




















HAPTER ,

In this chapter. ..

Living with diversity

Diversity is real—and valuable
Exercise: Clarify your values
Communicating across cultures

Adapting to the culture of
higher education

Learn the language of
higher education

The art of reentry
Stay tuned to these networks
Plug into school resources

HAP

In this chapter . . .
Critical thinking: A survival skill

Finding “ahal”"—Creativity fuels
critical thinking

Tangram

Techniques for creative thinking
Asking questions

The value of higher education
Qualities of a critical thinker
Core skills for critical thinkers

Finding a critical thinker in yourself
and others

Becoming a critical thinker

Create on your feet

Uncovering assumptions

Exercise: Working with assumptions

196
197
198
199
200

204

205
206
208
210

224
225

227
227
228
230
232
234
235

235
236
240
241
242

Flug Into community resources

Dealing with sexism . . .and sexual
harassment

Students with disabilities: Ask for what
you want

Exercise: Explore stereotypes

Quiz
Learning Styles Application
Bibliography

Ways to fool yourself

Thinking critically about information
on the Internet

Gaining skill at decision making
Divide and conquer your goals

Warning: Advertising can be dangerous
ta vour health

Exercise: Fix-the-world brainstorm

4 problem-solving steps

Exercise: Translating goals into action
Solvina math and science problems

Quiz
Learning Styles Application
Bibliography

211

212

214
215

221
223
223

243

244
245
246

248

251
252
253
258

257
259
259

Table of Contents  vii







- CHAPTER 11

In this chapter...

Money in, money out

The source of money problems
Increase money in

Decrease money out

Free fun

Money for the future
Education’s worth it . . .
Exercise: Education by the hour
Seventeen places to find money
We live like royalty

Take care of your machine
Your machine: Fuel it

Exercise: Setting your bio-alarm
Your machine: Move it

Your machine: Rest it

Your machine: Observe it

In this chapter . ..

Now that you're done—begin

“...use the following suggestions to
continue ...”

Exercise: Do something you can't

Attitudes, affirmations, & visualizations

Attitude replacements

Exercise: Reprogram your attitude

Exercise: This book shouts, “Use me!”

“But | don't know what | want to do”

Majors for the taking

Changing schools

Exercise: Discovery Wheel—coming
full circle

Contributing: The art of selfishness

Service learning

326
327
328
329
331
333
334
336
337
337
338
339
340
340
341
342
343

360
361

362
363
364
365
366
367
368
369
370

372
375
377

Your machine: Protect it
Stay up-to-date on STDs

The experts recommend seven
dietary guidelines

Crazed alazed donut runs amok

Some facts

Alcohol, tobacco & drugs: The truth
Exercise: Addiction, how do | know . . .
Seeing the full scope of addiction

Where to turn for more information
an recoverv

Quiz
Learning Styles Application
Bibliography

Career planning: Begin now
Cruising for jobs on the Internet
Job skills for the new millennium

" Link to the world of work

Exercise: Apply these strategies to
vour work

Exercise: Define your values
Exercise: Master mind map (part two)
One set of values

Quiz
Learning Styles Application
Bibliography

Table of Contents

344
347

347
349

352
352
353
354

355

357
359
359

378
380
381
382

384

388
388
389

391
393
393

394

ix



















never ends. The picture of the running shoe that
accompanies the exercises in this book indicates
the action that makes for effective learning.

One more note: As a strategy for avoiding sexist
language, this book alternates the use of feminine
and masculine pronouns.

Throughout
this book are activities labelea rracticing Critical
Thinking.” Look for them next to the icon

sulb, who's
ation and
Iso note
ext promote
xercises and

Check out
the Learning Styles Applications at the ena of each
chapter. These are included to increase your awareness
of your preferred learning styles and to help
you explore new styles. Each exercise will
guide you through experiencing four
specific learning stages as applied to the
content of the chapter. The four-color
icon for these applications represents those
stages. For a detailed explanation of these
stages, see “Learning styles—Discovering how
you learn” in Chapter One.

You'll see an Internet

10O Next 1o articles, eXercises, and Journal Entries
throughout this book. This indicates opportunities for

you to explore

the Internet

as a tool for
promoting your success in school. Note that for a
variety of technical reasons, you might not be able
to connect to a suggested Internet site the first time
you try. In that case, try to connect again later. Or go
to Houghton Mifflin’s student success site on the
World Wide Web at www.hmco.com/college/success/
for a list of alternate sites that are updated monthly.

Your responses to the
exercises and journal tntries tnroughout this book can
furnish raw material for a portfolio. A special portfolio
logo highlights these opportunities. Your portfolio can
provide a visible record of your successes in higher
education. Portfolios also offer a creative wa’
to supplement your résumé when you apply
for jobs. For more details, see “Creating &
using portfolios” in Chapter One.

EYERCICFE .

Commitment

This book is worthless without your action. One powerful way
to begin taking action is to make a commitment. Conversely,
without commitment, sustained action is unlikely, and the result
is a worthless book. Therefore, in the interest of saving your
valuable time and energy, this exercise gives you a chance to
declare your level of involvement up front. From the choices
below, choose the sentence that best reflects your commitment
to using this book. Write the number in the space provided
at the end of the list.

1. “Well, I'm reading this book right now, aren’t I?”

2. “l will skim the book and read the interesting parts.”

3. “I wilt read the book and think about how some
of the techniques might apply to me.”

4, "] will read the book, think about it, and do the exercises
that look interesting.”

5. “l will read the book, do exercises, and complete some
of the Journal Entries.”

6. "l will read the book, do exercises and Journal Entries,
and use some of the techniques.”

7. “I will read the book, do most of the exercises
and Journal Entries, and use some of the techniques.”

8. "I will study this book, do most of the exercises
and Journal Entries, and use some of the techniques.”

9. " will study this book, do most of the exercises
and Journal Entries, and experiment vigorously with
most of the suggestions in order to discover what works
best for me.”
10. “I promise to get value from this book, beginning
with Exercise #1:'Textbook reconnaissance, even if | have
to rewrite the sections | don't like and even if | have
to invent new techniques of my own.”

Enter your commitment level and today’s date here:
Commitment level Date

If you selected commitment level 1 or 2, you might consider
passing this book on to a friend. If your commitment level is
a 9 or 10, you are on your way to terrific success in school.

If you are somewhere in between, experiment with the
techniques; if you find they work, consider returning

to this exercise and raising your level of commitment.
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when you are wriung a
Discovery Statement and you
begin to feel uncomfortable,
bored, or tired, that may be

a signal that you are about

to do valuable work. Stick
with it. Tell yourself you

can handle the discomfort
just a little bit longer. You
will be rewarded.

Your intention mignt
depend on the actions of
other people. If you write
that you intend for your
study group to complete
the assignment by Monday,
your success depends on
other students. Make such
intentions carefully; then
ask for the assistance of the
people they depend on.

vvnen you are aiscovering
yourself, be gentle. If you
continually judge your
behaviors as bad or stupid or
galactically imbecilic, sooner
or later your mind will
revolt. Rather than put up
with the abuse, it will quit
making discoveries. Be kind.

e aware of what you

might do, consciously or
unconsciously, to undermine
your intentions. If you
intend to study differential
equations at 9 p.m., notice
when you sit down to watch
a two-hour television movie
at 8 p.m.

“The truth will set you free”
is a cliché. Practice telling
the truth, and you might
find out why the phrase is
so well-worn. The closer you
get to the truth, the more
powerful your Discovery
Statements will be.

And remember, telling
the truth requires courage
and vigilance. Don’t blame
yourself when you notice
you avoid the truth. Just tell
the truth about it.

Rewards that are an integral
part of a goal are powerful.
For example, your reward for
earning a degree might be
the career you want. External
rewards, such as a movie or
an afternoon in the park, are
valuable too. These rewards
work best when you're
willing to withhold them. If
you intend to take a nap on
Sunday afternoon whether
you finish your English
assignment or not, the nap
is not an effective reward.
Another way to reward
yourself is to sit quietly after
you have finished your task
and savor the feeling, One
reason why success breeds
success is that it

feels good.

The purpose of this exercise
is to explore how your feelings
can inhibit your ability to
think objectively.

For each of us there are
certain issues that trigger
strong emotional reactions.
For some people, these topics
include abortion, gay and
lesbian rights, capital
punishment, and funding
for welfare programs. Your
list could include these
topics or others.

Create your list in a two-
column format on a separate
sheet of paper.In one column,
write a word or short phrase
describing each issue. In the
other column, describe the
way you typically respond
when each issue comes up
in conversation or writing.

Column 2
Response

Column 1
Issue

Now list what you can
do to remain more objective
when one of your “hot button”
issues comes up.

The Practicing Critical Thinking
exercises included throughout this
book incorporate ideas from Peter

Facione, Dean of the College of Arts
and Sciences, Santa Clara University
and creator of the California Critical
Thinking Disposition Inventory.

Mr. Facione provided substantial
suggestions for these exercises and
edited them. He can be contacted
through the California Academic
Press on the World Wide Web at:
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1

2

3.

4,

5.

6.

7.

8.

1.

2,

3.

4

5.

6.

7.

8.

) I am confident in my ability

to remember.

) | remember people’s names.

At the end of a lecture, | can
summarize what was presented.

I apply techniques that enhance
my memory skills.

| can recall information when
I'm under pressure.

| remember important
information clearly and easily.

| can jog my memory when
I have difficulty recalling.

| can relate new information
to what I've already learned.

Total score (3

| feel confident and calm during
an exam.

[ manage my time during exams,
and | am able to complete them.

I am able to predict test
questions.

| can examine essay questions
in light of what | know and come to new
and original conclusions during a test.

| adapt my test-taking strategy
to the kind of test I'm taking.

I understand what essay
questions ask and can answer them
completely and accurately.

| start reviewing for tests at the
beginning of the term and review
regularly.

My sense of personal worth
is independent of my test scores.

Total score (6

1. | preview and review
reading assignments.

2. When reading, | underline
or highlight important passages.

3. When | read, | ask questions
about the material.

4, When | read textbooks,
I am alert and awake.
5. | relate what | read to my life.
6. | select a reading strategy to fit
the type of material I'm reading.
7. | take effective notes when | read.
8. ‘When I don't understand

what 'm reading, | note my questions
and find answers.

Total score (4

1. [ am aware of my cultural biases
and open to understanding people with
different backgrounds.

2. [ build rewarding relationships
with people from other cultures
and races.

3. | can point out examples of
discrimination and effectively respond
to them.

4, | use school-based services
to support my success.

5. | use community-based
resources to support my success.

6. | take specific steps to make
a successful transition into higher
education.

7. I am in regular contact with
instructors and students who share
my academic interests.

8. | effectively integrate schooling
with my family and work lives.

Total score (7

1.
my attention.

2,

3.
for taking notes and choose those
that work best for me.

4,

5.

When | am in class, | focus

| take notes in class.

I am aware of various methods

My notes are valuable for review.

| review class notes
within 24 hours.

6.
and notice key phrases in a lecture,

7.
writes on the board or overhead
projector.

8.
into my own words.

| distinguish important material

| copy material the instructor

[ can put important concepts

Total score (5

1.

and sol
at unus

2,
solutions to a variety of problems.

3.
project, | use specific methods to get
unstuck.

4,
as opportunities for learning and
personal growth.

5.

6.

| have flashes of insight,

utions to problems appear to me
ual times.

[ use brainstorming to generate

When | get stuck on a creative

| see problems and decisions

I am willing to consider different

points of view and alternative solutions.

that un

7.

8.

in logic

I can state the assumptions
derlie a series of assertions.

I can detect common errors

| approach courses in

mathematics and science
with confidence.

Total score (8
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for what’s wrong, we can look for what’s
potentially valuable. Faced with a new idea,
we can stay in the inquiry, look deeper,
and go further.

11E A1l PIALE, UIE Mgl vulb, the notion of the
unconscious, the invention of the transistor,
and the computer chip—these and many
other tools became possible when their
inventors practiced the art of continually
looking for additional answers.

Another way to expand your toolbox is
to keep looking for answers. Much of your
education will be about finding answers
to questions. Every subject you study—from
algebra to history to philosophy—poses a
unique set of questions. Some of the most
interesting questions are those that admit
many answers: How can we create a just
society? How can we transmit our values to
the next generation? What are the purposes
of higher education? How can we prevent an
environmental crisis?

Other questions are more personal: What
career shall I choose? Shall I get married?
Where shall I live and how shall I spend my
leisure time? What shall I have, do, and be
during my time on earth?

Perhaps you already have answers to these
questions. Answers are wonderful, especially
when they relate to our most persistent and
deeply felt questions. Answers can also get in

the way. Once we’re convinced that we have
the answer, it’s easy to stop looking for more
answers. We then stop learning. Our range
of possible actions becomes limited.

