing one's assets and reminding oneself of them. 

Students may be exposed to the positive self-talk process by an instructor or facilitator. As they become more proficient in the strategy, they may continue to practice it on their own. Some suggestions for implementing positive self-talk are outlined below; they may be modified to suit individual needs.

Compile a list of individual assets or successes. 
The assets could be related to social skills, time management, organization, note taking, communication skills, and work experience. State the positive attributes as clearly and precisely as possible. For example, instead of stating "I have good social skills," say "I am an attentive and compassionate listener." 

Select a format for documenting the individual assets or successes. 

Some people may choose to simply write a list of the attributes. Other may wish to design a poster, develop a journal, or make a tape recording. Encourage creativity in expression. Utilize as many senses as possible. 

Develop a daily routine of referring to the individual assets or successes. 

Set aside a special time(s) every day for referring to the list and reminding yourself of personal assets. One need not review the entire list every day. 

Make it a habit to refer to the asset list during emotional lows. 

Remind yourself that successes have been accomplished in the past and more will be accomplished in the future. 

Internalize the asset list so that it may be recalled without the documentation. 

Commit the assets and successes to memory so that they may be recalled while walking to an exam or driving to a job interview. 

Continually update the list to include new assets that develop as you mature and experience new successes. 

Support Systems

Sometimes people can't seem to motivate themselves on their own. At other times, self-motivated people falter and need help getting back on track. In these cases it is important to know where to get help when the need arises.

Establish a motivational support system at home, at school, and at work. The support system may be as simple as a "buddy system" with a reliable friend or colleague. It may be more complex, encompassing a number of individuals from different aspects of one's life to whom one turns in different situations.

People in the support system may be sources of motivational strategies or they may be role models. Check the following sources for motivational support.

family members 

guidance counselors or advisors 

coaches 

resident assistants and directors 

faculty members 

class mates 

peer or professional tutors 

religious leaders 

civic leaders 

work colleagues 

friends 

Allocate specific times to complete tasks using semester, monthly, weekly, or daily planners.

Get Motivated

Reevaluate Your Priorities

How do you prioritize success in school, social life, work, and other activities in your life? If school is your first priority, that work must come before any other activities. If you decide success in school is not your first priority, then don't expect high grades.

Take Responsibility

Don't make excuses to yourself for procrastinating, and don't blame others when distracted. Saying "I'm so busy I never get to..." is just an excuse and form of procrastination. Staying on track is a personal responsibility. It's in your hands.

Cause and Effect Relationships

Step back and critically examine cause and effect relationships in your life. How do you explain failures? To what factors do you attribute them? Be honest. Did you receive a poor grade on a project because you started it late or didn't put in enough time? Avoid rationalizations like "The prof hates me" or "I didn't understand the assignment." Thoughtfully examine the consequences of your behavior.

Working "Under Pressure"

Some people describe themselves as "working better under pressure." If you feel this way, honestly and critically the validity of this statement. When you work under pressure, are you really turning in your best work? If not, procrastination is having a negative impact on you. If you really think you are doing your best, make sure the pressure comes from you and not someone else.

Variety is the Spice of Life

Make two activity lists: "Things I like to do" and "Things I have to do." Mix up activities from both lists and work on each activity for a short period of time. Alternating between fun and distasteful tasks helps to maintain motivation and interest.

Think Small

Because it is easier to put off overwhelming tasks than small ones, divide major assignments into smaller parts and work on one part at a time.

Be Realistic

Some people procrastinate because they have too much to do. They have every intention of doing things in a timely manner, but they run out of time. There are only 24 hours in a day. Thoughtfully examine your obligations and responsibilities. Is your schedule realistic? Are you involved in too many activities? Don't "spread yourself too thinly" because none of your projects will get the full attention they deserve.

Focus on Assets

Some people are good at summarizing major ideas. Others write exceptionally well. Some people work well with others. Find out what your assets are. Then work them into everything you do. This will improve your confidence and motivation for tackling a distasteful job.

Rewards

Reward yourself lavishly when tasks are completed on time. Make the reward appropriate for the difficulty and boredom of the task.

--------------------------------------------------------------------------------

Semester/Monthly Planners

Planners give an overview of the major commitments one has during the course of the term. Detailed plans may be made ahead of time to complete all the assignments and activities in a timely manner to reduce the tensions associated with procrastination and gain a sense of control over his/her academic and social affairs. This time management technique is useful because it encourages the student to divide major tasks into smaller parts and to develop a schedule for completing each part.


Directions for Creating Semester (Quarter) Planners

Buy a large calendar or desk blotter. Or make a homemade template to meet personal requirements.

Write in the dates and times for major school projects, including:

examinations and quizzes 

speeches 

research papers 

lab assignments 

class projects 

field trips 

Write in the dates of important social events that can't be missed. Be selective, you can't do everything!

major athletic events 

club meetings and events 

Put the calendar in a prominent place in your room where you may refer to it often.

Look at the major academic assignments listed on the semester planner (or course syllabi). Break each task into smaller parts. For example, a research paper may be divided into these activities: choose topic and clear it with the instructor, library research, write first draft, type first draft, have first draft proof-read, make revisions, and print final draft. Develop a schedule for completing each task. Regularly evaluate one's progress on the tasks against the due dates on the monthly planner. A good time to do this is every Sunday night. 

Treat yourself when a major assignment has been completed according to the schedule. 



Weekly Activity Grids

The purpose of weekly activity grids is to plan activities in a very detailed manner in order to make the most of one's time. The strategy is particularly useful during finals week or before major business activities, when one has "a million things to do" in a short period of time.

When recording upcoming activities on the weekly grid, be as specific as possible. Each entry should identify two things. For students, these are the topic to be studied and how it will be studied. Examples are: library research for speech, write first draft of sociology paper, read physics chapter 7, do accounting problems 1-5, start ceramics project, and identify memory aids for marketing test. For employees, the two necessary data are the project to be worked on and the nature of the task. Examples are: prepare data tables for next year's budget, prepare visual aids for sales presentation, write correspondences about renovation project, or finish bid for bridge replacement project.

Weekly activity grids may be purchased in a bookstore or made by the individual. Bound planners purchased in the store have the advantage of durability and portability. Homemade planners, on the other hand, offer the benefits of flexibility, low cost, and more detailed planning. Homemade planners also save time because activities that don't change week to week can be written on the planner before Xeroxing, eliminating the need to enter the same data every week.

Weekly activity grids may be arranged in one of two formats. They are usually blocked out in one-hour chunks of time. Each one-hour block may begin on the hour (8:00-9:00, 9:00-10:00, etc.) or on the half-hour (7:30-8:30, 8:30-9:30, etc.), depending on the school's class schedule or the employer's schedule. A less common but perfectly acceptable format is by the half-hour. For this type of weekly activity grid time is blocked out as follows: 7:00-7:30, 7:30-8:00, 8:00-8:30, etc. The half-hour style allows one to record activities in more detail, but the hourly format takes up less space.

Remember this rule of thumb when planning and coordinating weekly activities: spend two hours studying outside class for every hour spent in class.



Directions for Creating Weekly Planners

Directions for completing weekly activity grids are given below. A sample homemade grid and a completed homemade grid are then illustrated. Examples of bound planners will be scanned at a later date.

Design a weekly activity grid to meet personal requirements, or purchase a bound planner. Arrange the grid blocks on an hourly or half-hourly basis. Label the days of the week, starting with Sunday or Monday. 

The first thing to record on the grid is those regular activities whose times do not change week to week. For homemade planners, record this data before xeroxing the chart for future use. Examples of regular activities are: 

meals 

sleep 

class or lab 

worship services 

club meetings 

work 

tutoring sessions 

athletic practice, games or exercise 

Record all other activities that are not regular events. Consult the monthly planner (or course syllabi) to determine the due dates of all activities, not just the major ones. Break major assignments into smaller tasks, and identify your own due date for each part. Estimate how long it will take to complete each task. If unsure, err on the side of overestimating. Write short descriptions of each activity in the appropriate places on the weekly chart. Examples of activities are: 

reading assignments 

athletic games or exercise 

study groups 

listening to lecture tapes 

recopying or reviewing notes 

relaxation and recreation 

reorganizing information 

developing memory aids 

reviewing notes or readings 

club meetings or activities 

review sessions 

meetings with instructor, coach or advisor 

library research 

lab work 

Keep the completed grid, or copies of it, in a prominent place where one may refer to it often. Make it a habit to check the grid periodically, such as every morning or evening. 



