
Srcowo EotrtoN

a

STRAIEGIES FOR.''.STUDENT SUCCESS

r-^'!e*.--- -'-

a

f-

Daue Ellis dnd Pe ter Lenn

r



Lq ,k}ffil

Daue Ellis and Peter Lenn

ECIND Eotrtor



Editors: Larry M. David and Mary Maisey-Ireland
Contribatirug Editor: Doug Toft
Couer and Graphic Design: Jeff Swaim
Prod.uction and Layout: Kim Oslund
Illustration: S. Robert Beers

Photography: Mike \Tolforth and Jim Osborn
Couer Photo: Phil Ertel

Copyright @ 1995 by Learning Technologies Corporation. All rights reserved.

No part of this work may be reproduced or transmitted in any form or by any means, electronic or mechani-
cal, including photocopying and recording, or by any information storage or retrieval system without the
prior written permission of Great Source Education Group, Inc., unless such copying is expressly permitted
by federal copyright law. Address inquiries to Pdrmissions, Great Source Education Group, Inc., 181

Ballardvale Street,'W'ilmington, MA 01887.

Great Source@ is a registered trademark of Houghton Mi{i{in Company.
Printed in the United States of America
International Standard Book Number: 0-9638133-3-l

78910-RRDC-0302

ii Learning Potaer



Thhle ot0ontents

Sranreo
t Learning Power . . . . . . . .2
The Learning Power

Worbbook .....3
this Book Your Coach . . .6

DefineSuccess ........8
ImproveYourSkills ....9
Check Your Mindset . . . . . . . .10
Discover Mastery Learning . . .12
SettheStage. ...14
Thke Four Steps to Mastery . . .15

Practice, Practice, Practice . . . .16
Overcome Stage Fright . . . . . .17
KnowYourself .......18
Adopt a Process for Change . .19
Take Note of Your Success . . .21

Goals .......24
burTime ......26

YourTime ......27
Lists . ....29

fuk Some Timely Questions . .30
Overcome Procrastination . . . .31

BeAware ......32

FOR PnACrrCe
mework as

Pract

Practice forTests . . . . . .39
ChooseaPlace .......40
and EquipYour Space . . . . . . .41

Use a Three-Ring Binder . . . .42
Record Your fusignments . . . .44
Master Your Assignments . . . .45

AKE NOTE,
MBER

" '50
Variations , , .52

bur Reading Rate . .53
ReadingSkill ...54

Use Main Ideas 6c

Supporting Facts . . . . . . . .57
Outlinelt... ...58
MakeaMindM"p. ...59
Remember .....61
Review . . .62
UseAssociation ......64
MakeFlash Cards . . . . . . . . . .66
Picturelt ......58
Tiy More Memory Methods . .69

QuoteShakespeare . . . . . .. . .70

Introduction iii

36

IM
Set



AND Gnaoes
forYourTests . . . . . . .74

YourOwnRisk.,...77
Ace

ofCheating ...82
aketheFeedback ....83

HandletheStress .....84
Tiade In Those Negative

Thoughts ....86
BuildaPortfolio ......88
Playthe Grade Game . . . . . . .89

r Our
Effectively ......92

Create '\7in Agreements .99

for iePicture .....103
withAdults ..105

DonttyThis at Home . . . .107
Call a Family Meeting. . . . . .108

iv Learning Potaer

Tenu Erronr
Build Team .....112

rit Your Parents . .114
a Tirtor . . .1 16

ofTeachers as Allies . .1 18

Those Mistakes . .1 19

Savor Success . .120

Youns=lr

in the Mirror . .124

Change Process . .125
ur Body . .126

Betuthful.... .....129
Gain Self-Confidence . . . . . .130
\Win Positive Respect . . . . . .132

Stop Sexual Harassment . . . .133
Manage Tough Emotions . . .L35
Employ the Social Graces . . .138

DefuseDepression ...139
Be Alert to Suicide Thlk . . . .142

Be Clear about Alcohol
and Other Chemicals . . . .I43

ForHelpCall . ......147



Younselr
\7rite

Paper . ... .151

Brai Ideas. ....152
ize .....154

aTopic ...156
Draft . . .157
Use Proofreadert Marks . . . .157
ReviseandEdit ......158
Revisit the \ffriting Process . .164
Use the \Writing Process