Instead of latching on to one answer, we
can look for more. Instead of being content
with the first or easiest options that come
to mind, we can keep searching. Even when
we’re convinced that we've finally handled
a problem, we can brainstorm until we find
five more solutions.

When we keep looking for answers,
we uncover fresh possibilities for thinking,
feeling, and behaving, Like children learning
to walk, we experience the joy of discovery.

A word of caution: Any tool—whether it’s

a hammer, a computer program, or a study
technique—is designed to do a specific job.
A master mechanic carries a variety of tools
because no single tool works for all jobs. If
you throw a tool away because it doesn’t work
in one situation, you won't be able to pull it
out later, when it’s just what you need. So if
an idea doesn’t work for you and if you are
satisfled you gave it a fair chance, don’t throw
it away. File it away instead. The idea might
come in handy sooner than you think.

And remember, this book is not about
figuring out the “right” way. Even the “ideas
are tools” idea is not “right.”

It’s a hammer . . . (or maybe a saw).

PENE a Y I L WA

,,CA L TH\“$\‘—

This exercise is an experiment in creative
thinking suggested by Power Process #1: “ldeas
are tools.”When we see ideas as tools, one of
our aims can be to create many possible
solutions when we're faced with a problem.
That way, we have a bigger “tool box"—more
options from which we can choose.

Describe in writing a problem you face in
your academic or personal life right now—
anything from handling conflict with an
instructor to finding a new day care provider.

Perhaps you already have a possible
solution to this problem in mind. Great. Now

create at least five more solutions. Whenever
possible, list solutions that seem to contradict
each other.

Describe your problem and list your
possible solutions on a separate sheet of paper.
Next, write about any change in the way you
see this problem after creating alternative
solutions.

If you have Internet access, connect to
Houghton Mifflin’s student success site on the
World Wide Web at www.hmco.com/college/
success/. Consider posting your responses to
this exercise there. And while you're there,
read responses from other students who took
this important step in promoting their own
success.

You can save a copy of your
responses to this exercise and
include them in vour portfolio.

Maybe it’s

your breath

The way you breathe affects
the way you think, and the
way you think affects the way
you breathe. A good supply
of oxygen to the brain is
essential for focused
concentration. The next

time you find your mind
wandering, take a short break
and do the following exercise.
Read all the directions; then
take a moment to practice
this technique.

1. Situp in your chairin a
relaxed position, head straight
and hands uncrossed in your
lap.

2. Close your eyes and take
20 or 30 seconds to relax. Let
go of any tension in your face,
neck, and shoulders.

3. Inhale, breathing deeply
into your abdomen. Your
stomach will expand when
you breathe deeply.

4. When you have filled your
lungs with air, pause; purse
your lips as if you were about
to whistle; then exhale evenly
and with force through the
small hole between your lips.

5. At the end of your
exhalation, pause; then push
out the last bit of remaining
air in three short, forceful
puffs,

6. Repeat this process three
to five times.

7. When finished, sit quietly
for a while, observing the rise
and fall of your abdomen as
you breathe normally.































Remove this sheet before completing
the Learning Style Graph.

This page is inserted to ensure that the other writing you do in this book doesn’t show through on page LSI-7.













» get the most value from knowing your
earning profile, look for ways to apply
his knowledge in school and at work.
“onsider the suggestions that follow.

Discomfort is a natural part of the learning
process. As you move through stages of the
learning cycle that are not your preferred learning
stage, allow yourself to feel the discomfort.
Struggling during the stages of the learning cycle
that are not your preferences is an indicator that
you are balancing your learning preferences.
Neglecting certain stages, or moving too

quickly through them, can interrupt your learning.

With appropriate practice, you can expand your
preferences and learn to feel comfortable using
all four stages.

You might want to examine your learning profile
when choosing your major and planning your
career. You could focus on courses or jobs that
match your learning preferences. Asking

people with other preferences for help also
works great.

You might na that tne way a teacher teaches
is not always the way you prefer learning, and
teachers don’t always follow the complete cycle
of learning. Once you know your learning
preference, you can be more responsible for
getting what you need to learn best.

" u have a strong preference for Stage 1,

u are likely to spend time observing others
ind planning before taking action. You
probably also enjoy working with other
students. To assist yourself in school, ask
questions that help you understand

why it is important for you to learn about a
specific topic. You might also want to make
sure that you form study groups.

If you have a strong preference for Stage 2,
you are skilled in understanding theories

and concepts. When in learning situations,
you are likely to enjoy lectures and individual
class assignments. Chances are that you also
enjoy solitary time and are not fond of working
in groups. To assist yourself in school, ask
questions that help you gather enough
information to understand what you are
learning. You might also increase your
effectiveness by choosing not to concentrate
equally on all the material in a chapter.

You could focus primarily on specific parts
of the book where you dig in more deeply.

If you have a strong preference for Stage 3, you
probably excel at working with your hands and
at laboratory stations. When in a learning
situation, you are interested in knowing

how things work. In addition, you

probably enjoy working alone or with a

small group. To assist yourself in school

ask questions that help you understand how
something works and how you can experiment
with these new ideas. Also, allow time to practice
and apply what you learn. You can conduct
experiments, do projects, complete homework,
create presentations, conduct research, tabulate
findings, or even write a rap song that
summarizes key concepts. Such activities
provide an opportunity to internalize your
learning through hands-on practice.

If you have a strong preference for Stage 4,
you are skilled at teaching others what you
have learned and helping others see the
importance of this new learning. When in a
learning situation, you like to apply facts and

ChapterOne FIRST STEP 23





























































If your chemistry problems
put you to sleep, get 1o tnem Mrst, wille you are tresit. yve wena to study what we like first,
yet the courses we find most difficult often require the most creative energy. Save the

Wh subjects you enjoy for later. If you find yourself avoiding a particular subject, get up
en an hour early to study it before breakfast. With that chore out of the way, the rest of
the day can be a breeze.

TO StUdy Continually avoiding a subject indicates a trouble area. Further action is called for,
Clarify your feelings about the course by writing about those feelings in a journal, talking
with an instructor, or asking for help from a friend or counselor. Consistently avoiding
study tasks can also be a signal to re-examine your major or course program.

Many people learn best in daylight hours.
1t this 18 true tor you, scneaule stuay ume tor your wost difficult subjects when the sun is up.
Unless you grew up on a farm, the idea of being conscious at 4 a.m. might seem ridiculous.

Yet many successful business people begin the day at 5 a.m. or earlier. Athletes and yogis use
this time too. Some writers complete their best work before 9 a.m.

Some people experience the same benefits by staying up late. They flourish after midnight.
If you aren’t convinced, then experiment. When you’re in a time crunch, get up early or stay up
late. You might even see a sunrise.

Five minutes waiting for a bus, 20 minutes waiting for the dentist, 10
minutes between classes—waiting time adds up fast. Have short study tasks ready to do during these times.
For example, carry 3x5 cards with facts, formulas, or definitions and pull them out anywhere.
A tape recorder can help you use commuting time to your advantage. Make a cassette tape of yourself
reading your notes. Then play these tapes in a car stereo as you drive, or listen through your headphones
as you ride on the bus or exercise.

\N h ere Your body and your mind
Know where you are. yvnen you use e same place to study, day after
’[O S’[U dy day, they become trained. When you arrive at that particular place,
you can focus your attention more quickly.

In bed, your body gets
a s1gnal. For Most stuaents, i s wote uxety to be “Time to sleep!”
than “Time to study!” For that reason, don’t study where you sleep.
Just as you train your body to be alert at your desk, you also train it
to slow down near your bed.

Easy chairs and sofas are also dangerous places to study. Learning

requires energy. Give your body a message that energy is needed.
Put yourself into a situation that supports that message.

ChapterTwo TIME
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Name Date / /

What are at least three ways you can control interruptions when you study?

It is effective to leave holes in your schedule to allow for the unexpected. True or False?
Explain your answer,

Suppose that after you choose where to focus your attention, your mind wanders. Power Process #2
suggests that one of the most effective ways to bring your focus back to the here and now is to:

(A) Slap your cheek and shout “Attention” as loudly as you can.

(B) Notice that your thoughts have wandered and gently bring them back.
(C) Sleep.

(D) Concentrate fully and resist the temptation to be distracted.

(E) Indulge your distracting thoughts until they disappear.

What are at least five of the 25 ways to get the most out of now?

In time-management terms, what is meant by “This ain’t no piano”?

Define C fever as it applies to the ABC priority method.

Scheduling marathon study sessions once in a while is generally an effective strategy.True or False?
Explain your answer.

ChapterTwo TIME
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Imagine 100KINg at a new painting this way: slindtold
yourself, put a magnifying glass up to your eye, move your
face to within inches of the painting; now yank the blindfold
off and begin studying the painting, one square inch at

a time. Chances are, even after you finish looking at the
painting this way, you won’t know what it is.

Unfortunately, many students approach new courses and
textbooks just this way. They feel driven to jump right in and
tackle the details before they get the big picture.

Here is a different approach: Before you begin your next
reading assignment, skim it for the general idea. You can use
the same techniques you learned in Exercise #1: “Textbook
reconnaissance” on page 1.

You can also use this technique at the beginning of
a course. Ask someone who has taken it to quickly review
it with you. Do a textbook reconnaissance of the reading
assignments for the entire course. This technique works best
at the beginning of a term, but it’s never too late to use it.

If you're lost, step back and look at the big picture.

The details might make more sense.

A skydiver will not become
pored learning how to pack her parachute. Her reward for
learning the skill is too important. Know what you want
from your education; then look for connections between
what you want and what you are studying. If you're bogged
down in quadratic equations, stand back for a minute.
Think about how that math course relates to your goal
of becoming an electrical engineer.

When information helps you get something you want,
it’s easier to remember. That is one reason why it pays
to be specific about what you want.

The data already stored in
your memory is arranged according to a scheme that makes
sense to you. When you introduce new data, you can recall
it more effectively if you store it near similar or related data.

Say you are introduced to someone named Margarita.
One way to remember her name would be to visualize
another person you know named Margarita. When you
see the new Margarita again, your mind is more likely
to associate her with the Margarita you already know.

A

According to an old saying,
people remember YU percent ot what they do, 75 percent
of what they see, and 20 percent of what they hear.

These percentages might not be scientifically provable,
but the idea behind them is sound. Action is a great memory
enhancer. You can test this theory for yourself by studying
with the same energy you bring to the dance floor or the
basketball court.

When you sit at your desk, sit up. Sit on the edge
of your chair, as if you were about to spring out of it
and sprint across the room.

Also experiment with standing up when you study.

It’s harder to fall asleep in this position. Some people insist
their brains work better when they stand.

Pace back and forth
and gesture as you recite
material out loud. Use your
hands. Get your whole
body involved in studying.

These techniques are
also great ways to battle
boredom. Boredom puts
memory to sleep. Wake it
up by using your arms and
legs as well as your eyes,
ears, and voice.

Learning can be
deceptive. Most learning,
especially in higher

education, takes place in a passive setting. Students are sitting
down, quiet and subdued.

Don’t be fooled. Learning takes energy. When you learn
effectively, you are burning calories, even if you are sitting
at a desk reading a textbook.

When we’re relaxed, we absorb new information
quickly and recall it with greater accuracy. Some courses
in accelerated and “whole mind” learning teach relaxation
techniques.

Part of this is common sense. Students who can’t recall
information during a final exam, when they are nervous,
often can recite the same facts later, when they are relaxed.

This idea might seem to contradict technique #4, but
it doesn’t. Being relaxed is not the same as being drowsy,
zoned out, or asleep. Relaxation is a state of alertness, free
of tension, during which our minds can play with new
information, roll it around, create associations with it,
and apply many of the other memory techniques. We can
be active and relaxed.

ChapterThree MEMORY 83







One way to fight mental fuzziness is to
learn more than you intended. Students often stop studying
when they think they know the material well enough to pass
a test. Another option is to pick a subject apart, examine it,
add to it, and go over it until it becomes second nature.

This technique is especially effective for problem solving,
Do the assigned problems, then do more problems. Find
another text and work similar problems. Make up your own
problems and work those. When you pretest yourself in this
way, the potential rewards are speed, accuracy, and greater
confidence at exam time.

ONOIL-LETII TICIIOLY IS ALIIETENL Irom e King ol memory
you'll need during exam week. For example, most of us can
look at an unfamiliar seven-digit phone number once and
remember it long enough to dial it. See if you can recall that
number the next day.

Short-term memory can fade after a few minutes, and
it rarely lasts more than several hours. A short review within
minutes or hours of a study session can move material from
short-term memory into long-term memory. That quick
minireview can save you hours of study time when exams
roll around.

Study your most difficult subjects
auring aayugnt nours. Many people can concentrate more
effectively during the day. The early morning hours can be
especially productive, even for people who hate to get up
with the sun.

Psychological research
Suggests tnat maratnon study sessions are not effective.?
You can get far more done in three two-hour sessions than
in one six-hour session.