Daily Activity Grids

Daily activity grids serve the same function as weekly schedules - to plan in detail the activities to be completed during the day. The only difference between the two is that daily grids show only one day at a time while weekly grids display seven days of activities on one chart.

Daily activity grids may be purchased or made by the individual. The former often span the hours of 8:00 am and 5:00 pm and come in portable and desk-top styles. The latter may be designed to start and end at any hour. Time blocks are usually an hour long and start on the hour, but this format may be modified to suit personal preferences. Various types of information may be recorded on daily charts, including school work, social events, appointments, and work duties. Tasks should be described in as much detail as possible; include the subject of the task and the specific activity to be performed. See the section on Weekly Activity Grids for more directions.

--------------------------------------------------------------------------------

	Color Coding and Homework Organizers
Color Coding
With respect to time management, color coding has two applications. Color coding may be used to organize information on time planners and to evaluate one's use of time.
Organizing Information
When recording information on semester, monthly, weekly or daily grids, use different colors of ink to designate different types of activities. For example, one may record classes in black ink, assignments in red ink, work in green ink, and social activities in blue ink. A related approach is to write all activities in one color of ink but use different highlighters to distinguish types of activities.
Evaluating Time Management
Color coding also provides a means of quickly evaluating how effectively time is used.
· Try highlighting all classes in one color and all studying outside class in another color. If time is used effectively, there should be twice as many hours of the latter than the former. 

· Or, highlight all academic activities in one color and all social events in another color. If there are more hours of the latter than the former, one should reexamine one's priorities and budget more time for academics in the future. 

· A third approach is to xerox the original planner and then use highlighters to keep track of when tasks were accomplished. If a task was completed on or before the due date, mark it with one color. If a task was completed one to two days after the due date, mark it with another color. Use a third color to mark tasks completed three or more days after the due date. If there is more of the third color than the others, one is not managing time very well. 

Homework Organizer
The chart below may be used to organize the due dates of assignments in each course. The "homework organizer" is adapted from Mengel (1992).
Put a copy of the homework organizer in the front of one's three-ring notebook for each class. Post copies on the bulletin board of one's room. Check the chart daily for reminders about upcoming assignments. Cross off assignments as they are completed.
COURSE:
INSTRUCTOR:
HOMEWORK
Due Date
Description
Specific Tasks
.
.
.
.
.
.
.
.
.
.
.
.
LABS
Due Date
Description
Specific Tasks
.
.
.
.
.
.
.
.
.
.
.
.
PAPERS / PROJECTS
Due Date
Description
Specific Tasks
.
.
.
.
.
.
.
.
.
.
.
.
TESTS / QUIZZES
Due Date
Description
Specific Tasks
.
.
.
.
.
.
.
.
.
.
.
.


	 
	 
	



Remembering Appointments and How To Be On Time

Remembering Appointments

One aspect of time management is remembering appointments and other special obligations. It is very important to remember such things because it influences the way one is viewed by others. The following strategies may be used to remember meetings with professors or bosses, doctor's appointments, study group meetings, and other obligations. For more information on these strategies, see the complete descriptions in the Memory page.

Break the Normal Pattern

This is the "tie the string around your finger" strategy. Think or do something outlandish and out of the ordinary to trigger your memory of the appointment. For example, tie a penny on your pen to remember to meet with the bank loan officer. Put a bandaid on your hand to remember a doctor's appointment. Tell yourself that when you see a friend, it will remind you about an appointment.

Repetition

Repeat the details about the appointment (who, where, when) over and over again.

Rhymes and Songs

Make up a rhyme or song to remember the details about the appointment. It is often easier to remember information when it is set to a well-known tune.

Leave Notes

Leave notes for yourself everywhere: books, mirror, doors, refrigerator, steering wheel, backpack, purse, wallet, car keys, computer, and microwave. Post-it notes work very well on most surfaces. Use paper and tape if post-it's don't stick.

Visual Association

Try visualizing some picture associated with the appointment in order to trigger your memory. To be effective, make the image as vivid as possible, using colors, sounds, sights, smells, and movement. For example, to remember a meeting with the Art tutor at 3:00, picture a painter with a bright red smock, screaming as she throws purple, blue and yellow paint on a canvas in the shape of a three.

How to be on Time

There are few things that annoy professors, bosses, and professionals more than people who arrive late for classes, meetings, and appointments. Arriving late to a test or sales presentation is unthinkable. It is both rude and disrespectful to enter a classroom or meeting room late. It gives the impression that one thinks the event is not important enough to warrant punctuality. Habitual tardiness leads others to view one negatively. The tips outlined below are intended to help people become more punctual.

Set clocks ahead

Set clocks and watches ahead the number of minutes one is typically late. For example, if you are usually five minutes late, set clocks and watches to run five minutes fast. Then try to forget they are running fast so you don't think you have extra time.

Set two alarms

If you have trouble getting up in the morning, set two alarms. One should ring about five minutes after the other. For early appointments that are really important, set one non-electric alarm clock in case electricity goes out overnight.

No snoozing

Buy alarm clocks without a snooze button as these make it too easy to stay in bed.

Attend to your health

It is easier to be on time when you are well rested and healthy.

Preparation

One of the best, if not the best, strategies for coping with test anxiety is preparation. The following discussion is based, in part, on Lunenfeld and Lunenfeld (1992), Kesselman-Turkel and Peterson (1981), and Chickering and Schlossberg (1995).

Students who are amply prepared or overprepared for tests almost always perform better than unprepared students. Preparation helps to avoid or dispell anxiety that arises for several reasons: the student realizes he/she is inadequately prepared for the exam, the student has inappropriate expectations about his/her preparation for the exam, the student is overwhelmed by the amount of information to be learned, the student is unable to locate supplies needed for the exam, or the student is late to the test.

There are four facets of preparation. Substantive preparation involves learning the material to be covered by the test. Material preparation means gathering and organizing the supplies needed for the test. Physical preparation entails attention to nutritional and sleep requirements before a test. Mental preparation encompasses attitudes and motivation.

Substantive Preparation

The most important point to be made here is that the process of learning the material to be covered by the test must occur well in advance in order to avoid anxiety. The best students begin exam preparation the first week of class or immediately following a prior exam. Minimally, one should begin preparing at least one week before the test, depending on the amount and level of difficulty of the material, and one should plan to review the material several times. This ensures that information is stored in long-term memory, where it is better protected from sudden memory loss triggered by anxiety or anticipation.

Vow not to cram the night before the test. Cramming everything into one or two nights of study accomplishes little more than storing limited information in short-term memory and heightening anxiety. Blanking out during a test, when everything one has studied is suddenly and irreversibly lost from memory, usually occurs because anxiety and anticipation knock information out of short-term memory. Only the best students can make cramming work to pass a test. Even so, they usually forget the information soon after the test and have to relearn information for comprehensive finals. Cramming is not advised for courses in one's major because the information must be retained for use in future classes or on the job.

To prepare effectively, one must complete all assignments and prepare all study materials well in advance so the night prior to test can be reserved for a light study session. In other words, be sure to complete all homeworks, labs, and readings in a timely manner. Schedule time to recopy, reorganize, and/or review lecture notes. Prepare study aids, such as flash cards, sample questions, study guides, and graphic organizers, and review them often in the weeks before the test.

If haven't read the assignments by few nights prior to the test, it's probably too late to start. It will just create more anxiety as you rush to read and you think about the other things you need to be studying. Of course, the best solution is preventative; schedule time to read weeks before the test and stick to the schedule. But if time runs out and you haven't intensively read the text (and the test covers text material), then just skim and survey the chapters to get the main ideas. Read the introductions and summaries for the chapters. Consider how the information relates to lecture material.