DuringTests. .....165
Engage Both Sides ofYour

Brain. ......165
\7rite Legibly . .167
Finish a Term Paper in
TenSteps ....168

AvoidPlagiarism .....171
Cook Up Some Instant

Poetry ......172
\Write for Personal Reasons . .173

....t76
n . .177
....t78

TiyAlternative Methods . . . .180
Expand Your Understanding .182
Compute Your Grades . . . . .I84

inlogic ....194
Create! . .196
Playwithldeas . .....198
ContemplateArt ....199
Fuel Your Thinking with

theThree "Pb" . . . .200
Make Skillful Decisions . . . .201

Introduction v

.188

.189

.190

Make the End a Beginning . .213

Loox Axeao
Create Your Future . . .206
Consider Life After

Graduation . .209
Cross the Finish Line . . . . . .211
Contribute ....212

Dont Fall for Fallacies



q
\_\t\

\.- 
\

\

-

l,

{

t
t
t\:

I

L

--

--

:

,*t_iil
H

. :.*,

After mastering this chapter

you will be able to:

. DEFINE SUCCESS FoR
YOURSELF

. APPLY THE MASTERY

LsanNwc PRocEss ro
YOUR ST{.'DIES

. I.JsE THE CHANGE
Pnocnss ro DEvELoP
EFFECTTYE HABITS



CHAPTEH GETTING STARTED

MeetLearningPower ....2

andThe LearningPowerWorbbooh .....3

MakeThis BookYour Coach ........6

DefineSuccess ....8

ImproveYourSkills .....9

CheckYourMindset... ......10

Discover Mastery Learning . . .12

SettheStage. ....t4

Thke Four Steps to Mastery . . . .15

Practice, Practice, Practice .....16

OvercomeStageFright.... ...17

KnowYourself . " .18

Adopt a Process for Change . . .19

Thke Note of Your Success . . . .2I

Getting Started 'l



Meet

[eaning

Pol[rel..

EARNTNG Powra and The

Leaming PowerWorkbooh

are about thinking, writing,
and changing the way you
do things. You can use

these tools to be more effective at
studying, taking tests, doing math,
writing, improving your memory
managing your rime, speaking in
public, getting along with other
people, and much more.

Adopt a few of the methods in this
booh and you will see immediate
results. Get more done in less time and
with less effort. Approach tests with
more confidence. Set goals to help you
reach your dreams through actions you
can take today. These are just a few of
the benefits waiting for you when you
think, write, and practice.

2 Learning Pouter

Use this book to make the time
you spend on schoolwork pay off
Once you experience success with
some of these methods, you'll probably
decide to experiment with more. You
might even discover that you like
school better. At each step of the way,

it will be up to you to choose how
much of this book to use. The more
you use Leaming Power, the more you
will gain.



andlhe

Iearning

Powu

I[orkbook
at Lzawtuc Powza
'Workbooh invites you to
become a co-author of this
textbook. That's because

Learning Power isdt fin-
ished. -What you see already written is
important. But equally important is

what you write. That's the value of the
workbook.

This course is about taking action.
Do whatever it takes to make The

Learning Power Workbooh a rccord of
your thinking and your progress.

Underline. Highlight. Mark. Deface.
Scribble in the margins. Disagree.

Doodle. Fill it up.
tVorkbook symbols, like the ones

that follow, appear throughout
Learning Power.Vhen these symbols
appear, it is your cue to do the indicat-
ed activiry in the workbook.

Jounnll
\,Mhen making Journal Enffies, take a
few moments to examine what you
think or feel about the topic and write
down your thoughts. Your writing will
not be graded, so dont worry about
grammar or spelling for these exercises.

There are no right or wrong answers in
Journal Entries.

Pnacrtce
This is perhaps the most valuable
activity of all. Practice leads to excel-

lence. The practice exercises give you
hands-on experience with the tech-
niques suggested in Leaming Power.

The cycle of practicing something and
then discovering how you did can help
you improve in any area you desire.

Throughout Learning Power you,ll
find references to workbook Practices.