For example, when you are studying for your American
history exam, study for an hour or two; then wash the dishes.
While you are washing the dishes, part of your mind reviews
what you studied.

Return to American history for a while, then call
a friend. Even while you are deep in conversation, part
of your mind will be reviewing history.

You can get more done if you take regular breaks, and
you can even use them as minirewards. After a productive
study session, give yourself permission to make a short phone
call, listen to a song, or play 10 minutes of hide-and-seek
with your kids.

There is an exception to this idea. When you are
engrossed in a textbook and cannot put it down, when you
are consumed by an idea for a term paper and cannot think
of anything else—keep going. The master student within you
has taken over. Enjoy the ride.

People who think history
is boring tend to have difficulty remembering history. People
who believe math is difficult tend to have difficulty recalling
mathematical formulas. All of us can forget information that
contradicts our opinions.

This is not the same as fighting your attitudes or
struggling to give them up. Simply acknowledge them.
Notice them. Your awareness can deflate an attitude that
is blocking your memory.

One way to befriend a self-defeating attitude about
a subject is to relate it to something you are interested in.
For example, consider a person who is fanatical about cars.

She can rebuild
amotor in a
weekend and
considers that
a good time.
From this
apparently
specialized
interest, she
can explore
a wide realm
of knowledge.
She can relate
the workings
of an engine
to principles of physics, math, and chemistry. Computerized
parts in newer cars lead her to data processing. She can now
study how cars have changed our cities and helped create

* suburbs, a topic that includes urban planning, sociology,

business, economics, psychology, and history.

We remember what we find interesting. If you think
a subject is boring, remember that everything is related
to everything else. Look for connections.

yve CdIl 4aopt dn  1NIormation ai€t. Just as we Ccnoose
to avoid certain foods, we can choose not to retain certain
kinds of information.

Decide what’s essential to remember from a reading
assignment or lecture. Extract the core concepts. Ask what
you’ll be tested on, as well as what you want to remember.
Then apply memory techniques to those ideas.

All of these
memory tecnniques work even better in combination.
Choose two or three techniques to use on a particular
assignment. Experiment for yourself.

For example, after you take a few minutes to get an
overview of a reading assignment (#1), you could draw a
quick picture to represent the main point (#6). Or you could
overlearn that math formula (#10) by singing a jingle about
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The word love might sound like an overstatement.

In this Power Process, the word means to accept your
problems, to allow and permit them. When we fight a
problem it grows bigger. The more we fight against it,

the stronger it seems to become. When we accept the fact
that we have a problem, we are more likely to find effective
ways to deal with it.

Suppose one of your barriers is being afraid of
speaking in front of a group. You can use any of these
three approaches.

First, you can get up in front of the group and pretend
you're not afraid. You can fake a smile, not admitting to
yourself or the group that you have any concerns about
speaking—even though your legs have turned to rubber
bands and your mind is jelly. The problem is, everyone
in the room will know you're scared, including you, when
your hands start shaking and your voice cracks and you
forget what you were going to say.

The second way to approach this barrier is to fight it.
You could tell yourself, “I'm not going to be scared,” and then
try to keep your knees from knocking. Generally, this doesn’t
work. In fact, your knee-knocking might get worse.

The third approach is to go to the front of the room,
look out into the audience, and say to yourself, “I am scared.
I notice that my knees are shaking, my mouth feels dry, and
I’m having a rush of thoughts about what might happen if
I say the wrong thing. Yup, I'm scared and that’s OK. As a
matter of fact, it’s just part of me, so I accept it and I'm not
going to try to fight it. I'm going to give this speech even
though I'm scared.”

You might not actually eliminate the fear; however,
your barrier about the fear—which is what stops you—
might disappear. And you might discover that if you examine
the fear, love it, accept it, and totally experience it, the fear
itself also disappears.

Applying tnis process is easier if you remember two
ideas. First, loving a problem is not necessarily the same
as enjoying it. Love in this sense means total and
unconditional acceptance.

Second, unconditional acceptance is not the same as
unconditional surrender. Accepting a problem is different
from giving up or escaping from it. Rather, this process
involves escaping from the grip of the problem by diving into
the problem headfirst and getting to know it in detail.

Loving a problem does not need to keep us stuck in the
problem. When people first hear about this Power Process,

they often think it means to be resigned to the problem.
Actually, loving a problem does not stop us from acting.
Loving a problem does not keep us mired in it. In fact,
fully accepting and admitting the problem usually assists us
in taking effective action—and perhaps in freeing ourselves
of the problem once and for all.

vwuen we wially experience pain, it often diminishes
and sometimes it disappears. This strategy can work with
emotions and even physical pain.

Make it your aim to love the pain—that is, to fully
accept the pain and know all the details about it. Far from
being solid, most pain has a wavelike quality. It rises, reaches
a peak of intensity, and then subsides for a moment.

See if you can watch the waves come and go.

When you are willing to love your problems, you
drain them of much of their energy and claim more
energy for yourself.

Al of us remember times when we behaved in ways that

we regret. Even though these behaviors are part of our
history, they don’t define who we are. At any given moment,
we are capable of behaving in many different ways. We have
a history of behaviors, and that history does not have to
determine how we behave in the future. Separating ourselves
from our behaviors helps us forgive and love ourselves.

We can do the same with others. When a child
misbehaves, for example, we can deal with the inappropriate
behavior while unconditionally loving the child.

We can even do the same with someone we consider
an enemy. The idea of loving someone who is threatening
us can be disarming. Remember that you can practice loving
while taking whatever actions are appropriate in any given
situation. If you are physically attacked, for example, you
can defend yourself against the attacking behavior while you
practice loving the attacker. If you are emotionally attacked,
a hostile response will likely do nothing more than generate
more hostility. By loving your enemy and responding with
grace and dignity, you increase the chances of disempowering
the antagonism while inviting productive communication.

A primary advantage of loving your enemy is that it
benefits you. Research indicates that highly charged and
sustained negative emotions can inflict-damage to your
physical and mental well-being. When facing an enemy,
you can practice reversing those negative emotional reactions
and at the same time promote your health.
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Name

Date /

Explain how the “recite and repeat” memory technique leads to synergy.

Give a specific example of setting a “trap” for your memory.
What is a visualization that can help you remember Boyle's law?

Define acronym and give an example.

Memorization on a deep level can take place if you:
(A) Repeat the idea.
(B) Repeat the idea.
(C) Repeat the idea.
(D) All of the above.

Mnemonic devices are tricks that can increase your ability to:
(A) Distribute your learning.
(B) Manage your time.
(C) Check your tire pressure.
(D) Understand or digest material.
(E) Recall information.

Briefly describe at least three memory techniques.
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the properties of the transition elements in the periodic
table. Talk in a weird voice as you repeat Faraday’s laws.
Draw pictures and make up an exciting story about

the process of titration.

Use kids as an audience for a speech. If you have
invented rhymes, poems, or songs to help you remember
formulas or dates, teach them to your children. Be playful.
Kids are attracted to energy and enthusiasm.

Sometimes children can even act as private tutors.
Ask them to hold flash cards for you. Play “school” with

your children as teachers and give them questions to ask you.

len tne cnia now important studying is to you and how
you appreciate his cooperation. Reward him with attention
and praise when he is quiet. When they are included in the
process, children are less likely to resent schoolwork as
something that takes you away from them. Rather, it
becomes something you do together.

Une objection to studying with chuldren 1s “I just can’t
concentrate. There’s no way I can get it all done while
children are around.” That’s OK. Even if you can’t
comprehend an entire chapter while the kids are running
past your desk, you can skim the chapter. Or you could
just read the introduction and summary. When you can’t
get it all done, just get something done.

Caution: If you always study this way, your education
may be compromised. Supplement this strategy with others
so you can complete crucial tasks.

Keep the DOOKS out or signt when you first come home.
Take 10 minutes to hug your child before you settle in
to study. Ask about the child’s day. Then explain that
you have some work to do. Your child may reward you
with 30 minutes of quiet time.

A short time of full, focused attention from an adult
is often more satisfying to children than longer periods
of partial attention.

Anotner option 1s 1o take 1y minutes each nour that
you study to be with your children. View this not as an
interruption but as a study break.

Or schedule time to be with your children when you’ve
finished studying. Let your children in on the plan: “I'll be
done reading at 7:30. That gives us a whole hour to play
before you go to bed.”

Many children love visible reminders that “their time”
is approaching. An oven timer works well for this purpose.
Set it for 15 minutes of quiet time. Follow that with five
minutes of show-and-tell, storybooks, or another activity

with your child. Then set the timer for another 15 minutes
of studying, another break, and so on.

Many young children are lovers of routine. They often feel
more comfortable when they know what to expect. You can
use this to your benefit. One option is to develop a regular
time for studying: “From 4 p.m. to 5 p.m. each afternoon
is time for me to do my homework.” Let your child know
this schedule; then enforce it.

Bargain with children. Reward them for keeping
the schedule. In return for quiet time, give your child
an extra allowance or special treat. Children may enjoy
gaining “credits” for this purpose. Each time they give you
an hour of quiet time for studying, make an entry on a chart,
put a star on their bulletin board, or give them a “coupon.”
Let children know that after they’ve accumulated a certain
number of entries, stars, or coupons, they can cash in
for a big reward—a movie or a trip to the zoo.

1n1s suggestion tor studaymg witn children is a message
repeated throughout the book: Enlist other people
in your success.

Getting help can be as simple as asking your spouse,
partner, neighbor, or a fellow student to take care of
the children while you study. Offer to trade childcare
with a neighbor: You will take his kids and yours for two
hours on Thursday night if he’ll take them for two hours
on Saturday morning. Some parents start blockwide
baby-sitting co-ops based on the same idea.

ASK 1I YyOUr SCNOO! provides a day care service. 1n some
cases, these services are available to students at a reduced
cost. Community agencies such as the YMCA may offer
similar programs.

You can also find special events that appeal to children.
Storytelling hours at the library are one example. While your
child is being entertained or supervised, you can stay close by.
Use the time to read a chapter or review class notes.

anotner strategy 15 1o nnd a regular playmate for your child.
Some children can pair off with close friends and safely
retreat to their rooms for hours of private play. You can
check on them occasionally and still get lots of work done.

Read about ways that other students study effectively
with children underfoot. Visit Houghton Mifflin’s
student success site on the World Wide Web at:
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Say that you plan to improve your handwriting
when taking notes. Imagine yourself in class with
a blank notebook poised before you. See yourself
taking up a finely crafted pen. Notice how
comfortable it feels in your hand. See yourself writing
clearly and legibly. You can even picture how you
will make individual letters—the €%, i’s, and r’s. Then,
when class is over, see yourself reviewing your notes
and taking pleasure in how easy they are to read.

Such scenes are more vivid if you include all
your senses. Round out your mental picture by
adding sounds, textures, and colors.

You can act as if your intention is already
a reality, as if the new habit is already a part of you.
Be the change you want to see—today. In some
cases, this may be enough to change the old
habit completely.

You can sometimes rearrange a whole pattern

of behaviors by changing one small habit. If you

have a habit of being late for class, and if you want

to change that pattern, then be on time for one class.

As soon as you change the old pattern by getting

ready and going on time to one class, you'll likely

find yourself arriving at all of your classes on time.

You may even start arriving everywhere else on time.
If you know that you are usually nervous, you

don’t have to change how you react in all situations

at all times. Just change your nervous behavior

in one setting. Like magic, watch the rest of your

nervousness lessen or even disappear. The joy

of this process is watching one small change

of habit ripple through your whole life.

111 18 a crucial step and a place where many plans
for change break down. It’s easy to practice your new
behavior with great enthusiasm for a few days. After
the initial rush of excitement, however, things can get
a little tougher. We begin to find excuses for slipping
back into an old habit: “One more cigarette won’t
hurt” “I can get back to my diet tomorrow.” “It’s been
a tough day. I deserve this beer”

One way to get feedback is to bring other people
into the picture. Ask others to remind you that you
are changing your habit. If you want to stop an old
behavior, such as cramming for tests, then it often
works to tell everyone you know that you intend to
stop. When you want to start a new behavior, though,
consider telling only a few people—those who truly
support your efforts. Starting new habits may call
for the more focused, long-lasting support that close
friends or family members can give.

Support from others can be as simple as a quick
phone call: “Hi. Have you started that outline for
your research paper yet?” Or it can be as formal
as a support group that meets once weekly to review
everyone’s goals and action plans.

You are probably the most effective source for
your own support and feedback. You know yourself
better than anyone else and can design a system to .
monitor your behavior. You can create your own
charts or diagrams to track your behavior or you can
write about your progress in your journal. Figure out
a way to monitor your progress.

PSYcnologists such as . k. dkinner+ define learning
as a stable change in behavior that comes as a result
of practice. This idea is key to changing habits. Act
on your intention. If you fail or forget, let go of any
self-judgment. Just keep practicing the new habit
and allow whatever time it takes to make a change.