Specific test preparation strategies are discussed at length in the Test Preparation page. Use them in conjunction with the time management, organization, memory, and encoding and retrieval strategies described elsewhere in the General-Purpose Learning Strategies main stack.

Remember the bottom line. If you know you have effectively prepared for an exam, you are less likely to experience the severe and debilitating effects of test anxiety.

Material Preparation

Be sure that all ancillary materials needed for the test have been gathered and organized the night before the exam. Having things in order gives you one less thing to worry about.

If notes or formula sheets are permitted, prepare and organize them well in advance. Be sure to have working pens or sharpened pencils. There is nothing more frustrating before an exam than trying to find a pencil sharpener! Check to make sure your calculator is working. If you borrow a calculator, be sure you know how to operate it. Buy blue books the day before the exam. Don't wait to get them on the way to class; the book store may be closed or sold out. Be sure to take a watch to the exam. Some instructors require that students bring their identification cards.

Set extra alarms or have a friend call you to make sure you arrive at the testing room in plenty of time. This is especially important for early morning tests. Arrive in enough time to find a seat away from distractions, to relax, and to review the main ideas. But don't arrive so early that it gives you time to panic.

Physical Preparation

Physical preparation is covered in the Health, Diet, Exercise and Sleep section.

Mental Preparation

Mental preparation is covered in the Self-Image, Motivation and Attitudes section.

--------------------------------------------------------------------------------

Eliminating Internal & External Distracters, Staying Alert in Class & Staying Alert While Reading

Eliminating Internal Distractions

Internal distracters are sources of distractions that originate from within the individual. They include disinterest, lack of motivation, and low self-esteem. Strategies described in the Motivation page are relevant to eliminating internal distractions as well.

Disinterest

Create interest by acquiring information about the subject from a variety of sources - lectures, texts, magazines, television, radio, and other students. 

Tying new information to old bodies of knowledge and applying it to everyday life often makes the new information more relevant and more interesting. 

Actively use new knowledge by asking questions, anticipating next steps, talking, and writing. 

Make new information personal and relate it to matters of personal concern. 

Use new knowledge in other classes. 

Work with classmates to maintain interest in the subject or task. 

Motivation

Identify specific ambitions or goals that may be fulfilled through success in school or in a class. 

Focus on the positive aspects of a course or an instructor. 

Picture yourself being successful. 

Make the information relevant to yourself personally. 

Use new knowledge in novel ways.
Self-Esteem and Self-Talk

Self-talk refers to the process of bringing our attitudes to a conscious level. It is what we say to ourselves and it reflects our self-esteem. Self-talk can be negative, positive, or neutral. Self-esteem and self-image are also covered in another section of this page.

Negative Self-Talk

The inefficient learner tends to engage in negative self-talk. 

Comments might include "I'll never pass this exam" or "I don't belong in college." 

Such students must become aware of this behavior and its implications. 

Facilitators should assist students in replacing negative self-talk with netural or positive self-talk. 

Positive Self-Talk

This is the process of making appropriate suggestions to oneself in order to positively influence how one feels. 

Statements might include "I am very prepared for this exam" or "I can finish the research paper in time." 

Efficient learners tend to engage in positive self-talk. 

Eliminating External Distractions

External distracters are sources of distractions that originate outside the student. They include environmental factors such as noise, people, objects, and odors. Other external distracters are related to poor time management, organization, and study skills. Personal problems are another external source of distractions.

Environmental Factors

The area in which one studies should be free of distractions such as noise or the movement of people. Adjust the lighting so it does not glare or shine directly into the eyes. It should be neither too dark or too light. Avoid sitting in shadows. The room should be a comfortable temperature. If one cannot control the temperature of the room, dress accordingly. Layered clothing is a safe alternative. Avoid sitting on the bed, couch or overstuffed chair as these make one too comfortable. 

In the classroom, the student should select a seat away from windows, doors, friends, wall maps, and clocks. It is often helpful if one sits toward the front of the room and avoids seats at the ends of aisles. Find the "power center" of the room based on the instructor's actions. Sit where other active students are sitting. Again, one should dress such that one can easily adapt to the temperature of the room. 

Time Management, Organization, and Study Skills

These topics are covered elsewhere in this page as they pertain to attention and listening; refer to Time Management Considerations, Organization and Preparation Considerations, and Study Skills Considerations for more information. 

These topics are covered in the General-Purpose Learning Strategies main stack as they pertain to academics in general; refer to the Time Management page and the Organization page for more information. 

Personal Problems

It is important to recognize personal problems experienced by a student. Some degree of empathy is helpful, as is assisting the student to determine where the problem lies. However, it is equally important to avoid reinforcement or to attempt to intervene in the problem unless you have special training. Refer the student to a professional counselor instead. The Test Anxiety page has some information related to relieving tension. 

Staying Alert in Class

The following tips may help one be more alert in class. Refer also to the strategies listed under Eliminating Internal Distractions, Eliminating External Distractions, Organization and Preparation Considerations, and Concentration in this page.

Be prepared and organized for class (see Organization and Preparation Considerations). 

Get motivated for class and develop an interest in the subject matter (see Eliminating Internal Distractions and Concentration). 

Get adequate rest so you are not tempted to sleep in class. 

Sit where the action is; select an appropriate seat (see Eliminating External Distractions). 

Be an "opportunist," finding areas of common interest between you and the instructor. 

Ask yourself "Why is this information important?" and "How will it help me?" 

Identify the speaker's purpose and adapt to it. Is the aim to inform, persuade, or entertain? 

Listen for central themes rather than for isolated facts. Make connections between the facts and themes or among different themes even if the instructor doesn't do so explicitly. 

Work on notetaking skills (see Notetaking). 

Keep active during class. Take notes constantly. Leave a margin at the side of the page for writing key words and concepts. Ask questions (use a list of questions prepared ahead of time) and answer questions. Anticipate what will be covered next. During lag times in the lecture you can write questions in your notes, underline important terms and concepts, or relate the lecture material to the readings. 

Plan to summarize the content of the lecture within 8 hours; work with a friend if necessary. 

If all else fails, take deep breaths to increase oxygen flow. Or, remove one shoe. This sets up a temperature difference in your body that can help to keep you alert.
Staying Alert While Reading

The following tips may help one stay alert while reading assignments.

Select an appropriate area in which to read (see Eliminating External Distractions). 

Get motivated and develop an interest in the subject matter (see Eliminating Internal Distractions and Concentration). 

Get adequate rest so you are not tempted to fall asleep. 

Try the SQ3R strategy or the Skim-Read-Review strategy for reading (see the Reading Comprehension page in the General-Purpose Learning Strategies). 

Work for short intervals of time and take breaks between intervals. 

Mix up your subjects or assignments to avoid boredom. 

Reward yourself for completing the reading.

Task Orientation, Organization & Preparation, Time Management, Study Skills and Compensatory Considerations
Task Orientation
Staying on target when completing a task may be difficult for attention deficit students. The following suggestions may help students remain task oriented. Students may apply the strategies themselves or enlist the assistance of a facilitator.
Make the task definite
· Determine what must be done to complete the task. 

· Make sure the directions and expectations for the task are fully understood. 

· Seek clarification of instructions from the instructor rather than from other students. 

Divide and Conquer
· Break the task into smaller, more manageable parts. 

· Develop some sort of structure that makes sense to the student. 

· Develop a time schedule for completing each part. 

· Work on one part at a time, switching to another part when boredom rears its ugly head. 

· Organize each part of the task into separate folders. 

· Reward yourself after completing each part of the task. 

· Refer to the Time Management page and the Organization page of the General-Purpose Learning Strategies main stack for scheduling and organizational strategies. 

Feel strongly the urge to do the task
· Relate completion of the task to one's academic goals. 

· Relate completion of the task to one's short-term goals, long-term goals, and ambitions. 

Get started at all costs
· Try to ignore difficulties you anticipate. 

· Don't think of things you would rather be doing, or just budget time to do them and get them out of the way. 

· If other commitments are fogging your concentration, make a list of things to do later; this will get them off your mind temporarily. 

· See the Concentration section of this page for more information. 