Getting Started 3



Doing the Practices can make the dif-
ference between a suggestion or idea

that stays with you and one that dies

right on the page. Use Practices to

stay active, awake, and involved.

Kev Wonos
These highlighted words and concepts

will expand your vocabulary by focus-

ing on particular words and phrases

that have special meaning.

Ourul,te
A great way to learn any material is to

re-create it in outline form. You will
outline each chapter, and sometimes

individual articles, and learn to use

several outlining methods.

4 Learning Pouter

Pnocness GHEcK
Mastering each assignment before

going on to the next is more important
than studying a large number of chap-

ters or techniques in a given amount
of time. Dont worry about being faster

or slower than anyone else. If you put
in the time you need to master each

assignment, your learning rate will
increase and you will build your
learning power.

\When you complete each chapter,

consider whether you have mastered all

of the material and skills. \Mhen both
you and your teacher are convinced

that you have mastered the chapter,

you are ready to go on to the next step.



Xxercise
Please experiment with a new behauior

that can become a habit. Look at euery

page in this booh and the worhbook.

Get a sense of what the whole thing is
about before you zero in on any of
the parts.

Reading experts agree that one of the

most ffictiue strategies for getting more

out of a book is to look it ouer before

you read it. Please tahe this action now.

Getting Started 5

(b
\r.'S.'



Mah This BookYourCoach
N MANY wavs Learning Power

looks like an ordinary book.
It has titles, subtitles, and

paragraphs. It offers ideas and

asks you to think. Yet this

book is different from most books

you ll ever read. Learning Poruer

asks for your energy. Use it
well, and you'll burn
some calories. That
happens as you
take action,
think, write,
and practice

what you
have learned.

A book is a poor substitute
for a good friend or a skilled
teacher. You will learn

things in a well-taught
course that arent in
Learning Power. On the other
hand, this book is available to you
twenry-four hours a day, every day.

It will never scold, argue, or criticize.

It's always ready with words of encour-

agement. Make friends with this book,
and it can become your faithful coach

for success.

You will get the most out of
Learning Poruer by using the following
suggestions.

Use lr EvenY DAY
Even if you spend only five minutes,

take some time each day to apply at

least one idea or hint. Regular

practice improves our
skills at whatever we

i these ideas. Five min-
utes may not sound like

a lot of time, but it adds

up to over thirry hours of
practice in a year. That's

enough time to learn some

new habits that will help make you
successful.

Juup Anouxo
tffith your teacher's assistance, choose

the chapters that will help you the

most. If you want advice about a par-
ticular technique, you can skip to that
section and learn about it at any time.

D.fuItir;t;n:,

6 Learning Pouer



Pur lr lrro Pnacrtce
The ideas in this book have been

tested by your peers-other people

who need to take notes, read books,

score well on tests, manage their time,

and do all the other things that make

one successful in school.

Test these strategies in your other

classes. You dont have to believe any of
the ideas; just use them. Experiment

and see what works. For example,

when the book suggests talking out
loud to memorize, give it a shot.

lrvolve Ornens
You might think that studying is some-

thing you do alone while trapped

behind a big door marked "Do Not
Disturb."Just the opposite is often

most effective. You can enlist other

students in your efforts to succeed in
school. Form study groups that meet

both in and out of class.

Explain a subject to one of your
classmates, and you'll understand it in
a new way. One of the best ways to

learn something is to teach it. \Working

with others moves you into action.
That makes a big difference in what
you remember and what you use.

Denrrano A Lot
Scour this book for ideas about

mastering your courses, overcoming

procrastination, catching up in
subjects in which you are behind,

and working out problems with your
parents and teachers.

-When you dont understand

something, ask questions. Use the

techniques so you discover what really

worls for you. The time you spend

doing this can change this book from
a couple hundred pages of paper into
a blueprint for your academic success.

Getting Started 7



DefineSuccess
uccESS rs a uerrpR of
interpretation. One person's

definition includes money
or fame. Another's might
involve plenry of time for

having fun. Someone elset idea

of success is feeding the
worldt hungry or saving the

rain forests. Chances are that
your family, teachers, and

friends, have their ideas about
what you should do to be suc-

cessful. This book is designed

to help you reach your own
goalg whatever they may be.

Your own measure of success will
carry the most weight.