Accept the feelings of discomfort that may come
with a new habit. Keep practicing the new behavior,
even if it feels unnatural. Trust the process. You will
grow into the new behavior. Keep practicing until
it becomes as natural as breathing. However, if this
new habit doesn’t work, simply note what happened
(without guilt or blame), select a new behavior,
and begin this cycle of steps again.

Going back to square one doesn’t mean you’ve
failed. Even when you don’t get the results you want
from a new behavior, you learn something valuable in
the process. Once you understand ways to change one
habit, you understand ways to change many habits.
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rst, get your body ready.
set off the couch. Sit at
1 desk or table and sit up,
n the edge of your chair,
with your feet flat on the floor.
If you're feeling adventurous,
read standing up.
Next, set a time limit. Use
a clock or a digital watch with a
built-in stopwatch to time yourself.
The objective is not to set speed
records, so be realistic. For example,
set a goal to read a chapter in an
hour. If that works, set a goal of 50
minutes to read a similar chapter.
Test your limits. The idea is to give
yourself a gentle push, increasing
your reading speed without
sacrificing comprehension.
Another hint from the “just
do it” school is relax. It’s not only
possible to read fast when you're
relaxed, it’s easier. Relaxation
promotes concentration. (And
remember, relaxation is not the
same thing as sleep. You can be
relaxed and alert at the same time.)
Experiment with the “just
do it” method right now. Read the
rest of this article as fast as you can.
After you finish, come back and
reread the same paragraphs at your

One way to read faster is to read faster. This may sound like double talk,
but it is a serious suggestion. The fact is, most people can read faster simply
by making a conscious effort to do so. In fact, you probably can read faster
without any loss in comprehension. Your comprehension might even improve.

Here are some guidelines from the “just do it” school of speed reading.

usual rate. Notice how much
you remembered from your first
sprint through. Many people are
surprised to find how well they
comprehend material even at
dramatically increased speeds.

You also can read faster by
moving your eyes faster. When
we read, our eyes leap across the
page in short bursts called saccades
(pronounced sa-kids’). A saccade
is also a sharp jerk on the reins
of a horse—a violent pull to stop
the animal quickly. Our eyes
stop like that too, in pauses
called fixations.

Although we experience
the illusion of continuously
scanning each line, our eyes really
take in groups of words, usually
about three at a time. For more than
90 percent of reading time, our eyes
are at a dead stop, in those fixations.

Your eyes can move faster if
they take in more words with each
burst—six instead of three, for
example. You can do this by
following your finger as you read.
The faster your finger moves, the
faster your eyes move. You also
can use a pen, pencil, or 3x5 card
as a guide.

Our eyes also make regressions.
That is, they back up and reread
words. Ineffective readers and
beginning readers make many
regressions.

You can reduce regressions
by paying attention to them. Use
the handy 3x5 card to cover words
and lines you have read. This can
reveal how often you stop and move
the card back. Don’t be discouraged
if you stop often at first. Being
aware of it helps you naturally
begin to regress less frequently.

When you’re in a hurry,
experiment with scanning the
assignment instead of reading
the whole thing. Read the headings,
subheadings, lists, charts, graphs,
and summary paragraphs. The
summaries are especially important.
They are usually at the beginning
or end of a reading assignment.

Another way to read faster
is to avoid vocalizing. Obviously,
you’re more likely to read faster
if you don’t read aloud or move
your lips. You can also increase your
speed if you don’t subvocalize—
that is, if you don’t mentally “hear”
the words as you read them. To
stop doing it, just be aware of it.

Practice reading faster with
simpler material at first. That way,
you can pay closer attention.

A cautionary note about these
techniques: Speed isn’t everything.
Skillful readers vary their reading
rate according to their purpose
and the nature of the material. An
advanced text in analytic geometry
usually calls for a different reading
rate than the Sunday comics.

You also can use different
reading rates on the same material.
For example, you might sprint
through an assignment for the
key words and ideas, then return
to the difficult parts for a more
thorough reading.

And finally, remember the
first rule of reading fast: Just do it!
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dometimes motvaton 1s a wuxury. Pretend that the due
date for your project has been moved up one month,
one week, or one day. Raising the stress level slightly can
move you into action. Then the question of motivation
seems beside the point, and meeting the due date moves
to the forefront.

1 he mere thougnt or starung a nuge task can induce
anxiety. To get past this feeling, turn down the pressure
by taking “baby steps.” Divide a large project into small
tasks. In 30 minutes or less you could preview a book,
create a rough outline for a paper, or solve two or three
math problems. Careful planning can help you discover
many such tasks.

Uther people can become your allies in overcoming
procrastination. For example, form a support group
and declare what you intend to accomplish before each
meeting. Then ask members to hold you accountable.
If you want to begin exercising regularly, ask another
person to walk with you three times weekly. People in
support groups ranging from Alcoholics Anonymous
to Weight Watchers know the power of this strategy.

Une strategy ror succeeding at any task is to hang
around the masters. Find someone you consider
successful and spend time with her. Observe this
person and use her as a model for your own behavior.
You can “try on” this person’s actions and attitudes.
Look for tools that feel right for you.

BeNaviors SUCn as Cramining 10r wests or neglecting
exercise have payoffs. Cramming might give people
more time that’s free of commitments. Neglecting
exercise can give people more time to sleep.

One way to let go of such unwanted behaviors
is to first celebrate them—even embrace them. We can
openly acknowledge the payoffs.

Celebration can be especially powerful when we
follow it up with the next step—determining the costs.
For example, skipping a reading assignment can give
you time to go to the movies. However, you might be
unprepared for class and have twice as much to read
next week.

Maybe there is another way to get the payoff
(going to the movies) without paying the cost (skipping
the reading assignment). With some thoughtful weekly
planning, you might choose to give up a few hours of
television and end up with enough time to read and go
to the movies.

Comparing the costs and benefits of any behavior
can fuel our motivation. We can choose new behaviors
because they align with what we want most.

At times, it’s effective to save a task for later. For
example, writing a résumé can wait until you’ve taken
the time to analyze your job skills and write career
goals. This is not a lack of motivation—it’s planning.
When you do choose to do it later, turn this decision
into a promise. Estimate how long the task will take and
schedule a specific date and time for it on your calendar.

dometimes 1ack 0I mouvation” carries a message

that’s worth heeding. An example is the student who
majors in accounting but seizes every chance to be with
children. His chronic reluctance to read accounting
textbooks may not be a problem. Instead, it may reveal
his desire to major in elementary education. His
original career choice might have come from the belief
that “real men don’t teach kindergarten.” In such cases,
lack of motivation signals a deeper wisdom trying

to get through.
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Pictures can also get in our way. Take the case of
a student who plans to attend a school he hasn’t visited.
He chose this school for its strong curriculum and good
academic standing, but his brain didn’t stop there. In his
mind, the campus has historic buildings with ivy-covered
walls and tree-lined avenues. The professors, he imagines,
will be as articulate as Bill Moyers and as entertaining as
Oprah Winfrey. His roommate will be his best friend. The
cafeteria will be a cozy nook serving delicate quiche and
fragrant teas. He will gather there with fellow students for
hours of stimulating intellectual conversation. The library
will have every book; the computer lab, every new piece
of technology.

The school turns out to be four gray buildings
downtown, next to the bus station. The first class he
attends is taught by an overweight, balding professor,
wearing a purple and orange bird of paradise tie.

He has a bad case of the sniffles. The cafeteria is a
nondescript hall with machine food, and the student’s
apartment is barely large enough to accommodate

his roommate’s tuba. This hypothetical student gets
depressed. He begins to think about dropping out

of school.

The problem with pictures is that they sometimes
prevent us from seeing what is really there. That
happened to the student in this story. His pictures
prevented him from noticing that the school is in
the heart of a culturally vital city—close to theaters,
museums, government offices, clubs, and all kinds of
stores. The professor with the weird tie is not only an
expert in his field, he is also a superior teacher. The
school cafeteria is skimpy because it can’t compete with
the variety of inexpensive restaurants in the area. There
may even be hope for a tuba-playing roommate.

Anger and disappointment are often the results
of our pictures. We set up expectations of events before
they occur. These can lead to disappointment. Sometimes
we don’t even realize that we have the expectation.

Racism flourishes when people hold inaccurate
pictures about each other and refuse to let them go.
These pictures can lead to shallow stereotypes. They
work against the foreign exchange student in your
English class or the visiting lecturer from Mexico.

The next time you discover you are angry,
disappointed, or frustrated, look to see which of your
pictures aren’t being fulfilled.

You could feel disappointed even if the event that
you pictured turns out to be better than you imagined.
For instance, you might have expected the Philosophy

of Logic class you're taking as a graduation requirement
to be hopelessly boring. You get to class and discover

that the professor has a great sense of humor and relates
logic to practical examples. Discomfort occurs when you
maintain a position that philosophy is boring while being
aware of your experience that it’s interesting and useful.

naving picures 15 unavowaable. Letting these pictures
run your life is avoidable. And techniques for dealing
with pictures are so simple and so effortless, they might
seem silly.

One way to deal with pictures Is to notice them.

Be aware of them. Just open up your mental photo
album and notice how the pictures there influence your
thoughts, feelings, and actions. Just becoming aware

of your pictures and how they affect you can be a huge
step toward dealing with them effectively.

When you notice that pictures are getting in your
way, then, in the most gentle manner possible, let your
pictures go. Let them drift away as if they were wisps
of smoke picked up by the gentle wind.

Pictures are persistent. They come back over and
over. Notice them again and let them go again. At first,
a picture might return repeatedly and insistently. Pictures
are like independent beings. They want to live. If you can
see the picture as a thought independent from you, you
will likely find it easier to let it go.

You are more than your pictures. Many images and
words will pop into your head in the course of a lifetime.
You do not have to identify with these pictures. You can
let pictures go without giving up yourself.

If your pictures are interfering with your
education, visualize them scurrying around inside
your head. See yourself tying them to a brightly colored
helium balloon and letting them go. Let them float away
again and again.

Sometimes we can let go of old pictures and replace
them with new ones. We stored all those pictures in
the first place. We can replace them. Our student’s new
picture of a great education can include the skimpy
cafeteria, the professor with the weird tie, and the
roommate with the tuba.

We can take charge of the images that float
through our minds. We don’t have to be ruled by
an album of antique pictures. Instead, we can stay
aware of our pictures and keep looking for new ones.

And when those new pictures no longer serve us,
we can also let them go.
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148 ChapterFive NOTES

Think of reviewing as an integral
part of note-taking rather than

as an added task. To make
information useful, make it available

to your recall.

Review within 24 hours. In the

last chapter, when you read the
suggestion to review what you've read
within 24 hours, you were asked to
sound the trumpet. Well, if you have
one, get it out and sound it again. This
might be the most powerful note-taking
technique you can use. It can save you
hours of review time later in the term.

Many students are surprised by
how much they can remember of a
lecture in the minutes and hours after
class. They are even more surprised
by how well they can read even the
sloppiest notes.

Unfortunately, short-term memory
deteriorates quickly. The good news:

If you get back to your notes for a
quick review soon enough, you can
move that information from short-
term to long-term memory. And you
can do it in just a few minutes—often
10 minutes or less.

The sooner you review your notes
the better, especially if the class was
difficult. In fact, you can start reviewing
during class. When your instructor
pauses to set up the overhead projector
or erase the board, scan your notes.
Dot the s, cross the f's, and write out

unclear abbreviations. Another way

to use this technique is to get to your
next class as quickly as you can. Then
use the four or five minutes before the
lecture to review the notes you just
took in the previous class.

If you do not get to your notes
immediately after class, you can still
benefit by reviewing later in the day.
A review right before you go to sleep
can also be valuable.

Think of the day’s unreviewed
notes as leaky faucets, constantly
dripping, losing precious information
until you shut them off with a quick
review. Remember, it’s possible to
forget up to 80 percent of the material
within 24 hours—unless you review.

Edit notes. During your first review,

ix words that are illegible. Write out
abbreviated words that might be unclear
to you later. Make sure you can read
everything. If you can’t read something
or don’t understand something you can
read, then mark it, and make a note to
ask your instructor or another student.
Check to see that your notes are labeled
with the date and class and that the
pages are numbered. You can edit with
a different colored pen or pencil if you
want to distinguish between what you
wrote in class and what you filled
in later.

! rwordsint  left-l

! “his task is important if
you are to get the full benefit of using
the Cornell format. Using the key word
principles described earlier in this
chapter, go through your notes and
write key words or phrases in the
left-hand column.

These key words will speed

the review process later. As you read
your notes and focus on extracting key
concepts, your understanding of the
lecture is further reinforced.















learning to give up. We might develop the habit of
being resigned even with abundant opportunity all
around us.

wviany stuuewus approach grades from the position of being
victims. When the student who sees the world this way gets
an F, she reacts something like this:

“Oh, no!” (Slaps forehead.)