Prepare an effective study area
· For tips, see the Eliminating External Distractions and Organization and Preparation Considerations sections of this page. 

Concentrate
· Work on concentration strategies to help you stay focused. 

· See the Concentration section of this page for specific suggestions. 

Reduce stress
· Face personal problems and sources of stress directly. 

· See the Eliminating External Distractions section this page for more information. 

Evaluate
· Constantly, objectively and realistically evaluate progress toward completing the task. 

· If necessary, enlist the assistance of an outside party (instructor, advisor, tutor, counselor, parent, trusted friend) for evaluating progress. 

Organization and Preparation Considerations
Being organized and prepared to learn eliminates one strong distraction that may inhibit attending and listening. If you are organized and prepared, it is one less thing to worry about! Being organized and prepared for class and study sessions can enhance attending and listening. Additional strategies are described in the Organization page of the General-Purpose Learning Strategies main stack.
Organization and Preparation for Class
· Think about the subject matter before class; those five minutes spent walking to class are the perfect time for this. 

· Arrive early to class so you can select a seat in the least distracting part of the room (see the section on Eliminating External Distractions of this page). 

· While waiting for class to begin, review previous day's notes to get in the frame of mind of the subject. 

· Take the appropriate materials to class: note books, books, pens, pencils, calculator, etc. 

· Complete assignments in a timely manner. 

· Do assigned readings before they are to be covered in class (even for math courses). You have to read them some time, so best to do it before class. If you don't have time to read the assignments thoroughly, at least skim over them to get the main points. 

· Take an outline of the readings or a summary of the main points with you to class. 

· Prepare a list of questions over readings and previous notes; you will be ready to ask intelligent questions when you feel your attention slipping. 

· Organize course papers into three-ring notebooks or folders. 

Organization and Preparation for Study Sessions
· Have a specific place to study, or a place that can come to be associated with studying. 

· Organize your workspace (desk, books, notes, school supplies) and have everything you will need close at hand. Tips are given in the Spatial Organization section of the Organization page in the General-Purpose Learning Strategies main stack. 

· Work in a distraction-free area (see the Eliminating External Distractions section of this page). 

· Develop a regular routine of eating, studying, relaxing, and exercising. 

· Develop daily activity schedules and weekly planners, and stick to them. Specific strategies are given in the Time Management page of the General-Purpose Learning Strategies main stack. 

· Make reminders to yourself about assignments and display them in prominent places in your room. 

· Break down large projects into more manageable tasks, then set deadlines for completing the smaller tasks. See the Time Management page of the General-Purpose Learning Strategies main stack for strategies. 

· Buy your own books and supplies rather than borrowing them. 

Time Management Considerations
While time management is covered in more detail in the Time Management page of the General-Purpose Learning Strategies main stack, some basic points are relevant to a discussion of attention and listening.
Course Schedules
· The number of classes as well as their content should be carefully considered when scheduling courses. 

· A student who has difficulty paying attention might choose not to enroll in classes longer than 50 minutes if possible, especially lecture courses in which little student action occurs. 

· A student who has difficulty paying attention might choose not to enroll in back-to-back courses without a break. 

Personal Time
· Daily, weekly, monthly and semester schedules should be organized to assist in time management. 

· Time should be allocated in the schedules for adequate study time as well as leisure time. 

· It is very important for students to periodically evaluate how they planned to spend time and how it was actually spent. This helps to develop an awareness of time management practices. 

· Students should make class preparation part of their everyday routines. 

· Different subjects and activities should always be interspersed during short study periods to avoid boredom. 

Tutoring Sessions
The following strategies can make tutoring (and other intensive academic) sessions more productive for attention deficit students.
· Divide each session into different tasks, spending 15-20 minutes on each. 

· Provide a review at the beginning and end of each session and/or each new activity. 

· Consider rescheduling sessions to find the optimal time that is appropriate for the student's interest or activity level. 

· Divide assignments into realistic time frames in consultation with daily, weekly, monthly or semester planners. 

Group Learning
The following strategies can make group sessions more productive for attention deficit students.
· The goals and expectations of the study group should be clearly outlined. 

· The group should meet for short periods of time, or should divide the session into smaller tasks, spending 15-20 minutes on each task. 

· The group should meet in a distraction-free area (see the Eliminating External Distractions section of this page). 

· If the attention deficit student has poor social skills or impulse control, he/she should be introduced gradually to group learning situations; in addition, supervision by a mediator may be helpful until the student becomes accustomed to the situation. 

Study Skills Considerations
Study skills, as discussed in other pages of the General-Purpose Learning Strategies main stack, may aid in sustaining student attention.
The Monitoring page provides strategies for assessing one's study skills.
Strategies such as SQ3R, described in the Reading Comprehension page, help students attend while reading.
Color coding and highlighters help the student pay attention to more important information.
Visual aids such as charts, graphs, flashcards, and timelines may help students to focus. These are covered in detail in the Information Organization section of the Organization page.
Time management strategies, such as spacing reviews and time planners, help students to maintain their attention on the task at hand.
Compensatory Considerations
Compensatory equipment is often useful to the attention deficit student.
Textbooks and reading assignments on tape help the student to focus while reading.
Taping lectures provides a fairly complete, permanent, auditory record of lectures. Students may use tapes to improve the quality of notes if they trouble paying attention for the entire class. See the Notetaking page for more information.
Use computers or word processors to keep students active, which in turn aids in sustaining attention.
--------------------------------------------------------------------------------

CHALLENGING READING MATERIAL 

--------------------------------------------------------------------------------

Reading assignments may be challenging if the information is highly specialized or technical, or if the material is beyond the student's level of preparation. In these situations it is common for students to lose interest and motivation. The following tips may help students get through difficult reading assignments. 

Repetition. 

Read over the assignment once. Switch to another task for a period of time or sleep on it. Re-read the material later or on the following day. Review the assignment periodically. 

Remediation. 

Consult supplemental resources for learning fundamental information needed to understand the reading assignment. Possibilities include introductory textbooks, student workbooks or study guides to textbooks, lab manuals, and survey books. 

Consult with Professionals. 

Additional help in understanding difficult readings may be obtained from the instructor during office hours, from graduate assistants, and from professional tutors. Peer tutors or upperclass majors may also provide valuable assistance. 

Essential Words. 

Focus on key words in the text. Emphasize verbs and nouns only; ignore or cross out unnecessary adjectives and adverbs. Look for terms in bold print or italics. 

Review and Summarize. 

Review after reading each paragraph of text. Identify the main idea of each paragraph. Be sure to understand each paragraph before moving on to the next. Review at the end of each section as well as at the end of the chapter. Develop your own summary of the chapter and compare it to the summary presented in the book. 

Make Reading More Active. 

Comprehension may be improved if one uses senses other than vision while reading. Stimulate the auditory sense by reading aloud or listening to tape recordings of the text (see the Books on Tape section of this page). Take notes during or after reading difficult material (see the Text Book Notetaking section of this page). 

Make Reading Interactive. 

Work with another student. Read to each other, and take turns summarizing sections or chapters of text. "Teach" each other the more difficult concepts, making liberal use of visual aids. Relate the material to personal experiences. 

Review Questions. 

Evaluate your understanding of the material by answering the review questions at the end of the chapter or in student study guides and workbooks. If questions are not available, make up your own by converting the section headings into questions. 

Words and Definitions. 

Look up the definitions of all unfamiliar words, even if they are not in bold print or italiacs. Compile a written list of unfamiliar words (and definitions) that appear repeatedly, or record the words and definitions on audio tapes and listen to them for review. Use a dictionary to look up non-technical words, and consult the glossary in the book for technical word definitions. Place a colored paper clip on the glossary pages for quick access. Additional vocabulary strategies are discussed elsewhere in this page. 

Other Strategies. 

Other strategies outlined in this page may be helpful when confronted with difficult reading assignments.

STAYING ALERT WHILE READING 

The following tips may help students stay alert while reading assignments. For more ideas, refer to the strategies in the Attention and Listening page of the General-Purpose Learning Strategies main stack. 

Select an appropriate place to read. Eliminate all external distractions. 

Get motivated and develop an interest in the subject matter. 