Beware of defining your success by
the success of others. Comparison can

ruin your feelings of success and lead

to dissatisfaction. There will always be

someone who has more or performs
better. Dont worry about how others

choose to measure their success or
how they measure yours. Go for
what you want.

8 Learning Potaer
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ImproveYourskills
UCCEEDING IN SCHOOL

usually means mastering

three types of skills. First,

there are the basic skills,

often called the'three Rt"-
reading,'riting, and'rithmetic. Second,

there are study skills, things like taking
notes, handling tests, and memorizing.

The third area includes self-manage-

ment skills-things like setting goals,

managing time, staying motivated,

and communicating with others.

These three categories of skills

make a difference in school and in
the rest of your life too.

Basic Skills

Getting information and ideas
from a textbook

Memorizing written passages

Memorizing facts

tking notes

Thking tests

Using the library

t#riting essays and term papers

Problem solving

Learning math

Learning Power coaches you to
increase your abiliry in all three areas.

It also suggests ways to practice these

skills so you can master them. -ffhen

you master something, you dont worry
about memorizing the guidelines.

Mastery becomes your habitual way

to learn.

Study Skills

Reading: speed,
comprehension, and
vocabulary

Math: calculations,
fractions, decimals,
percentages, word problems

lWriting: grammar,
vocabulary, spelling,
penmanship, ryping,
word processing

SelFManagement Skills

Gaining awareness: spotting whatt
working and whatt not in your life

Setting goals: writing down your
long-term and short-term goals

Managing your time

Mastering homework assignments

Noting your successes

Changing your own behavior
or habits

Speaking in public

Learning with a tutor

Communicating with peers,
teachers, and parents

Making and keeping agreements

Getting Started 9



[heck

Your

Mindset

IND.SET (mindtet')
n. l. A fixed mental
attitude or disposition
that predetermines a

person's responses to
and interpretations of situations.
2. l\n inclination or habit.

The following six starements make
up a mindset that will serve you well
in achieving your goals.

10 Learning Pouer

1. I oBspnvs ro BE succESSFUL.

Every day is a new opponunity.
Success is not in shon supply. For you
to succeed, someone else doesnt have

to fail.

2.1 wt TNTELLTGENT ENouGH
TO MASTER MY COURSES.

Intelligence ip really a combination
of natural abiliry plus the effects of
previous learning and practice.
People who have practiced a lot in a
subject appear to be more intelligent.
Your intelligence is very likely more
than adequate.

3. I au AN TNDIVTDUAL wrrH My
O\^/N LEARNING RATES.

The rate at which you learn one
subject may differ from the rate at
which you learn another. Your rate
might be faster or slower than that
of others who are learning the same

subject. This is not a sign that you
or they lack intelligence. It means

only that you have your own
learning rate in each area.



4. I av RESPoNSTBLE FoR

MY O\A,N EDUCATION.

Other people, such as your parenrs,

guardians, and teachers have responsi-

biliry too. You have the most at stake,

and you control the most important
factors. If you are dissatisfied with your
education, you can change what you
are doing. You can also wish for others
to change. You may even be able to
persuade them to change. But you
have far more control over what
you do, \W{hat you do is the most
important factor in your learning.

5. I caN ACHIEVE SUCCESS BY:

Planning
Preparing

Practicing to mastery

Getting prompr feedback

In this book you will find out how to
use these steps in different courses.

6. I cax MAKE ToMoRRow/s
ASSIGNMENT EASIER.

Some students seem to get "As"

effortlessly. Look more closely, and

youll find people who invested time
in mastering the prerequisites and
early lessons in the subject. Learning
is cumulative. Their time investment
may be more or less than yours.
That's not important. \7har matters is

doing what helps you succeed today.

Getting Started 'l'l



DiscotrerMastwlearning
ERHAPS THE MOST power-
ful approach to learning is

mastering one step before

going on to the next.
Mastering a skill means

that you are competent, that you can

definitely perform or demonstrate that
skill. Once you have mastered addi-
tion, you are ready, willing, and able to
pass any reasonable test in adding. You
could even show others how to add.