“Rats!” (Slaps forehead again.)

(Students who get lots of F’s often have flat foreheads.)

“Another F! That teacher couldn’t teach her way out of
a wet paper bag. She can’t teach English for anything. And
that textbook—what a bore! How could I read that with a
houseful of kids making noise all the time? And then friends
came over and wanted to party and. ...

The problem with this viewpoint is that while the
student is justifying herself, she’s robbing herself of the
power to get anything but an E She’s giving all her power
to a “boring teacher,” a “bad textbook,” “noisy children,”
and “friends.”

There is another way, called “taking responsibility.”

You can say that you choose your grades by choosing
your actions. Then you are the source, rather than the
result, of the grades you get. The student who got an F
could react like this:

“Another F. Oh, shoot, well, hmmm. . .. How did I
choose this F? What did I do to create it?”

Now, that’s power. By asking, “How did I contribute
to this outcome?” you give yourself a measure of control.
You are no longer the victim.

This student might continue by saying, “Well, let’s see.

I didn’t review my notes after class. That might have done it.”
Or “I studied in the same room with my children while they
watched TV. Then I went out with my friends the night
before the test. Well, that probably helped me fulfill some

of the requirements for getting an E”

The point is this: When the F is the result of your kids,
your roommate, the book, or the teacher, you probably can’t
do anything about it. However, if you chose the E you can
choose differently next time. You are in charge.

vuere are wiies wueh you don’t create it all. You do not
“create” earthquakes, floods, avalanches, or monsoons. Yet
if we look closely, we discover that we do create a larger part
of our circumstances than most of us are willing to admit.

For example, we can choose our thoughts. And thoughts
can control our perceptions by screening information from
our senses.

We are never conscious of everything in our
environment. If we were, we’d go crazy from sensory
overload. Instead, our brains filter out most sensory inputs.
This filtering colors the way we think about the world.

Imagine for a moment that the universe is whole and
complete. It is filled with everything you would ever want,
including happiness, love, and material wealth. When you
adopt this position, your brain will look for sensory input
that supports this idea.

Now take the opposite view. Imagine that happiness,
love, and wealth are scarce. Now your brain has a different
mission. You will tend to see the news stories about poverty,
hate, suicide, drug addiction, or unemployment. You could
easily miss the stories of people who recovered from
addiction, rose out of poverty, or resolved conflict.

Many people have no experience of abundance or
happiness. Maybe their thoughts limit what they see. By
choosing new thoughts, they can see the same circumstances
in new ways.

One of the most famous accounts of the power of
choosing our thoughts comes to us from the early 20th
century. Andrew Carnegie, the founder of U.S. Steel and
probably the richest man on earth at the time, believed
that choosing our thoughts was the most powerful success
strategy available. He invited a young man named Napolean
Hill to test and demonstrate this idea. Carnegie said that
his purpose was to share this secret of success with anyone
who cared to learn about it. For 20 years, Hill observed,
interviewed, and studied the richest men on earth to confirm
and develop the idea that Carnegie had told him.

In 1937, Hill wrote the inspirational classic Think
and Grow Rich. A simplified version of the secret is that
successful people continually think about their dreams,
their goals, and their unique visions of success. “Thoughts
are things,” Hill claims, and they are extremely powerful
when they are combined with “definiteness of purpose,
persistence, and a burning desire for their translation
into riches.” Hill asserts that in a practical way, we become
what we think about, that choosing our thoughts creates
our reality.

vwtnew vy momen we make choices about what we will do
and where we will go. The results of these choices are where
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we are in life. A whole school of psychology called control
theory is based on this point, and psychiatrist William
Glasser4 has written extensively about it.

All those choices help create our current circumstances—
even those circumstances that are not “our fault.” After a car
accident we tell ourselves: “It just happened. That car came
out of nowhere and hit me.” We forget that driving five miles
per hour slower and paying closer attention might have
allowed us to miss the driver who was “to blame.”

The presence of blame is a warning that “I create it all”
is being misused. Power Process #5 is not about blaming
yourself or others,

And it is not designed to be applied to other people.
For example, if someone tells you about an aspect of your
behavior that she finds annoying, this is not the time to reply,
“Get off my back; you create it all.” Remember, the power
in this idea is seeing how you create it, not how she did.

Feeling guilty is another warning signal. Guilt actually
involves the same dynamic as blaming. If you are feeling
guilty, you have just shifted the blame from another person
to yourself.

Another caution is that Power Process #5 is not a
religion. Acting as if you “create it all” does not mean
denying God. It is simply a way to expand the choices
you already have.

Power Process #5 is easy to deny. Tell your friends
about it, and they’re likely to say, “What about world hunger?
I didn’t cause that. What about people who get cancer?

Did they create that?”

These are good arguments, and they miss the point.
There are victims of rape, abuse, incest, and other violence.
These people can still use “I create it all” to choose their
response to the people and events that violated them.
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Some people approach world hunger, imprisonment,
and even cancer with this attitude: “Pretend for a moment
that I am responsible for this. What will I do about it?” These
people see problems in a new way, and they find choices that
other people miss.

Power Process #5 is not always about disaster. It also
works when life is going great. Often we give credit to others
for our good fortune when it’s actually time to pat ourselves
on the back. By choosing our behavior and thoughts, we can
create A’s, interesting classes, enjoyable relationships, material
wealth, and contributions to a better world.

Lurouguout uswry, people have used Power Process #5,
even if they didn’t call it by the same name. Viktor Frankl,3
a famous psychiatrist and a survivor of Nazi concentration
camps, created courage and dignity out of horror and
humiliation. Reflecting on his experiences at Auschwitz
and other camps, he wrote, “Everything can be taken from
a man but one thing: the last of the human freedoms—to
choose one’s own attitude in any given set of circumstances,
to choose one’s own way.”

Writer W. E. B. Du Bois® created an enduring book—
The Souls of Black Folk—out of the experience of racial
discrimination in America.

Thousands of people are living productive lives
and creating positive experiences out of a circumstance
called cancer.

Whenever tar-footed dogs are getting in the way
of your education, remember Power Process #5.

You instantly open yourself to a world of choices.
You give yourself power.









Taking notes while reading requires

the same skills that apply to class notes:
observation, recording, and review. Just
remember that theve ave two kinds of
notes on reading: review notes and
research notes.

Review notes will look like the
notes you take in class. Sometimes you
will want more extensive notes than
you can write in a margin of your text.
You can’t underline or make notes in
library books, so make separate notes
when you use these sources.

Mind map summaries of textbook
material are particularly useful for
review. You can also outline material
in the text or take notes in paragraph
form. Single out a particularly difficult
section of a text and make separate
notes. Or make mind map summaries

of overlapping lecture and text material.

Use the left-hand column for key
words and questions, just as you do
in your class notes.

Research notes—those you make for
papers and speeches—follow a different
format. Creating papers and speeches

is a special challenge, and the way

you take notes can help you face

those challenges.

Use the mighty 3x5 card. There
are two kinds of research cards: source
cards and information cards. Source
cards identify where information is
found. For example, a source card
on a book will show the title, author,
date and place of publication, and
publisher. Source cards are written
for magazine articles, interviews,
tapes, or any other research material.

When you write source cards,
give each source a code—either the
initials of the author, a number, or a
combination of numbers and letters.

The beauty of using source cards
is that as you do the research, you are
creating your bibliography. When
you are done, simply alphabetize the
cards by author and—voilal—instant
bibliography.

Write the actual notes on
information cards. At the top of each
information card, write the code for
the source from which you got the
information. Also include the page
number your notes are based on.

The most important point to
remember about information cards:
Write only one piece of information
on each card. You can use your
information cards to construct an
outline of the paper by sorting the
cards. Placing more than one fact
on each card creates a barrier to
organizing your outline.

Another option is to take notes
using a computer. This option offers
the same advantages as 3x5 cards—
ease of rearranging text and pictures.

whnetner you are making review notes
or research notes, use your own words
as much as possible. When you do so,
you are thinking about what you are
reading. If you do quote your source
word for word, put that material in
quotation marks.

Many students like to close the
book after reading an assignment
and quickly write down a summary
of the material. This writing can be

loose, without any structure or format.

The important thing is to do it right
away, while the material is fresh in
your mind.

Lhe style of your notes can vary
according to the material. If you are
assigned a short story or poem, read
the entire work once without taking
any notes. On your first reading, enjoy
the piece. When you finish, write down
your immediate impressions. Then go
over the piece and make brief notes on
characters, images, symbols, settings,
plot, point of view, or other aspects

of the work.

Normally, you would ask
yourself questions before you read an
assignment. When you read fiction or
poetry, however, ask yourself questions
after you have read the piece. Then
reread (or skim it if it’s long) to get
answers. Your notes can reflect this
question-and-answer process.

When you read scientific or other
technical material, copy important
formulas, and write down data that
might appear on an exam. Re-create
important diagrams and draw your
own visual representations of concepts.

Use a concept map as a tool to interpret
and assess a piece of writing. First, list the
key concepts from a chapter (or section
of a chapter) in a textbook you're reading.
Then connect these concepts with linking
words, using the format described in the
article about concept maps.

Now take a few minutes to evaluate
the author's presentation. Pay special
attention to the links between concepts.
Are they accurate? Do they reflect false
assumptions or logical fallacies? Write
your evaluation on a separate sheet
of paper.

To see sample concept maps based on selected articles in this book,
visit Houghton Mifflin’s student success site on the World Wide Web at:
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You can use technology to transcend the limits of time and space whil

learning anything from astrology to zoology. Through distance learni

students and instructors literally enter a classroom without walls.

Distance learning takes place when teachers and learners are sep

geographically but communicate by the internet or other technology.

In former days, the term distance learning often referred to the

correspondence course where teachers and students exchanged materials

by old-fashioned “snail mail.” Now participants in distance learning stay

in touch through fax, e-mail, web sites, and teleconferencing.

In addition to exchanging print materials, students and instructors

often share computer disks, videotapes, audiotapes, and other audiovisual

materials. Sometimes distance learning includes students’ traveling across

the state or across the country for in-person interactions.

Distance learning is unlikely to completely replace the traditional

classroom. Yet it's growing in popularity and provides a wonderful alternative

for many students.

Through distance learning, students
with limited mobility—such as those
with physical disabilities—gain access
to higher education. So do older students
with full-time jobs and busy family lives.
Distance learning can link you to
experts in your field, even if those
experts are thousands of miles away.
And within some reasonable limits set
by the instructor, distance learning allows
you to complete assignments on your
own schedule, at your own pace.
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Betore signing up tor a distance learning
course, consider whether this medium
fits your learning style. If you like to
work independently, it could be ideal. But
if you thrive on face-to-face interaction
with peers and instructors, then distance
learning may not work for you.

Besides removing the chance to meet
regularly with other people, some forms
of distance learning erase the nonverbal
signals that you pick up by watching an
instructor lecture. Often those signals
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already taken the course. Get a sense
of whether distance learning will be

a fit for you.

Also consider the credibility of any
organization offering distance learning
programs. These programs vary in
quality, so shop carefully.

yvitnout a regular schedule of in-person
classes and face-to-face meetings with
an instructor, some students act as if
they have all the time in the world

to complete their distance learning
assignments. These students can run
into a last-minute crunch at the end of
the course. Even conscientious students
might neglect a distance learning course
that seems “invisible” compared to their
traditional courses.

To succeed at distance learning,
front-load your efforts. Early in the
term, create a detailed timeline with
a due date for each assignment. Break
big assignments into smaller steps and
schedule a due date for each step. If
possible, submit assignments early.
Staying ahead of the game will help you
avoid an all-nighter during finals week.






ThZ art of journal writing

If you've been writing Discovery and Intention Statements as you use Becoming a Master Student,
you've already practiced the art of journal writing. This is a practice you can continue well beyond
this course—for a lifetime, in fact.

Journal writing provides many benefits. To begin with, it offers a chance to hone your writing
skills and reflect on your course work. In addition, journals promote self-awareness. Through
journal writing, we discover patterns in our lives, Our experiences take on the form of a story, with
a beginning, middle, and end. We learn to step back from the daily hustle, spot recurring problems,
and invent solutions.

Keeping a journal is a low-cost activity with a high return on investment. Begin with a pencil
and a ream of the cheapest paper you can find. As your budget allows, you might wish to work with

fancy pens and high-quality paper. You can also write journal entries at a computer.

une ting that stops people trom keeping a
journal is writer’s block. To get past this problem,
do a free writing exercise: Set a timer and write for
five minutes without stopping to revise. Just keep
your hand moving and write anything that pops
into your head. Put yourself on automatic pilot
until the words start happening on their own.

There are many other ways to get started.
Write letters—including those you don’t plan
to send. The person you're “sending” the letter
to can be famous or obscure, near or far, dead
or alive. This can be a useful way to deal with
anger or grief.