Get adequate rest so you are not tempted to fall asleep. Eliminate other internal distractions. 

Try the SQ3R strategy or a similar strategy for reading. 

Work for short intervals of time and take breaks between intervals. 

Mix up your subjects or assignments to avoid boredom. 

Reward yourself for completing each reading task.

--------------------------------------------------------------------------------

IMPROVING CONCENTRATION 

--------------------------------------------------------------------------------

General strategies for improving concentration are discussed in the Attention and Listening page. Most may be applied to reading tasks. The strategies are listed here, but more details may be obtained by referring to the Concentration, Staying Alert While Reading, Eliminating External Distractions, and Eliminating Internal Distractions sections of the Attention and Listening page. 

Index Cards 

Lack of concentration often results in regression, or forgetting what one has read. To reduce the incidence of regression, use 3 x 5 index cards (or a ruler, pencil, finger) to move line by line through the text. Or, use index cards to cover what has been read already and realize the number of times the card must be moved to remember what has been read. 

Eliminate Distractions 

Eliminate external distractions by choosing an appropriate place to read: quiet, average temperature, comfortable but not too comfortable. Avoid tv's, radios, conversations, windows, and doors. Eliminate internal distractions by motivating oneself, creating interest in the subject, and engaging in encouraging self-talk. 

Attend to Health 

A balanced diet and adequate rest are important in maintaining good health and being able to concentrate on reading assignments. 

Organization and Time Management 

Avoid being distracted by other assignments by getting organized and managing time efficiently. It is easier to concentrate on reading when one is not worried about other tasks or activities. Reduce day dreaming about things you want to do by setting aside time to actually do them. Clear your mind by compiling a list of things to do after completing a reading assignment. 

Be Task Oriented 

Understand the purpose, instructions, and expectations of the reading task before getting started in order to better stay on track. 

Use Rewards 

Be sure to reward productivity. Set goals for completing reading assignments and then treat yourself for meeting those goals. 

Mix It Up 

Reading for short intervals of time helps one to remain focused on the task. Read for 20-30 minutes, take a break, and read for another 20-30 minutes. Alternate between different subjects to maintain interest and concentration. 

Keep Active 

Passive readers use only their eyes while reading. They may be less able to concentrate fully on a task than active readers who use more than one sense. Take notes while reading (see the Text Book Notetaking section of this page for ideas). Read aloud to yourself or listen to audio recordings of reading material (refer to the Books on Tape section of this page).

Attention and Listening

The first step to improved notetaking is better attention and listening skills. It is impossible to take good notes if one cannot pay attention while listening to a presentation or reading a book. Good listening skills require that one attend to basic health needs, eliminate internal and external distractions, and maintain a positive self-image.

For specific attention and listening strategies, refer to the Attention and Listening page of the General-Purpose Learning Strategies main stack.

--------------------------------------------------------------------------------

Preparation

Preparation for a notetaking task is a time effective strategy for taking better notes. While it most easily applied to lecture notetaking, preparation may be used for other tasks as well. There are several aspects of pre-task preparation: completing assigned readings, reviewing previous notes, completing homework or lab problems, and bringing the appropriate supplies; these are outlined in more detail in the following paragraphs.

Preparation before each notetaking task has many advantages. It makes the material more familiar, so that one is not hearing or seeing it for the first time. Familiarity, in turn, aids in understanding and helps one pay better attention. Preparation helps one identify the most important points to be recorded and to distinguish main ideas from supporting details. It aids in retention of the new material.

Clearly, the benefits of preparation make it very effective and efficient, especially when one considers the relatively minimal time requirements necessary for implementing the strategy. Preparation should become a part of every student's daily routine.

Assigned Readings

Check the syllabus to determine the assigned readings for the next lecture. 

Do the required readings. Try some of the strategies in the Reading Comprehension page to insure understanding of the material. 

Make a brief list of major headings and key terms in the assigned readings. These can serve as a guideline for taking notes in the next class. The list of key terms can help with spelling difficult or unfamiliar words. 

Xerox pertinent information from the readings. If there are a number of illustrations and tables, xerox them to have during class. Then you won't have to waste time reproducing the illustrations in your notes. It may be helpful to xerox the index to use as a list of key terms for spelling difficult or unfamiliar words. 

Identify questions from the readings that may be asked in the next class. 

Review Previous Notes

Read over the notes from the previous lecture. 

Identify the major points of the lecture. 

Identify the most important details supporting each major point. 

Write a brief (a few sentences) summary of the lecture. 

Consider how the lecture fits in with previous lectures, with the required readings, and with the course objectives listed on the syllabus. 

Identify questions from the notes that may be asked during the next class. 

Homework or Lab Problems

Complete all homework or lab assignments in a timely manner. 

Consider how the problems fit with class lectures, with the required readings, and with the course objectives listed on the syllabus. 

Identify questions from the homework or lab problems that may be asked during the next class. 

Supplies

Assemble the appropriate supplies prior to the lecture or notetaking task. Supplies include one or more of the following: 

pens or pencils 

highlighters 

colored pencils 

hole punch 

loose-leaf paper or notebooks 

three-ring notebooks and dividers 

calculator 

ruler and/or protractor 

outlines or notes from readings 

completed homework or lab problems 

Keep the supplies in a travel pack so they may be easily located and carried to class. 

--------------------------------------------------------------------------------

Key Words and Key Points

An important aspect of good notetaking skills is knowing what to write down in the notes. Distinguishing important from unimportant information is a skill that improves with preparation and practice.

The following suggestions may help students identify key words and key points that should be recorded in the notes. For additional ideas, refer to the Cues and Clues section of this page.

Key Words

Key words signal that the information itself or the information to follow is important and should be recorded. Key words may be content-related, directional, or clue words.

Content key words relate directly to the subject matter being covered. For example, content key words in a history class might be the names of U.S. presidents from 1920 to 1948. Content key words in a psychology lecture may be the parts of a neuron. Content key words often appear in bold or italic print in textbooks, and they may be listed in the summary sections at the ends of chapters in most textbooks. Copy or xerox these term lists and take them to class to aid in recognition and spelling.

Directional key words are words or statements that relate to specific things the student is expected to do. They are often action verbs. For example, the words "due" and "turn to" are directional key words in the following statements: "The paper is due Thursday" and "Turn to page 45 in the book."

Clue words indicate that important information is forthcoming. Examples of clue words are above all, next, in addition to, most importantly, advantages, disadvantages, difference, similarities, reasons, and types.

Key Points

There are several ways of identifying main ideas or key points in a lecture. Assigned readings and supplemental material provided by the instructor offer two alternatives.

The text book is an excellent sources of ideas. The key points in a lecture often correspond to the major headings in a chapter. Bring a list of these headings to class and listen for them during the lecture. The first page of a chapter often contains an outline of the material. Make a copy of the outline and use it as a guideline for taking notes. Review questions at the end of each chapter encompass the main ideas of the chapter. They may appear as key points in a lecture.

Some instructors write outlines for each lecture on the board or overhead projector. The key points of the lecture will appear as major headings in the outline. Listen for that material during the lecture. Handouts provided by the instructor may also provide ideas for identifying key points.

--------------------------------------------------------------------------------

Cues and Clues

Listening and looking for cues and clues helps one to identify important information that should be included in the notes. The strategy aids in attending and enhances the accuracy and completeness of lecture or meeting notes.

The following suggestions may help the student to distinguish important from unimportant material. For additional ideas, refer to the Key Words and Key Points section of this page.

Listen for changes in the instructor's voice. When important information is being presented, the instructor's voice often becomes higher in pitch and/or the speed of speaking may increase. 

Gestural cues are important indicators of the importance of information. Writing on the board or overhead projector are obvious clues. Additional gestures that signal important material will follow are walking closer to the students, moving from behind the podium, moving from behind the desk, eye contact with students, leaning forward, or standing up from a seated position.

Survey The Reading Assignment

The first step of the SQ3R strategy is to survey the reading assignment. Surveying involves creating a mental map of the text and selective reading. 