Thatt the idea of mastery. ft means

you are capable and confident.
Mastery learning has a number of

advantages. Learning gets faster and
easier as you go along. \7ith mastery
learning you nor only learn more
easily and quickly, you also retain the
material longer. Mastering the material
gives you a sense ofprogress and suc-

cess. You may start to enjoy learning
subjects that previously were a drag.

For example, in arithmetic you
learn addition, then subffacrion,
multiplication, and so on. Mastering
addition reduces the time and effort
needed to learn subtraction. If you try
to learn subtraction before you've
mastered addition, learning subtraction
can take longer or even be impossible.
That is why, once you fall behind in a
course, it is so difficult to catch up.

ll Learning Potaer

The graph below indicates that
mastering one step decreases the time
needed for learning the next step. In
other words, it may take some time to
master the first few assignments. As
your learning rate increases, your learn-
ing per hour begins to zoom upward.

PEBcif,tAoEg

Dscrulls
FRncrrons

TIME

Each of us has our own learning
rate in each area of life. Our learning
curves have the same general shape,

but they are not identical. Learning
curves vary for many reasons, includ-
ing difference in age, experience, and
attitudes. At any given time, your
learning rate may be faster or slower
than others'.

J
J
I
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Mastering an assignment may ar

times take longer than expected. That
may mean it takes you longer than
someone else, or longer than the
teacher's estimate, or longer than you
would like. Still, the extra time spent
now to master any assignment will
save time on later assignments.

Mastery learning almost always takes

less time overall and leads to more
learning and higher grades.

In most classes teachers dont
stay on each topic until everyone has

mastered it. Still, you can use mastery
learning to be sure that you have

mastered each assignment. That might
mean putting in more than the usual
amount of time for a while. If youll
make that extra effort, you can expect
to see the benefits quickly.

lnreulcENGE
You may wonder if you are smart
enough to master all of your school-
work. \Mhat if you practiced forever and
still couldnt reach the goal? That makes

it important to know, up front, whether
you can master your assignments.

Consider this. Almost everyone
learns to speak and understand their
native language, yet they often balk at
learning a second language. A "foreigri'
language is really just one we never

learned as infants. \7e are probably as

capable of learning a language as the
infants who live where that language is
spoken. To be incapable of learning a

particular language, we would have to
be less intelligent than everyone who
has ever learned it. That's not likely.

Several studies indicate that most
51lldsn15-over 90 percent-have
enough intelligence to masrer all of the
high school curriculum. This is more
than just passing courses; it means

really mastering the subjects. To put it
plainly, it is almost certain that you are

smart enough to succeed in school.

MorrvarroN
Some students think they have

intelligence but lack a mysterious

qualiry called motivation. They
believe there is something about
them that makes it difficult to like
school and learning. They might be

described as "unmotivated."

Motivation is simply a desire to
attain something coupled with a belief
that it is possible to attain it. Most
people like doing things that they do
well. They're motivated to do rasks,

even difficult tasks, so long as they
believe that succeeding is both possible
and worthwhile.

As mastery learning begins to bring
the results you want, your motivation
jumps. You may never like studying
better than you like talking to your
friends on the phone. By applying this
method, your motivation for studying
can grow.

Getting Started 'l 3



SettheStage
F IACK OF INTELLIGENCE, aNd

motivation arent the problems,

what can you do to have more
success in school? Here are

suggestions:

Leanu ro SruoY
ErrecrrvELY
: Just because they spend years in

school, students dont automati-
cally know the best ways to

study. Students learn or invent their
own methods. Some of those methods

work well; others do not. This book
includes techniques used by successful

students. Many of them can work for
you too. You might even find a few
that make a big difference in your
experience of school.

",4 Learruing Pouer

PnacrrcE SUccEEDING
No matter what has happened

in the past, you can succeed.

M"yb. you've gotten behind,
or received low grades, or had teachers

you didnt like. \X/hen these things
happen, students may think something
is wrong with them. They feel discour-
aged, and that gets in the way of
learning. School seems more and

more difficult. If any of this is true
for you, this course may help you see

that you can succeed. You can watch
yourself master assignments and build
confidence in your abiliry to succeed.