Also use leading sentences to jump-start your
writing. For example, many Journal Entries in this
book start with “I discovered that I...” or “I
intend to. .. ” Invent your own lead-ins.

Feel free to dream wildly. Create a compelling
future. Include the details—what you want to
have, do, and be five, 10, or 50 years from now.
Write as if youw've already attained your long-term
goals. After this kind of brainstorm, focus on one
goal and write an action plan to meet it.
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For example, write down the five most influential
people in your life and what they taught you. If
you’re a parent, list the three most important skills
you want to teach your children.

Keep a list of your favorite quotations. Record
notable things that you and your friends say. In
addition, list new words and their definitions.
Writing them down helps make these words part
of your working vocabulary.

You can make lists of any persons you've
harmed and note how you plan to make amends.
Listing resentments can rob them of their power
and move you toward forgiveness.

Also make a list of what you've received from
others. Record your thanks to people who have
benefited you. You could end up with “an attitude
of gratitude.”

You know what’s going on in your life better
than anyone else does. Create your own lists that
serve your purposes.

Liere s a4 ACLILon 0 note-taking: vworas nat
go directly from the instructor’s mouth to the
student’s paper—without ever entering the
student’s mind.









Name Date / /

What are the three major steps in effective note-taking as explained in this chapter?

Techniques you can use to “set the stage” for note-taking do not include:
{A) Completing outside assignments,
(B) Bringing the right materials.
(C) Setting aside questions in order to concentrate.
(D} Conducting a short preclass review.
(E) Sitting front and center.

What is an advantage of sitting to the front and center of the classroom?

Sometimes instructors behave in ways that indicate the material they are presenting is important.
Describe at least three ways.

An effective way to postpone debate during a lecture is to ignore your own opinions and passively
record the instructor’s words. True or False? Explain your answer.

When using the Cornell method of note-taking:
(A) Write the main point on a line or in a box, circle, or any other shape.
{B) Use only Roman numeral outline form.
(C) Copy each new concept on a separate 3x5 card.
(D) Remember that it doesn't work when used along with a mind map format.
(E) Draw a vertical line about 1 1/2 inches from the left edge of the paper.

Explain how key words can be used. Then select and write down at least five key words from this chapter.
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A Key 10 successtul test preparation

is managing review time. The biggest
benefit of early review is that facts have
time to roam around in your head.

A lot of learning takes place when you
are not “studying.” Your brain has time
to create relationships that can show
up when you need them—Ilike during
a test. Use short daily review sessions
to prepare the way for major review
sessions. Reviewing with a group often
generates new insights and questions.

Daily reviews. Daily reviews include the
short pre- and postclass reviews of
lecture notes. Research indicates that
this is an effective tool for moving
ideas from short-term to long-term
memory. Also, conduct brief daily
reviews when you read. Before reading
a new assignment, scan your notes and
the sections you underlined in the
previous assignment. Use the time you
spend waiting for the bus or doing the
laundry to conduct short reviews.

Concentrate daily reviews on two
kinds of material: material you have
just learned, either in class or in your
reading; and material that involves
simple memorization (equations,
formulas, dates, definitions).

Conduct short daily reviews several
times throughout the day. To make sure
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you do, include them on your daily
to-do list. Write down, “5 min. review
of biology” or “10 min. review of
economics,” and give yourself the
satisfaction of crossing them off.
Begin to review on the first day of

class. The first day, in fact, is important.

Most instructors outline the whole
course at that time. You can start

reviewing within seconds after learning.

During a lull in class, go over the notes
you just took. And immediately after
class, review your notes again.

Weekly reviews. Weekly reviews are
longer—about an hour per subject.
They are also more structured than
short daily reviews. When a subject is
complex, the brain requires time to dig
into the material. Avoid skipping from
subject to subject too quickly. Review
each subject at least once a week.
Weekly sessions include reviews of
assigned reading and lecture notes.
Look over any mind map summaries
or flash cards you have created. You
can also practice answering questions.

Major reviews. Major reviews are
usually conducted the week before
finals or other major exams. They
integrate concepts and deepen
understanding of the material
presented throughout the term. These
are longer review periods, two to five
hours at a stretch, punctuated by
sufficient breaks. Remember that the
effectiveness of your review begins to
drop after an hour or so unless you
give yourself a short rest.

After a certain point, short breaks
every hour might not be enough to
refresh you. That’s when it’s time to
quit. Learn your limits by being
conscious of the quality of your
concentration. During long sessions,
study the most difficult subjects when

you are the most alert: at the beginning
of the session. Your commitment to
review is your most powerful ally.
Create a system of rewards for time
spent reviewing. Use the Intention
Statements in this chapter or invent
your own to draw detailed plans for
review time.

Checklists, mind map summaries,

and flash cards take the guesswork

and much of the worry out of studying.
They divide a big job into smaller parts.
Your confidence could increase and
you will probably sleep better at night.

Study checklists. Study checklists are used
the way a pilot uses a preflight checklist.
Pilots go through a standard routine
before they take off. They physically
mark off each item: test flaps, check
magnetos, check fuel tanks, adjust
instruments, check rudder. They use

a written list to be absolutely certain
they don’t miss anything. Once they

are in the air, it’s too late, and the
consequences of failing to check the
fuel tanks could be drastic. Taking an
exam is like flying a plane. Once the test
begins, it’s too late to memorize that
one equation you forgot.

Make a list for each subject. List
reading assignments by chapters or
page numbers. List dates of lecture
notes. Write down various types of
problems you will need to solve. Write
down other skills you must master.
Include major ideas, definitions,
theories, formulas, and equations.

For math and science tests, choose
some problems and do them over
again as a way to review for the test.

A study checklist is not a
review sheet; it is a to-do list. Checklists
contain the briefest possible description
of each item to study.

Begin keeping a study checklist
the very first day of class. Add to it as
the term progresses. When you conduct
your final review sessions, check items
off the list as you review them.



Mind map summary sheets. There are
several ways to make a mind map as
you study for tests. Start by creating a
map totally from memory. You might
be surprised by how much you already
know. Mind maps release floods of
information from the brain because the
mind works by association. Each idea is
linked to many other ideas. You think of
one and other associations come to
mind. An advantage of mind mapping
is that you don’t have to stifle any of
these associations just because they
don’t come next in a sequential outline.

Everything fits in a mind map.

Let the associations flow. If one seems
to go someplace else, simply start
another branch on your map. After you
have gone as far as you can using recall
alone, go over your notes and text and
fill in the rest of the map.

Another way to create a mind map
summary is to go through your notes
and pick out key words. Then, without
looking at your notes, create a mind
map of everything you can recall about
each key word. Finally, go back to your
notes and fill in material you left out.
You can also start a mind map with
underlined sections from your text.

Make mind maps for small,
detailed subjects as well as for large
ones. You can mind map a whole
course or a single lecture or a single
point from a lecture.

Flash cards. Three-by-five flash cards

are like portable test questions. Take
them with you anywhere and use them
anytime. On one side of the cards, write
the questions. On the other, write the
answers. It’s that simple.

Use flash cards for formulas,
definitions, theories, key words from
your notes, axioms, dates, foreign
language phrases, hypotheses, and

sample problems. Create flash cards
regularly as the term progresses. Buy an
inexpensive card file to keep your flash
cards arranged by subject.

Carry a pack of flash cards with
you whenever you think you might
have a spare minute to review them.
Keep a few blank cards with you too.
That way, you can make new flash cards
whenever you recall new information
to study.

Knowing whnar 1s going to be on your
test doesn’t require highly sophisticated
technology or any code-breaking.
Before a test, some instructors hand out
lists of questions to be used as study
guides. Even if they don’t, the following
strategies can help you predict most

of the test questions.

Do a dry run. One of the most effective
ways to prepare for a test is to practice
the tasks you'll actually do on the test.
Write up your own exam questions
and take this “test” several times before
the actual test. Say that the test will
include mainly true/false or short-
answer questions. Brainstorm a list of
such questions—a mock test—and do
a dry run.

Also predict the level of
questions. Some are likely to call
for rote memorization; others might
require application or analysis. You
might even type up this “test” so it
looks like the real thing. You could
write out your answers in the room
where the test will actually take place.
When you walk in for the real test,
you'll be in familiar territory.

Ask the instructor what to expect. One
great source of information about
the test is your instructor. Ask him
what to expect. What topics will be
emphasized? What kinds of questions
will it contain? How can you best
allocate your review time? The
instructor may decline to give you
any of this information. Even so,
you’ve lost nothing by asking. More
often, instructors will answer some or
all of your questions about the test.

Get copies of old exams. Copies of
previous exams for the class may be
available from the instructor, other
students, the instructor’s department,
the library, or the counseling office.
Old tests can help you plan a review
strategy. One caution: If you rely on
old tests exclusively, you may gloss over
material the instructor has added since
the last test. Check your school’s policy
about making past tests available to
students. Some may not allow it, or
may allow it on only a limited basis.

rrepare yoursew 10t the test by arriving
early. That often leaves time to do a
relaxation exercise. While you're waiting
for the test to begin and talking with
classmates, avoid the question “How
much did you study for this test?” This
question may only fuel the anxiety that
you didn’t study enough.

Pay particular attention to verbal
directions given as a test is distributed.
Then scan the whole test immediately.
Evaluate the importance of each
section. Notice how many points each
part of the test is worth and estimate
how much time you will need for each
section; use its point value as your
guide. For example, don’t budget 20
percent of your time for a section that
is worth only 10 percent of the points.

Read the directions slowly.

Then reread them. It can be agonizing
to discover that you lost points on

a test only because you failed to follow
the directions. If the directions call
for short answers, give short answers.
Sometimes you will be asked to
answer two out of three questions.

It’s frustrating to find that out as

you finish your third answer. When
the directions are confusing, ask
about them.

Jot down memory aids,
formulas, equations, facts, or other
material you know you’ll need and
might forget. Do this in the margins.
If you use a separate sheet of paper,
you may appear to be cheating.

Now you are ready to begin.
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Once you've stopped the cycle of worry,
take time to rehearse what it will be like
when you succeed. Be specific. Create detailed
pictures, actions, and even sounds as part of your
visualization. You might be able to visit the room
where you will take the test. If so, mentally
rehearse while you are actually in this room.

“ocus. Focus your attention on a specific object.
ixamine details of a painting, study the
branches on a tree, or observe the face of your
watch (right down to the tiny scratches in the
glass). During an exam, take a few seconds to listen
to the hum of the lights in the room. Touch the
surface of your desk and notice the texture.
Concentrate all your attention on one point.
Don'’t leave room in your mind for anxiety-
related thoughts.

*raise yourself. Talk to yourself in a positive

vay. Many of us take the first opportunity to
say, “Way to go, dummy! You don’t even know the
answer to the first question on the test.” Most of us
wouldn’t dream of treating a friend that way, yet
we do this to ourselves. An alternative is to give
yourself some encouragement. Treat yourself as
well as you would treat your best friend. Consider
telling yourself, “I am very relaxed. [ am doing a
great job on this test.”

Consider the worst. Rather than trying

o stop worrying, consider the very worst
thing that could happen. Take the fear to the limit
of absurdity.

Imagine the catastrophic problems that might
occur if you fail the test. You might say to yourself,
“Well, if I fail this test, I might fail the course, lose
my financial aid, and get kicked out of school.
Then I won’t be able to get a job, so the bank
would repossess my car, and I'd start drinking.
Pretty soon I'd be a bum on skid row. ..

Keep going until you see the absurdity
of your predictions. After you stop chuckling,
you can backtrack to discover a reasonable level
of concern.

Your worry about failing the entire course
if you fail the test might be justified. At that point
ask yourself, “Can I live with that?” Unless you are
taking a test in parachute packing and the final
question involves demonstrating jumping out of
a plane, the answer will almost always be yes.

(If the answer is no, use another technique. In fact,
use several other techniques.)
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The cold facts are hardly ever as bad as our
worst fears. Shine a light on your fears and they
become more manageable.

Zoom out. When you’re in the middle of a test

r another situation where you feel distressed,
zoom out. Think the way film directors do when
they dolly a camera out and away from an action
scene. In your mind, imagine that you're floating
away and viewing the situation as a detached
outside observer,

If you're extremely distressed, let your
imagination take you even farther. See yourself
rising above the scene so that your whole
community, city, nation, or planet is within view.

From this larger viewpoint, ask yourself
whether this situation is worth worrying about.
This is not a license to belittle or avoid problems;
it is permission to gain some perspective.

Another option is to zoom out in time.
Imagine yourself one week, one month, one year,
one decade, or one century from today. Assess how
much the current situation will matter when that
time comes.
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rathe. You can calm physical sensations

hin your body by focusing your attention on
your breathing. Concentrate on the air going in and
out of your lungs. Experience it as it passes through
your nose and mouth.