To begin surveying, lok quickly over the material for textual markers or clues about the manner of organization of the text. These include table of contents, chapter titles, headings and subheadings, and numbering systems. The organizational clues are used to create a "mental map" to help the student move through the material. 

The mental map encompasses the general structure of the reading and is used to guide the student as he/she reads. By mentally linking the textual clues, the student is better able to follow the flow of ideas in the reading and to detect the relationships among pieces of information. 

If the text lacks headings and other textual markers, the student should pay attention to paragraph breaks and clue phrases like "most important" and "in summary." Use that information to identify the author's main ideas and to create one's own headings in the margin. In fact, accurate mental maps made by the student can be more effective than those based on the author's headings. 

Some students chose to record the organizational map on paper rather than to commit it to memory. There are a variety of recording methods; see the Organization page for ideas. 

Developing a mental map is important because "detailed information can be remembered only if it is learned in relation to more important ideas" (Bragstad and Stumpf, 1987, p. 251). The map may also be used later when reviewing the text. 

The second aspect of surveying is selective reading of portions of text (Bragstad and Stumpf, 1987). First, reread the title and think about it. What previous knowledge do you have about the topic? Can you recall any past experiences with the subject? What do you anticipate learning based on the title? Then read the first paragraph of the chapter or the abstract of the article. They should describe the main topics to be covered in the chapter or paper as well as the author's purposes or goals. Sometimes the results or conclusions will be given in the abstract. Reread the headings to refresh one's memory of the main topics of the text and to check the mental map for accuracy. Read the first sentence of each paragraph, and then read the last paragraph or the summary to get a review of the main conceps or conclusions. Quickly scan the visual aids like figures, photos, and tables. 

Question 

The second step of SQ3R involves predicting questions that may be answered by the material. The questions are elaborations of the mental map developed in the survey phase, and they serve as an individualized knowledge framework or template to which details may be added later. 

By actively engaging one's attention and curoisity, questioning provides the reader with a purpose and makes important ideas more obvious. The student creates meaning for him/ herself. Comprehension is aided by finding the answers to predicted questions when reading as well as by locating important information not covered by the questions. Predicted questions may be used later to study for quizzes and exams. 

To develop questions, turn major headings and subheadings into questions. Draw upon previous knowledge and experiences to develop questions that may be answered while reading. Questions that arise while surveying the assignment should be recorded as well. The predicted questions can be compared to those at the end of the chapter. Numbering questions makes it easy to organize the answers later while reading. 

With the mental map and predicted questions, one has prepared his/her own knowledge framework to guide reading of the assignment. 

Read 

With the knowledge structure in mind, read the assignment one section at a time for content. Instead of focusing on isolated details, search for relationships among the main ideas and their supporting details. Look for information that answers the predicted questions, and take note of unexpected ideas. 

The reader is advised to refrain from highlighting the text while reading because it may distract him/ her from the content of the text. A better approach is to jot down brief notes in the margins or to indicate the question numbers next to the portions of text that provide the answers. 

Recite 

After reading each section of text, take a few minutes to recall the important points. In order to actively make mental connections among main ideas and details, recite them aloud or write them down. Go over the answers to the predicted questions and/or summarize the section. Recitations should be done without consulting the book unless necessary. Paraphrasing aids in understanding. Immediate recall is essential for registering the information in long-term memory. Without recitation, almost half of what one reads is lost from memory after only one day! 

Review 

After reading and reciting the text section by section, review the entire chapter or article to see how the information fits together. This total review allows the reader to evaluate his/her understanding of the text, to organize all of the main ideas and supporting details, and to reinforce them in memory. 

When reviewing, refer back to the headings and subheadings as well as the predicted questions and answers. Look at notes written in the margins while reading. Information that was underlined or highlighted may also be reviewed. Flowcharts, outlines, and other visual aids may be used to organize the important information, and they provide study aids for future exam preparation. In a few sentences, summarize the purpose and main ideas of the reading; write the summary down or say it aloud. Or, the information generated during the review may be recorded on audio tape for future referral. 

Repeating the review process every weeks greatly improves one's ability to remember the information. And, it cuts down on preparation time for exams later. 

Return to Organization Reading Strategies Menu 

Relaxtion Techniques

No matter how well information is encoded, retrieval of information from long-term memory is often blocked by anxiety and tension. Relaxation techniques are one way to reduce stress and aid retrieval. Students may visit the campus counseling center for ideas on relaxation or meet with a private consultant versed in yoga, DASA, or another meditation approach. Or, students may try some of the exercises described below.

Exercise 1: This nine-step procedure is quoted from Twining (1991, p. x). It can be used while seated or lying down in a quiet room. Use this exercise in one's room the night before a stressful event or just before leaving one's room. Play soothing music if that helps you relax. For each step, remember to inhale as muscles are tightened and to exhale as muscles are relaxed.

Step 1: Tighten your right fist; feel the tension build. Now release the fist. Let your hand go limp; feel the relaxation. Next tighten your left fist; feel the tension. Now release; feel the relaxation. 

Step 2: Bend your right arm, tightening your fist and your biceps. Hold it tight and feel the tension in your arm. Now release the tension and let your arm hang loose; feel the relaxation. Next bend your left arm, tightening your fist and your biceps. Hold it tight and feel the tension in your arm. Now release the tension and let your arm hang loose; feel the relaxation. 

Step 3: Straighten out your right arm until it feels stiff as the triceps tightens. Now release the tension and let the arm hang loose. Next straighten out your left arm until it feels stiff. Then release the tension and let the arm hang loose. 

Step 4: Close your eyes tight; feel the pressure mount. Now open your eyes and relax the tension. Next clench your teeth; feel the pressure in your jaws. Now release your jaws and feel the relaxation. 

Step 5: Inhale deeply and hold the breath tight in your lungs. Now release and feel the flow of relaxation. Again, inhale; hold it. Exhale. Relax. 

Step 6: Now tighten your stomach muscles; hold the tension. Now release the stomach muscles and relax. Again, tighten the stomach muscles; now relax. 

Step 7: Straighten your legs and tighten your thighs, let the tension build. Now release the tension, let your legs lie loose, and feel the relaxation. And again, straighten your legs and tighten your thighs. Now release the tension. 

Step 8: Straighten your feet and tighten your calves. Now let your muscles go loose. And again, tighten your calves;then release your muscles and feel the relaxation. 

Step 9: Now relax your body completely, allowing it to lie limp. Feel the total relaxation that comes from a lack of tension. 

Exercise 2: This guided relaxation exercise is adapted from Davis, Eshelman, and McKay (1988) and is quoted from REFERENCE (year, page). The exercise involves physical relaxation as well as positive self-talk. Use the strategy in one's room before a stressful event or in the classroom during those nervous minutes waiting to do a stressful activity. While the instructions refer specifically to test-taking situations, the exercise may be used before any activity that produces anxiety, like public speaking, interviews, or class presentations. 

Position yourself comfortably in the chair. Close your eyes and breathe deeply from the stomach. Notice that your muscles are beginning to feel smooth, a little heavy and comfortable. 

Focus on your breathing, exhaling slowly. As you exhale, let go of all tension and negative thought. 

Notice how relaxed you feel. You can feel this relaxed even in a stressful situation. 

Your muscles are relaxed and your are breathing deeply. Imagine yourself in the classroom taking an exam. See yourself sitting there breathing as you are right now, feeling comfortable and thinking positive thoughts. Your are very much in control. Each time you exhale, you feel more serene, calm and confident. 

You have all the knowledge you need to pass this exam. You have studied using the best study techniques you know, and you are fully prepared. You will have no problem passing this exam. 

See yourself reading each question, one at a time, slowly and carefully, moving through each item on the exam. You have the ability to do well on this exam. 

Take a moment now to experience how calm and regular your breathing is and how confident you feel. After you have counted five breaths, open your eyes and feel relaxed and alert. 

Exercise 3: This last-minute relaxation technique helps students focus and relax in the classroom before a stressful event. It even may be used during a stressful activity if anxiety levels increase and the student feels he/she is loosing control. The exercise is simple and easy to remember. 