OvencoME YouR
ResrsraNcE

Most of us resent being told
what to do. This is especially

true when trylng to establish

independence-particularly with
parents and teachers. Resistance gets

confused with independence. In this
course you can learn some ways to
move through resistance without
giving up your independence. You

may even gain more freedom by
being more successful in school.

three



Take ['our sreps h IVIAStgfy
HE HABIT or comc for
mastery is one of the

most useful habits in
learning. To get a handle

on this method, plan,

prepare, practice, and get feedback.

1. Pr-aN poR MRsrBnv
Knowing where you want to go greatly

increases the odds of getting there. If
you dont know what the goal is, you
might stop too soon or end up spend-

ing your time on the wrong track.

Planning involves setting a goal and

scheduling actions that will move you
toward it.

2. PnEpanB ro PnacrtcB
Before you practice, it helps to know
what is required of you, along with
what and how to practice. You can get

this by listening, reading, or watching

a demonstration. Much of the listen-

ing and watching you do in class is

preparation for practice you do later at

home or during study hall. Reading a

textbook or your notes is preparation.
The practice comes next.

3. PnacrcE To MASTERY

Most skills call for more than just

reading or gathering information.
Meeting our goals usually means

taking some action as well. For the

pianist itt practicing scales. For the

tennis pro it's practicing a backhand

stroke. For students it includes many

rypes of practice activities, such as

solving problems, doing experiments,

writing essays, or speaking another

language.

4. GBr Pnortpr FBEosacx
Feedback lets you know how well

your practice is going. In some

situations you can see this for yourself.

At other dmes, crucial feedback

comes from teachers, tutors, quizzes,

or study partners.

Getting Started 'l 5
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ou cAN BECoME skillful
at almost anything by
practicing, from tuning a
car engine to tuning a

guitar. It's also true of the

things you do in school. Becoming

skillful at solving math problems or
writing essays is a matter of practice.

So are learning spelling, vocabulary,

grammar, history, and science.

Hactice, Hactice, Plactice
You probably spend most of your

time in class listening to others. That
includes listening to your teachers and

to other students. Even if you partic-
ipate actively and pay attention, you
dont get much time to practice during
the school day. Thirry minutes of
homework for a course will generally

provide much more practice time than
a fifry minute class period. This is why
homework is so important.

Many of the techniques in this
book are intended to help you to do

your homework-that is, to practice.

"16 Learning Pouter

These techniques include powerful
ways to practice for different subjects,

overcome procrastination, concentrate

and be efficient, know when you
have practiced enough to master and

retain material, and much more.

Using the strategies in this book can

give you "learning power."

7



ovucome Stage Ffight
osr PEoPLE are afraid to

speak in public. Getting
comfortable speaking to
an audience is an anazing
experience. tMhen you

succeed at this (yes, you can), the ben-

efits will extend to many other parts of
your life. That's why your teacher may

include getting beyond the fear of
public speaking as part of this course.

The overcoming stage fright
process of a Learnirug Powa student

success course has three purposes:

1. To build your self-confidence.

Succeeding at something that
previously scared us changes the

way we think about ourselves.

Embarrassment and discomfort
need not stop us from practicing
a skill to mastery.

2. To demonstrate that mastery

learning works on challenging
tasks by mastering one small

step after another.

3. To assist you to overcome

fear of public speaking, to

enable you to say what you
think, calmly. Examples are

speaking in class, to a teacher,

to adults, to large groups, or
to parents.

Mastery learning makes overcom-

ing stage fright possible by breaking up

the public speaking process into many

small parts. These are practiced one

step at a time, and your comfort and

confidence are achieved at each level

before moving on.

You can use this same process to

overcome fear of almost any activity-
climbing to high places, taking tests,

handling animals, performing music,

or driving a car.

Getting Started 17
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KnourYourself
\7hen looking at ourselves, we have

a choice of methods. One is to focus on
what should be: "I should be better at

reading. I should have studied more
last semester. I should be better at

taking tests. I should have different
friends. I should weigh less." The list
is endless. Soon it seems as if we can

never measure up.

idea is simple: Success begins with
knowing yourself

"18 Learning Pouer

HERE'S AN IDEA that's been

held through the ages by
spiritual leaders, counselors,

business leaders-and
successful students. The

Another option is to forget "what

I should be" and discover "who I am

today." This means telling the truth
about whatk happening right now-
without shame or blame. Telling the

truth frees up energy and sets the stage

for changes to occur.