Do this for two to five minutes. If you notice
that you are taking short, shallow breaths, begin
to take longer and deeper breaths. Fill your lungs
so that your abdomen rises, then release all the
air. Imagine yourself standing on the tip of your
nose. Watch the breath pass in and out as if
your nose were a huge ventilation shaft for an
underground mine.

scan your body. Simple awareness is an effective

achnique to reduce the tension in your body.

Sit comfortably and close your eyes. Focus
your attention on the muscles in your feet and
notice if they are relaxed. Tell the muscles in your
feet that they can relax.

Move up to your ankles and repeat the
procedure. Next go to your calves and thighs and
buttocks, telling each group of muscles to relax.

Do the same for your lower back, diaphragm,
chest, upper back, neck, shoulders, jaw, face, upper
arms, lower arms, fingers, and scalp.



Tense and relax. If you are aware of a

rarticularly tense part of your body or if you
discover tension when you’re scanning your body,
you can release this with the tense-relax method.

To do this, find a muscle that is tense and
make it even more tense. If your shoulders are
tense, pull them back, arch your back, and tense
your shoulder muscles even more tightly; then
relax, The net result is that you can be aware of
the relaxation and allow yourself to relax more.

You can use the same process with your legs,
arms, abdomen, chest, face, and neck. Clench your
fists, tighten your jaw, straighten your legs, and
tense your abdomen all at once. Then relax and
pay close attention to the sensations of relaxation.
By paying attention, you can learn to re-create
the relaxation whenever you choose.

Use guided imagery. Relax completely and take

. quick fantasy trip. Close your eyes, relax your
body, and imagine yourself in a beautiful, peaceful,
natural setting. Create as much of the scene as you
can. Be specific. Use all your senses.

For example, you might imagine yourself at
a beach. Hear the surf rolling in and the sea gulls
calling to each other. Feel the sun on your face
and the cool sand between your toes. Smell the
sea breeze. Feel the mist from the surf on your
face. Notice the ships on the horizon and the
rolling sand dunes. Use all your senses to create
a vivid imaginary trip.

Some people find that a mountain scene or
a lush meadow scene works well. You can take
yourself to a place you've never been or re-create
an experience out of your past. Find a place that
works for you and practice getting there. When
you become proficient you can return to it quickly
for trips that may last only a few seconds.

With practice you can even use this technique
while you are taking a test.

Describe it. Focus your attention on your

nxiety. If you are feeling nauseated or if you
have a headache, then concentrate on that feeling.
Describe it to yourself. Tell yourself how large it is,
where it is located in your body, what color it is,
what shape it is, what texture it is, how much water
it might hold if it had volume, and how heavy it is.

3e with it. As you describe anxiety in detail,

lon’t resist it. If you can completely experience
a physical sensation, it will often disappear. People
suffering from severe and chronic pain have used
this technique successfully.

ixercise aerobically. This is one technique

1at won’t work in the classroom or while
you're taking a test. Yet it is an excellent way to
reduce body tension.

Do some kind of exercise that will get your
heart beating at twice your normal rate and
keep it beating at that rate for 15 or 20 minutes.
Aerobic exercises include rapid walking, jogging,
swimming, bicycling, basketball, or anything else
that elevates your heart rate and keeps it elevated.

jet help. When these techniques don’t work,

then anxiety is serious, get help. If you become
withdrawn, have frequent thoughts about death or
suicide, get depressed and stay depressed for more
than a few days, or have prolonged feelings of
hopelessness, see a counselor.

Depression and anxiety are common among
students. Suicide is the second leading cause
of death among young adults between the ages
of 15 and 25. This is tragic and unnecessary.
Many schools have counselors available. If not,
the student health service or another office can
refer you to community agencies where free or
inexpensive counseling is available. You can
also get assistance over the phone in cases of
emergency. Most phone books contain listings
for suicide prevention hot lines and other
emergency services.

Twenty things | like to do

One way to relieve tension is to mentally yell “Stop!” and substitute

a pleasant image (daydream) for the stressful thoughts and emotions
you are experiencing.

In order to create a supply of pleasant images to recall during times
of stress, conduct an eight-minute brainstorm about things you like to do.
Your goal is to generate at least 20 ideas. Time yourself and write as fast as
))0u can on a separate sheet of paper.

When you have completed your list, study it, Pick out two activities
that seem especially pleasant, and elaborate on them by creating a mind
map. Write down all the memories you have about that activity.

You can use these images to calm yourself in stressful situations.
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abilities in these subjects. Many times this self-talk
includes statements such as:
« “I'll never be fast enough at solving
math problems.”
* “I'm one of those people who can’t function in
a science lab.”
* “I'm good with words, so I can’t be good
with numbers.”

Then

[ite them
down. When you get the little voice out in the open,
it’s easier to refute it.

Vext, do some critical thinking about these

itatements. Look for the hidden assumptions
they contain. Separate what’s accurate about them
from what's false.

Negative self-statements are usually based on
scant evidence. They can often be reduced to two
simple ideas: “Everybody else is better at math and
science than I am” and “Since I don’t understand
it right now, I'll never understand it.” Both of
these are illogical. Many people lack confidence
in their math and science skills. To verify this,
just ask other students. Also ask about ways they
overcame confusion.

Start some new self-talk. Use statements
hat affirm your ability to succeed in math
and science:

* “When learning about math or science,
I proceed with patience and confidence”

* “Any confusion I feel now will be resolved.”

* “I learn math and science without comparing
myself to others.”

+ “I ask whatever questions are needed to aid my
understanding.”

* “I am fundamentally OK as a person, even
if I make errors in math and science.”

Math or science anxiety 1s seldom just a “head trip.”
It registers in our bodies too. Examples
are a tight feeling in the chest, sweaty palms,
drowsiness, or a mild headache.

Let those sensations come to the surface.
Instead of repressing them, open up to them. Doing
so often decreases their urgency.
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In a history, English, or economics class, the teacher
may refer to some of the required readings only in
passing. In contrast, math and science courses are
often text-driven. That is, class activities follow the
format of the book closely. This makes it doubly
important to master your reading assignments.
Master one concept before going to the next

and to stay current with your reading,

It's inettective to breeze through a math or science
book as you would the newspaper. To get the most
out of your text, be willing to read each sentence
slowly and reread it as needed. A single paragraph
may merit 15 or 20 minutes of sustained attention.
Read chapters and sections in order, as
they’re laid out in the text. To strengthen your
understanding of the main ideas, study all tables,
charts, graphs, case studies, and sample problems.
From time to time, stop. Close your book and
mentally reconstruct the steps of an experiment
or a mathematical proof.

Science is not only a body of knowledge, it is an
activity. To get the most out of your math and
science texts, read with paper and pencil in hand.
Work out examples and copy diagrams, formulas,
or equations. Study diagrams, charts, and other
illustrations carefully. Understand each step used
in solving a problem or testing a hypothesis.

Examples are particularly important. When
reading texts in other courses, you might skim
over examples to focus on major concepts. Math
and science call for close attention to detail. In
some cases, the examples included in the text are
the main points.

Success in math and science depends on your
active involvement. Attending class regularly,
coming to class with homework finished, speaking
up when you have a question, and seeking extra
help can be crucial. Some students assume that
they’ll never be any good in math and science and
then behave in a way that confirms that belief. Get
around this mental trap by giving at least the same
amount of time to math and science that you give
to other courses. If you want to succeed, make daily
contact with these subjects.















lectures except the ones you daydreamed through.

The more courses you have to cram for, the
less effective cramming will be.

Cramming is not the same as learning. When
you rely on cramming, you cheat yourself of true
education. You won’t remember what you cram.

This point is especially important to recognize
if you cram for midterm exams. Some students
think they are actually learning the material they
cram into their heads during midterm tests. They
will be unpleasantly surprised during finals.

Cramming is also more work. It takes longer
to learn material when you do it under pressure.
You can’t really learn the same quantity of material
in less time when you cram. You can learn some of
the material with less comprehension and little or
no long-term retention.

The purpose of cramming, therefore, is
only to make the best of the situation. Cram to
get by in a course so that you can do better next
time. It might help raise a grade, if you have been
reasonably attentive in class, have taken fair notes,
and have read or skimmed most of the material
for the course.

Those are the limitations and costs of
cramming. Here is a six-step cramming process.

Make choices. Don’t try to learn it all when you

cram. You can’t. Instead, pick out a few of the
most important elements of the course and learn
those backward, forward, and upside down.

For example, you can devote most of your
attention to the topic sentences, tables, and charts
in a long reading assignment instead of reading
the whole assignment. A useful guideline is to
spend 25 percent of cramming time learning new
material and 75 percent of cramming time drilling
yourself on that material.

Viake a plan. Cramming is always done when
ime is short, That is all the more reason to take
a few minutes to create a plan. Choose what you
want to study (step #1), determine how much
time you have, and set timelines for yourself. It’s
easy to panic and jump right in. Making a plan
can save you time and allow you to work faster.

Use mind map review sheets and flash cards.
“ondense the material you have chosen to
learn into mind maps. Choose several elements of
the mind maps to put on 3x5 flash cards. Practice

re-creating the mind maps, complete with
illustrations. Drill yourself with the flash cards.

Recite ad nauseam. The key to cramming is

epetitive recitation. Recitation can burn facts
into your brain like no other study method. Go
over your material again and again and again. One
option is to tape-record yourself while you recite.
Then play the tape as you fall asleep and as you
wake up in the morning.

telax. Because you do not learn material well

rhen you cram, you are more likely to freeze
and forget it under the pressure of an exam.
Relaxation techniques can be used to reduce test
anxiety, both before and during the test.

don't “should” on yourself. The title of this

rticle uses a word you should avoid: should.
For example, you could start your cramming
session by telling yourself you should have studied
earlier, you should have read the assignments, and
you should have been more conscientious. By the
time you open your book you might feel too guilty
and depressed to continue.

Consider this approach. Tell yourself it
would have been more effective to study earlier
and more often. Remind yourself you will have an
opportunity to do that next time. Give yourself
permission to be the fallible human being you are.

In short, lighten up. Our brains work better
when we aren’t criticizing ourselves.
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* Practice observer consciousness. This is the quiet
state above and beyond your usual thoughts, the place
where you can be aware of being aware. It’s a tranquil
place, apart from your emotions. From here, you
observe yourself objectively, as if you were someone
else. Pay attention to your emotions and physical
sensations. If you are confused and feeling stuck, tell
yourself, “Here I am, confused and stuck.” If your
palms are sweaty and your stomach is one big
knot, admit it.

* Practice perspective. Put current circumstances into
a larger perspective. View personal issues within the
larger context of your community, your nation, or
your planet. You will likely see them from a different
point of view. Imagine the impact your current
problems will have 20 or even 100 years from now.

* Take a moment to consider the worst that could
happen. During that physics exam, notice your
attachment to getting an A. Even flunking the test
will not ruin your life. Seeing this helps you put the
test in perspective.

* Practice breathing. Calm your mind and body with
breathing or relaxation techniques.

It might be easier to practice these techniques when
you’re not feeling strong emotions. Notice your thoughts,
behaviors, and feelings during neutral activities such as
watching television. The skill you gain at these times can
make it easier to detach in more difficult circumstances.

Practice detaching. The key is to let go of automatic
emotional reactions whenever you don’t get what
you want.

10 urwier unuerswand this notion of detaching, borrow
an idea from mathematics. When you’re upset, look for
the hidden equation.

An equation is any set of words joined by an equal
sign (=) that forms a true statement. Examples are
2X2=4andat+b=c

Equations also work with words. In fact, our self-
image can be thought of as a collection of equations. For
example, the thought “T am capable” can be written as the
equation I = capable. “My happiness depends on my car”
can be written as happiness = car. The statement “My
well-being depends on my job” becomes well-being = job.

Each equation is a tip-off to an attachment. Often,
when we’re upset, a closer look reveals that one of our
attachments is threatened. The person who believes that
his happiness is equal to his current job will probably be
devastated if his company downsizes and he’s laid off.

Once we discover an equation, we can rewrite it.

In the process, we can watch our upsets disappear. The
person who gets laid off can change his equation to my
happiness = my happiness. In other words, his happiness

does not have to depend on any particular job. If he’s
skilled at learning, he can get a new job that he loves.
He can even change careers if that makes sense.

People can rewrite equations even under extreme
circumstances. A man dying from lung cancer spent his
last days celebrating his long life. One day his son asked
him how he was feeling.

“Oh, I'm great,” said the man with cancer. “Your mom
and I have been having a wonderful time just rejoicing in
the life that we have gotten to live together.”

“Oh, I'm glad you're doing well,” said the man’s son.
“The prednisone you have been taking must have kicked
in again and helped your breathing.”

“Well, not exactly. Actually, my body is in terrible
shape, and my breathing has been a struggle these last
few days. I guess what I'm saying is that my body is not
working well at all, but I'm still great.”