Close your eyes. Tense every muscle in your body, starting with the neck and moving down to the shoulders, arms, stomach, legs, and feet. Keep all muscles tensed as you move down the body. Inhale as each muscle is contracted, and hold your breath for a few seconds; then slowly exhale. 

After all the muscles in your body are tense, hold them for a few seconds. 

Starting with the toes, slowly relax every muscle in your body. Exhale as each muscle is relaxed. 

Repeat the process as necessary. 

Exercise 4: This relaxation technique, quoted from Lunenfeld and Luneneld (1992, p. 27), is based on muscle control and visualization. Use this exercise before or during a stressful activity when anxiety levels begin to rise. 

Find a comfortable chair or sit on the carpet or a cushion. It helps to take off your shoes and close your eyes ... . Tense up your muscles, starting with your jaw. Make a fist. Tighten your calf muscles. Next let them relax. 

Now visualize a staircase. Imagine grasping the balustrade and walking up the plush steps. When you reach the top visualize walking into a very pleasant place, such as a forest, a beach, or any area in which you liked to play as a child. 

Try to use all of your senses to aid you to bring this scene to life. For example, if you're at the beach feel yourself walking in warm water up to your knees. Feel the water on the lower part of your legs and the sun on the upper part of your body. Taste the salt in the air. Try to hear the sound of the waves as they hit the shore. (To help this visualization you can purchase a tape of wave sounds and play it in the background as you go through this routine.) You can see the blue of the water, the white clouds in the sky, and so on. If you put it all together you might actually think yourself back there, even when real snow is falling outside your room. 

At this point start listening to your breathing. It should be deep and even. 

Now tense up your muscles again, starting with your jaw and working down to your toes. With your muscles tense, go through the visualization exercise of walking up the stairs to your favorite location. While in the happy scene slowly relax your muscles, one by one, until you are completely calm, as judged by regular deep breathing. 

If you are willing to take this exercise one last step, think hard about an upcoming exam or other tense situation you fear. You will notice your muscles at once tighten involuntarily and your breathing again becomes shallow and irregular. By plunging back into your visualizations, while at the same time relaxing your muscles and keeping your breathing regular, you will go a long way towards being able to control panic in any difficult situation. When the actual situation arrives, just go through all the steps you practiced. You will not only feel yourself relaxing, but you will notice your mind clearing.

How To Cope With A Crisis

The following information is quoted from REFERENCE.

"No matter how healthy your normal state of mind and body, you probably will have an occasional crisis brought on by stress throughout your life. At such times, the best way to remain on an even keel is to adopt the following attitudes and behavior:

Concentrate on things as they are now. Do not increase your mental burdens by brooding about the past. Think about future events only to the extent that you can help to shape them. Do not worry about a future that you cannot control. 

Consider your problems one at a time. Sometimes lumping them together can make them seem overwhelming, but if you look at them individually you may be able to see that each one is not as serious as you thought. Then you can begin to look for solutions. 

Talk things over with your family and friends. Do not always complain or burden them with your troubles, but seek, and listen to, their opinions and advice. 

Once you have decided what you want to do about a problem that you can do something about, act promptly and firmly. Positive action is usually healthier than passive brooding. 

Occupy yourself and your mind as much as possible. Social activities such as sports, volunteer work or discussion groups are often preferable to solitude during a time of strain. 

Do not hold grudges or blame other people for your current problems. Even if you have been wronged in some way, a constant sense of frustrated hostility will accomplish nothing except further damage to your mental health. 

Make a point of devoting some time every day to physical relaxation that temporarily frees your mind from its preoccupations. If you go for a walk, for instance, concentrate on what you see around you instead of thinking about your problems. 

Apart from being more sociable and more physically active than usual, it is especially important to stick as closely as you can to your daily routine. At times of crisis a familiar pattern of regular meals and activities at specified hours can encourage a sense of security by providing an orderly outer environment. 

To avoid taking your worries to bed with you, try not to think about them after 8 pm. You will probably sleep better if you can wind down a few hours before going to bed. Also, if you wake up during the night, you are more likely to be relaxed enough to go back to sleep if you were not occupied with problem-solving when you first fell asleep. 

Learn to recognize a crisis, and do not be too proud to admit that you are overwhelmed by anxiety and can no longer manage on your own. Consult a physician sooner than later. Alternatively (or in addition), ask for help from a community mental health agency or a religious organization. [Seek out the counseling center on your campus.] You may find that when you talk about your problems and fears with an objective but sympathetic professional, your worries no longer seem insurmountable."

Avoiding, Releasing Stress and Tension

Avoiding Stress and Tension

One way to reduce test anxiety is to avoid stress and tension in the first place. The following guidelines (Pauk, 1989) may help students avoid the behaviors and situations that trigger stress and tension.

Avoid situations that one knows will cause stress and tension. For example, postpone asking someone on a date unless you know he/she will accept. Avoid confrontations with a parent or roommate.

Always be amply prepared or overprepared for tests, labs, speeches, and class discussions. For more information, refer to the Preparation section.

Resist the temptation to procrastinate. Putting off tasks is a major source of tension. To avoid the pitfalls of procrastination, master the skills of self-discipline, motivation, organization, and time management. Details on these topics are provided in the Time Management page of the General-Purpose Learning Strategies main stack.

Realize that some free time in one's schedule is a good thing. The key to avoiding feelings of guilt when not studying is to use free time in moderation and to work hard during study hours so one feels one has earned the free time. 

Releasing Stress and Tension

No matter how hard we try, it seeems that sooner or later we are unable to avoid excessive stress or tension. When stress and tension accumulate to levels that cause disruptions in one's ability to perform tasks, like taking tests, try the strategies described below for releasing stress and tension (based on Pauk, 1984).

Talk to someone. 
Though you may feel embarrassed or apprehensive about discussing your worries with others, try to realize just how serious it is to keep those feelings bottled up within yourself. Remind yourself that you are not the only person in the world who gets anxious; everyone does at one time or another. It is a common experience. Talk with an objective person like a roommate, resident assistant or resident director, faculty advisor, tutor, family member, clergy, coach, or specially trained counselor in the guidance office or student life office.

Escape temporarily. 

When things go wrong and you feel tensions building, take some time to escape from them for a little while. One may do this by physically moving away from the source of tension; go for a short walk, visit the mall for an hour, or shoot some baskets. If physical separation from the stressors is not possible, try to imagine yourself sitting next to a quiet lake or on a mountain trail.

Rechannel anger and anxiety. 

Instead of keeping it inside or losing control, try to find another outlet for your worries, one that make more positive use of your emotional energy. Let problems wait a day or two before tackling them. Hum a song or count to ten when you feel tensions rising.

Worry about someone else. 

Listen to the concerns of another person, letting him/her know you are interested in his/her welfare and you are there to help with his/her anxiety. This will keep your mind off your own stress for awhile and may help you to put your problems in perspective. It will also help you to realize that you are not the only person experiencing tension.

Take one task at a time. 

If one is under tension, even normal tasks or small amounts of work can be too much to handle, let alone being overwhelmed with work in all classes. Try not to think about all the things you need to do and/or how far you are behind in one class or another. Focus on one task at a time. And remind yourself that the seemingly helpless situation is only temporary.

Accept normality. 

Sometimes anxiety develops when a student expects too much of him/herself. An attitude of perfection often sets one up for failure and disappointment. Strive to do your best instead of trying to be perfect. Step back and examine your goals with respect to your capabilities. Are your goals feasible, or are they beyond your means? Are they your goals, or someone else's?

Take time out for recreation. 

Recreation is essential for mental, emotional, and physical health as it provides an opportunity to "blow off steam" and it takes one's mind off other things. Make recreation part of your daily schedule, even if it only involves taking a daily walk, sewing for half an hour, or playing catch with a friend.

SETTING YOUR GOALS

The way you set your goals affects their effectiveness Plan the Plan…….not the results

· Be Positive: have a good attitude

· Be Realistic: know yourself and your comfort level

· Set Deadlines: be realistic so you don't become frustrated

· Prioritize: make lists, break things into smaller pieces

· Write down your goals & keep them visible: this will help you stay on task

· Make your goals small and achievable: for better success

· List your values: what's important to you?