The Personal Profile in The

Learning Power Worbboob is a way to
size up how you are doing in five areas:

goals and plans, study skills, homework,

motivation and attitude, and health and

well-being. It is not a test. It is a way to
ask yourself important questions and to
tell the truth about the kind of student
you are today. Use the Personal Profile

to help you notice the things you do

well, along with the things you want
to improve.

-ffhen completing the Personal

Profile exercise, keep two suggestions in
mind. First, think of this exercise as a

starting point-the first rung on the

ladder ofsuccess. Second, dont be too
serious. Its OK to laugh at yourself; a

sense of humor may help you be more

truthful. Dont worry about looking
good. \When you reach the end of the
book, you can repeat this exercise and

see how you've changed.

1
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Adoprah0cesstur[hanue
OST OF US can list areas

in our lives where things
arent working as well as

we would like. Often
there are many things we

would like to change. Some people say,

"I cant change. Thatt just the way I
am." Others may say, "I'm not the

problem. Theret someone else who is

messing me up. I want that person

to change."

Here are alternative ways of look-
ing at those two situations. Instead of
saying, "It's my nature," we might say,

"It's just a habit so I can change it."
Changing a long-term habit may not
be easy, but at least it sounds possible.

Getting someone else to change

can be tough. You may have tried
polite requests, persuasion, or even

threats, and had little success. To get

someone else to change, try changing
yourselfl It may seem unfair that you,
not the other person, have to change.

It may seem like giving in or selling

out. If what you have done in the

past hasn't worked, change what you
can control-namely, yourself,

-When you try to change a habit,
it may be embarrassing or feel peculiar
for a while. Here's a method you rnight
add to your tool kit for success 

-the Change Process

Like any method, the Change

Process doesn't fit every situation.
Many people have found it helpful,

and you may too. Even if you dont
follow the specific steps listed below,

you can act on their general ideas.

Srep 1: AwaRENEss
Begin by simply noticing what is going
on-usually a behavior you dont like.
Then tell the truth about that behavior
without judging it or putting yourself
down. If this seems hard-well, telling
the truth takes real courage. \(/hen you
make it this far, congratulate yourself.

Srep 2: RespoNsrBrlrrY
Now take responsibiliry for the current
situation. Asking yourself a couple of
questions may help: "How could I be

helping to create this event? \7hat am

I doing before, during, and after this
happens?" Sometimes the problem is

not what we do but what we fail to do.

It can be hard to stay objective

during this process. Imagine how
someone else would describe your role

in the problem. The only purpose here

is to discover what isnt working. Once
you have a clear picture of that, go to
Step 3.

Getting Started 'l 9



Srep 3: FoncrvENEss
Forgive yourself for the way things

have been up to now. Be as gentle with
yourself as you would be with a loved

one who did the same thing. Even

when you make mistakes, you are OK.
The Perfect Human Being Society is a

club with no members.

Srep 4: GxaNGE
Start doing something differently. It
doesnt have to be something big.

Often the simplest, smallest changes

have the biggest results. Brainstorm
some options. To get ideas, talk to a
person who has succeeded in a situa-

tion like yours.

Srep 5: PnacrrcE
Practice the new behavior until you
master it. Sometimes this is tough
because the new way of acting feels

uncomfortable. Whatt more, it may
not be effective for a while. Dont be

surprised if you slip into your old
behavior. -Vhen you notice this,

forgive yourself and then continue
practicing the new behavior.

20 Learning Pouer

Srep 6: FeeoBAcK
Determine if what you are doing is
working and getting you closer to your
goal. Ifnot, go to Step 2andaJcle
through the process again. Be gentle

with yourself, and be honest. Most of
the time you've got nothing to lose but
an old habit.

HABITS TO STARI
Remembering to tell Mom

where I am

Saving money
Creating a stronger body
Remembering to make my bed

and hang up my clothes

HABITS TO STOP
Biting my nails

Saying "um" and "you know"
Twisting the phone cord
Leaving cans and dishes

on the coffee table

t
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Succsss Loc is a written
record of what you have

accomplished-a kind
of personal report card.

It is important that you

write down only your successes, not

your failures. As you work toward

your goals, you get feedback from
others. That's external feedback.