This man rewrote the equation I = my body. He
knew that he had a body and that he was more than his
body. This man lived Power Process #6 and gave his
son—the author of this book—an unforgettable lesson
about detachment.

Giving up an addiction to being an A student does not
mean giving up being an A student. And giving up an
addiction to a job doesn’t mean getting rid of the job.
Rather, it means not investing your well-being in the grade
or the job. Keep your desires and goals alive and healthy
while detaching from the compulsion to reach them.
Notice also that detachment is different from
denial. Denial implies running from whatever you find
unpleasant. In contrast, detachment includes accepting
your emotions and knowing the details of them—down to
the very thoughts and physical sensations involved. It's OK
to be angry or sad. Once you accept and fully experience
your emotions, you can more easily move beyond them.
The more you deny them, the more they persist.
Being detached is not the same as being apathetic.
We can be 100 percent detached and 100 percent involved
at the same time. In fact, our commitment to achieving
a particular result is usually enhanced by being detached
from it.

When we are detached, we perform better. When we
think everything is at stake, results might suffer. Without
anxiety and the need to get an A on the physics test, we
are more likely to recognize the problem and remember
the solution.

Power Process #6 is useful when you notice that
attachments are keeping you from getting what you
want. Behind your attachments is a master student.

By detaching, you release that master student. Detach.
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from Puerto Rico. One of the students
asks the professor, “Am I in the right class?
Maybe there’s been a mistake. I thought
this was supposed to be an English class,
not a Spanish class.” The student assumed
that Hispanic people might not be
qualified to teach English courses.

Forrest Toms of Training Research and
Development defines racism as “prejudice
plus power”—the power to define reality,
to enshrine one set of biases. The operating
assumption behind racism is that differences
mean deficits.

When racism lives, we all lose—even
those groups with social and political
power. We lose the ability to make friends
and to function effectively on teams. We
crush human potential. People without the
skills to bridge cultures are already at a
disadvantage.

Higher education offers a chance to
change this. Academic environments can
become cultural laboratories—places for you
to meet people of other races and cultures
in an atmosphere of tolerance. People who
create alliances outside their group are
preparing to succeed in both school and
work.

1t takes no more energy to pelieve that
differences enrich us than it does to believe
that differences deplete us. Diversity in a
society offers one case of synergy, the idea
that the whole is more than the sum of
its parts. Consider some examples: A
symphony orchestra consists of many
different instruments, and when played
together their effect is multiplied many
times. A football team has members with
different specialties, but together they can
win a league championship.

Diversity offers another example
of synergy. Embracing diversity adds value
to any organization and can be far more
exciting than just meeting the minimum
requirements for affirmative action.

Today we are waking up not only
to the fact of diversity but also to the value
of diversity. Biologists tell us that diversity
of animal species benefits our ecology. The
same idea applies to the human species.
Through education our goal can be to see
that we are part of a complex world—that
our culture is different from, not better than,
others. Knowing this, we can stop saying,
“This is the way to work, learn, relate to
others, and view the world.” Instead, we can
say, “Here is the way I have been doing it.

I would also like to see your way.”

Accepting diversity does not mean
ignoring the differences among cultures so
that we all become part of a faceless “melting
pot.” Instead, we can become more like a
mosaic—a piece of art where each element
maintains its individuality and blends with
others to form a harmonious whole.

Learning to live with diversity is a
process of returning to “beginner’s mind”—
a place where we question our biases and
assumptions. This is a magical place, a place
of new beginnings and options. It takes
courage to dwell in beginner’s mind—
courage to go outside the confines of our
own culture and world view. It can feel
uncomfortable at first. Yet there are lasting
rewards to gain.

As you read the following articles, look
at yourself, This chapter aims to help you
meet your own biases. With knowledge
about your prejudices, you can go beyond
them. You can discover ways to communicate
across cultures.

Each idea in this chapter is merely
a starting point. When it comes to
overcoming the long history of prejudice
and discrimination, there are no quick,
easy answers. Continue to experiment
and see what works for you. As you read,
constantly ask, “How can I use this material
to live and work more effectively in a
multicultural world?” The answers could
change your life.
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Clarify your values
On a separate sheet of paper,
list four of your key values.
Sum up each value in one
or two words, such as love,
contribution, wealth,
or creativity.

Next, for each value,
list three or four statements
that describe specifically
what you would do, say,
or have when you behave
consistently with that value.
For example, if your value
is financial security, you
could write,”l save at least
10 percent of my take-home
pay each month” or“I have
enough money to live
comfortably for three
months even if | lose
my job.”
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with a possible role model. Ask your
student counseling service about

such programs.

Many stuaents nna nat Uielr socidi
adjustment affects their academic
performance. Students with strong
support systems—such as families,
friends, churches, self-help groups,
and mentors—are using a powerful
strategy for success in school. As an
exercise, list the support systems that
you rely on right now. Also list new
support systems you could develop.

Support systems can help you
bridge culture gaps. With a strong base
of support in your own group, you can
feel more confident in meeting people
outside that group.

1t you're unsure about how well you're
communicating, ask questions: “I don’t
know how to make this idea clear

for you. How might [ communicate
better?” “When you look away from me
during our conversation, I feel uneasy.
[s there something else we need to talk
about?” “When you don’t ask questions,
I wonder if I am being clear. Do you
want any more explanation?” Questions
like these can get cultural differences
out in the open in a constructive way.

while 1 school or on e Joo, you
might come into conflict with a person
from another culture. Conflict is
challenging enough to manage when
it occurs between members of the same
culture. When conflict gets enmeshed
with cultural differences, the situation
can get even more difficult.
Fortunately, many of the guidelines
offered in Chapter Ten about managing
conflict apply across cultures. Also keep
the following suggestions in mind:

» Keep your temper in check. People
from other cultures may shrink
from displays of sudden, negative
emotion—for example, shouting
or pointing.

* Deliver your criticisms in private.
people in many Asian and Middle
Eastern cultures place value on
“saving face” in public.

* Give the other person space.
Standing too close can be seen as
a gesture of intimidation.

* Address people as equals. For
example, don’t offer the other
person a chair so that she can sit
while you stand and talk.

* Stick to the point. When feeling
angry or afraid, you might talk
more than usual. A person from
another culture—especially one
who’s learning your language—may
find it hard to take in everything
you’re saying. Pause from time to
time so that others can ask
clarifying questions.

* Focus on actions, not personalities.
People are less likely to feel
personally attacked when you
request specific changes in
behavior, “Please show up for work
right at 9 a.m.” is often more
effective than “You're irresponsible.”

* Be patient. This guideline applies
especially when you’re a manager
or supervisor. People from other
cultures may find it difficult to
speak candidly with someone they
view as an authority figure. Allow
time for others to speak. Permitting
periods of silence might help.

* Take time to comment on what
others are doing well. However,
avoid excessive compliments.
People from other cultures might
be uncomfortable with public
praise and even question your
sincerity.

INOne or us are mnaiviauals uviug

in isolation. We live in systems that
can be racist. As a student, you might
see people from another culture
ignored in class, passed over in job
hiring, underrepresented in school
organizations, or ridiculed. The only
way to stop these actions is to

point them out.

Federal civil rights laws, as well
as the written policies of most schools,
ban racial and ethnic discrimination.
If your school receives federal aid, it
must set up procedures that protect
students against such discrimination.
Find out what those procedures are
and use them if necessary.

Throughout recent history,
much social change has been fueled
by students. When it comes to ending
discrimination, you are in an
environment where you can make a
difference. Run for student government.
Write for school publications. Speak
at rallies. Express your viewpoint.
This is training for citizenship in a
multicultural world.

L'he price we pay 1or raiure to
understand other cultures is fear and
bigotry—the assumption that one
group has the right to define all others.
Such attitudes cannot withstand the
light of knowledge, compassion, and
common values.

Choose one article from this book and
summarize its main ideas in three ways:
visually (using a chart, diagram, or mind
map), in outline form, and in paragraph
form. Now assess how well each method
worked for you. Was one note-taking
method more efficient for you than
another? Do you see any options for
adopting a new method of note-taking?
Can any methods be combined in useful
ways? How? Write your answers on a
separate piece of paper.

For sample responses to this exercise,
visit Houghton Mifflin's student success site
on the World Wide Web at:











































The advertisements start up a conversation about
fantastic products for us to buy. They talk about
hundreds of ways for us to part with our money.

That’s not all. If we flip on the radio or
television, or if we surf the Internet, millions of
other conversations await us. Thanks to modern
digital technology, many of these conversations take
place in CD-quality sound, high-resolution images,
and living color 24 hours each day.

Something happens when we tune in to
conversation in any of its forms. We give someone
else permission to dramatically influence our
thoughts—the conversation in our heads. When we
watch a movie, scenes from that movie become the
images in our minds. When we read a book, passages
from that book become the voice in our heads. It’s
possible to let this happen dozens of times each day
without realizing it.

The real power of this process lies in a third discovery:
We can choose our conversations. Certain conversations
create real value for us. They give us fuel for reaching
our goals. Others distract us from what we want. They
might even create lasting unhappiness and frustration.

We can choose more of the conversations that
exhilarate and sustain us. Sometimes we can’t control
the outward circumstances of our lives. Yet no matter
what happens, we retain the right to choose our
conversations.

Suppose that you meet with an instructor to ask
for some guidelines for writing a term paper. She
launches into a tirade about your writing skills and lack
of preparation for higher education. This presents you
with several options. One is to talk about what a jerk
the instructor is and give up on the idea of learning to
write well. Another option is to refocus the conversation
on what you can do to improve your writing skills,
such as working with a writing tutor or taking a basic
composition class. These two sets of conversations will
have vastly different consequences for your success in
school.

The conversations we have are dramatically
influenced by the people we associate with. If you
want to change your attitudes about almost anything—
prejudice, politics, religion, humor—then choose your

conversations by choosing your community. Spend
time with people who speak about and live consistently
with the attitudes you value. Use conversations to
change habits. Use conversations to create new options
in your life.

A big part of this Power Process is choosing not to
participate in certain conversations. Sometimes we find
ourselves in conversations that are not empowering—
gripe sessions, gossip, and the like. That’s a time for us
to switch the conversation channel. It can be as simple
as excusing ourselves and walking away. Sometimes we
can redirect the conversation by posing a new question
or introducing a new topic. At other times we can
choose to stop reading certain books or cease watching
some television programs. We might choose not to be
with certain people. We might leave a job, seek a new
place to live, or withdraw from certain projects.

Some conversations are about antagonism. Instead
of resolving conflict, they fan the flames of prejudice,
half-truths, and misunderstanding. We can begin taking
charge of these conversations by noticing where they
start and how they continue.

You can take charge of the conversation inside
your head too. If that conversation is not consistent
with your goals and values, just pick up a pencil. Write
a letter to a friend, or to yourself. Write a Discovery
Statement about the movie inside your head, and then
start writing a new script with dialogue that empowers
you.

DELOrE CHOUSLILE WLIELLET Lo participate in a particular
conversation, we can pay attention to several
characteristics of that conversation:time frame, topic,
and attitude. When we choose conversations that are
more balanced within each of these areas, our lives
will be more balanced as well.

First, we can notice the time frame of the
conversation—whether it is about the past, the
present, or the future. Most people spend most of their
conversation time talking about the past. Often they are
blaming (“If he wasn’t such a jerk, I wouldn’t be in this
mess”), justifying (“I would have been on time, but
between my crazy kids and the crazy traffic, 1 had a
terrible morning”), or regretting (“If only I had bought
that land before they started to develop it”).
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we've made—and the actions that followed from those
decisions. By making new decisions, we can create new
results in our lives. A folksy saying sums it up:“If you
always do what you've always done, you'll always get
what you've always gotten.”

We are making decisions all the time, whether we
realize it or not. Even avoiding decisions is a form of
decision making. The student who puts off studying for
a test until the last minute may really be saying, “I've
decided this course is not important” or “I've decided
not to give this course much time.”

When people refuse to make decisions, they leave
their lives to chance. Philosopher Walter Kaufman? calls
this decidophobia—fear of making decisions. He defines
autonomy as “making with open eyes the decisions that
give shape to one’s life,”

By taking charge of our decisions, we take charge of

our lives. Decide right now to apply some of the following

suggestions, and you might take your overall decision

making to new heights of effectiveness.

Lecisions are more tnan
wishes or desires. There’s a
world of difference between
“I wish I could be a better
student” and “I will take
more powerful notes, read
with greater retention, and
review my class notes daily.
Decisions are specific and
lead to focused action.

When we decide, we
narrow down. We give up
actions that are inconsistent
with our decision. Deciding
to eat fruit instead of ice
cream for dessert rules out
the next trip to the ice
cream store.

»

when we Know specincaily
what we want from life,
making decisions becomes
easier. This is especially true
when we define our values
precisely and put them in
writing. Sa<ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>