· Plan for the future and place yourself there: visualize, fantasize

· Write down 7 things you want this year (career/personal)

· Prioritize them by listing the 3 most important

· Focus/relax and let your mind roam/meditate/reflect on one project at a time
TOP 10 Tips for Creating Positive Self-Talk

1. Picture the outcome 

2. Change your behavior 

3. Have a positive outlook 

4. Work on Today 

5. Keep it Simple 

6. Believe in you 

7. Use words that trigger emotion 

8. Write your affirmations down 

9. Read affirmations daily for 30 consecutive days (morning and night, This is when the brain is most receptive to change; FEEL) 

10. Open your heart and mind - BELIEVE ( be positive ) 

TIPS FOR MANAGING YOUR TIME WISELY

The following quick tips are provided as a check for you to use as you begin to use your time wisely.

1. Set specific Goals ( What needs to be done? ) 

2. Make a "To Do" List 

3. Prioritize your list 

4. Review your plan 

5. Plan for tomorrow and use deadlines 

6. Keep a weekly and monthly calander 

7. Allow time for distractions 

8. Define and use your "Prime Time" 

9. Track your "Progress" NOT PERFECTION 

10. Be a go getter, Not a PROCRASTINATOR 

11. Just say "NO" - Delegate 

12. DO IT! 

13. Be sure to REWARD yourself 

So what is self esteem?

High self esteem? Low esteem? Can you have too much self esteem? What’s it all about? Understanding self-esteem can be confusing, especially since there are many ideas and myths around about it.

Some people think self esteem is about how much you love or like yourself, but it’s not that simple. Self esteem is the judgement or opinion that we have about our own abilities, value and worth as a person.

People with healthy or high self-esteem tend to

Feel confident in the face of life’s challenges 

Willing to try new things most of the time 

Have a sense that they can make changes when they put in the effort 

Recognise their personal strengths 

Give themselves credit when it’s due 

Realise their contribution in the larger scheme of things 

Have respect for themselves 

People with low self esteem often

Doubt themselves 

Have a low opinion of who they are and what they can do 

Dwell on personal weaknesses 

Have negative self talk, eg ‘I’m not good enough’ or ”I can’t do it” 

Compare themselves to others continually and feel they don’t measure up 

Feel uncomfortable or suspicious of compliments 

Don’t like to try new things 

End up doing things that other people want no matter how uncomfortable they feel

Some people believe that low self esteem is the cause of many youth problems today but you might be interested to know that experts have found that young people with high self esteem have taken drugs and that self esteem hasn’t been proven to play a big part in racist, violent or criminal behaviour. So self esteem is not a simple issue and high self esteem doesn’t always protect you from risky situations.
How do you get self esteem?

You don’t just get self esteem. It is something that develops from when we are little kids right through to becoming an adult. Our self-esteem is shaped by the messages we give ourselves and the messages we get from our parents, friends, families, community and other people that we connect with. Positive or negative messages about our abilities and worth have more influence when they come from people that we respect.

Most of us don’t want to doubt ourselves. Most of us want to feel more confident about who we are and what we can do so we can achieve our goals and get through life feeling happy. Some people believe that you only need high self esteem to be happy, successful and generally have positive mental health. The truth is that we all need a range of skills and support networks that can get us through life.
Skills such as:

being able to communicate effectively 

being able to make and keep friends 

having goals 

being able to handle conflicts 

and learning how to deal with setbacks 

to name a few, will improve your self esteem and promote positive mental health.

Giving your self esteem a boost

Hang out with supportive people who don’t put you down or make fun of you. 

Avoid negative self talk and encourage yourself with positive self talk. 

Try giving and accepting praise and compliments. 

Think about what you have learnt about yourself when you achieve something or when you have setbacks. 

“Do your best” - Have reasonable and realistic expectations of yourself. 

Get out there and participate in a social activity, eg. A sports team, the school choir, a drama production. 

Accept that NO ONE gets it right all the time and that being continuously happy is impossible. 

It’s worth remembering that just telling yourself positive messages or affirmations will not 

magically make your life better. You might have to learn new skills and seek the support of 

others like your friends, family, teachers, youth or health workers to help you reach your goals, solve problems or just to get another story about yourself, your abilities and where you fit in the bigger scheme of things.

Self esteem is one part of our mental health

Self esteem is important for everyone but it is just one part of our mental health and there are many things we can do to look after our mental health. We develop self esteem. It is something that grows from being involved with other people and comes from our achievements - many of which will be built with persistence and patience. You can’t just get high self esteem and it is much more than just learning to love yourself. 

There is a lot of information in books and online on self-esteem and how to increase it but it is 

important to remember it isn’t all accurate and reliable and some experts admit we are far from really understanding all there is to know about self esteem.
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What is self-talk?

Self-talk is something everyone does. Self-talk is those thoughts we have about ourselves and our lives. These thoughts can have a direct effect on our mental health, which can be good or bad depending on what these thoughts are. 

You can have positive or negative thoughts about yourself and your life that can affect how you are feeling, your confidence and self-esteem. 

For example, you might compare yourself to people at school and tell yourself that you’ll never be as ‘cool’ or ‘popular’ as them. This may lead to you thinking you are not good enough to talk to those people and feeling insecure around them. This is definitely negative self-talk because you are being hard on yourself and thinking this way will stop you from seeing your good points and stop you being as successful as you can possibly be.

Think about the people you know. Doesn't it seem like the people who expect to get good marks at school, play well in Saturday's footy match or have a great time at the party on the weekend always seem to and the people who expect to fail at things always seem to fail? Even doctors agree that patients usually heal as quickly or as slowly as they (the patients) expect to. It seems that if you keep repeating certain thoughts about yourself often enough, you can end up believing that they are true. Like anything, thoughts can become habits and these can be hard to break. So if your self-talk is always down on yourself it might be hard to believe the good things about yourself.

Be your own best friend

If another person told you that you were fat, ugly or stupid every time you saw them not only would you dislike this person greatly and not want them around but also you would start to believe them. It’s exactly the same with self-talk. You need to treat yourself the way you would treat your best friend. A best friend would always be supportive and talk to you in a positive way. As a result they make you feel good about yourself and want to spend time with them.

How to turn negative self-talk positive

There are times in our lives when things are rotten or tough and it is difficult not to get down on ourselves, especially when other people have said negative things to us along the way. And when one thing goes wrong in one area of our lives it easy to start to think that everything is wrong in our lives.

Our thoughts can start to race, we blame ourselves and say things like "how could I be so stupid," "I'm hopeless," "I can’t do this" etc. and we can feel bad about everything. In these times of negative self-talk, we need to calm ourselves down, stop for a minute and check out the way that we are talking to ourselves.

You can ask yourself these kinds of questions to check your self-talk.

· Am I focusing on my weaknesses and forgetting what I am good at and what is good about me? 

· Am I making things seem worse or bigger than they really are? 

· Am I being too hard on myself? 

· Am I being realistic? 

· What can I say to myself that is more encouraging? 

In the book "Being Happy" Andrew Matthews shows how positive affirmations can help. If you repeat the same thing to yourself enough times you will start to believe it. So why not try repeating something positive to yourself such as "I can do this," "I am smart," or more specifically "I will get great marks at school." Of course you will still need to study and try your best, sorry guys, positive affirmations are not that strong on their own. They are not an instant miracle thing, but study, effort AND confidence will make you that much more likely to succeed. 

So next time you’re worried about things try using a positive thought to help encourage yourself, maybe even try writing it down or saying it out loud, it will stick in your mind and eventually have a positive effect on your feelings too.

When you are having lots of negative thoughts about yourself or about what's happening in your life it is sometimes hard not to put your own spin on things and think things are different and worse than how they really are. It's a good idea to get someone else's opinion. Talking with someone you trust and respect can help you work out what is real and to get a more positive and realistic view of yourself and what is happening.

Positive self-talk helps you calm yourself down, feel more confident, and see things in perspective, but most importantly it helps to build a positive, supportive relationship with yourself. This is important to have so you can build good relationships with others and get what you want out of life.

AND REMEMBER…

POSITIVE MINDS ATTRACT 
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