In addition, you evaluate yourself-
internal feedback.

You will benefit from giving
yourself credit for your successes.

If you write them down, you make

them that much more powerful.

A Success Log can be just a piece

of paper or a special book or diary.

Notice how you are doing. \Mhen

you have succeeded, give yourself

positive, accurate feedback.

Many people write and speak

about the importance of self-esteem.

Self-esteem can be hard to define.

One way to think about this issue is

to borrow an idea from psychologist

Nathaniel Branden. He defines self-

esteem as "the reputation we acquire

about ourselves." In other words,

self-esteem refers to how we think of
ourselves. Given this definition, our

self-esteem could be high or low.

Feedback we get-both external and

internal-plays a big role here.

A Success Log can change the way

you think about yourself It also keeps

your goals in view and boosts your

energy level. Success Logs dont call for
lying about yourself or overstating your

accomplishments. It's simply a matter

of taking credit for your progress.

Getting Started 2'l
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SetYourGoals
NE REASON people dont
get what they want is that
they don't know what they
want. The first step in plan-
ning is to choose your

dreams-where you want to go or
what you wish to accomplish. You can

then find ways to connect what you
are doing in school right now with
your future. Knowing where you are

going can increase your enthusiasm
and boost your energy level.

It may seem hard to know where
to begin. It helps to step back and
think in terms of the "big picture"and
then move toward the details. \X/ith

that in mind, lett look at three kinds
of goals.

Ser Loxc-TERM
Goals Flnsr
Most of us have some notions of
what we want in life-things like
being h"ppy, having a caree! making
money, having a family, or seeing the
world. These visions can be the stam-

ing point for defining your long-term
and life goals. These goals will proba-
bly take more than one year to achieve.
They may take five, or even rwenry-
five, years.
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One way to start is to brainstorm.
Imagine your life in ten or rwenry
years. \W4rere will you be? \flho will be

with you? How you will spend your
day? As you let your mind roam,
notice your thoughts and images.

Jot them down. Leave evaluation
for later. Following are examples of
long-term goals.

Graduate from high school
tavel around the world
Get married
Manage a restaurant
Own a body shop
Play baseball with the Blue Jays
Make a million dollars
Play drums in a rock band
Own a Harley-Davidson
Gach in a college
Direct movies
Find a cure for cancer
\Work in environmental

engineering
Become a doctor
Fly airplanes
Be a cartoonist



Your goals arent right or wrong,
and you dont have to have them all
figured out. You may not have decided
on your career or about having a fami-
ly. That's OK. AIso, expect your long-
term plans to change as you learn

more about yourself and the world.

Ser lurenuEDrATE
Golls
Intermediate goals are those you can

accomplish in one year or less-goals
that will move you toward your long-
term goals. Here are some examples of
intermediate goals:

Learn three new dances this term
Buy a used computer
Earn a 3.5 grade point average

this term
Get an'A" in Spanish
\Mork up a good curve ball
Thke a metalworking class

Audition for the school play
Apply to Space Camp
Save money for a helicopter ride

Srr Darlv AND
Weexlv Gonls
Achieving anything in life takes

direction and action. Daily and
weekly goals tell you exactly what
you can do today to move toward
your dreams. \flhile you might
achieve a long-term or intermediate
goal during some weeks, most daily
and weekly goals are small steps

toward those longer-range goals.

Here are some examples of daily or
weekly goals:

Do all my chores

Complete assigned Spanish
homework for this week

tWork several hours and save

$20 toward a helicopter ride
Research a Communiry Ed

computer course
Tiy two new recipes for

family dinners
Clean my room by the weekend
Practice pitching baseballs

for one-half hour a day

Tirne 25



IlackYourTime
ANAGING TIME may
sound like all work and

no play, but
effective

time man-
agers can be relaxed,

joyous, and efficient
all at the same time.
Skill at scheduling
enables you to reach

your goals without
feeling rushed

or bored.
People often

ask, "\,X4rere did
all the hours
(or days,

weeks,

months, years) go?"

One of the most powerful ways to
manage your time is to answer that
very question. Before scheduling or
making major changes in the way you
spend your time, track it for a while to
get to know your habits.

The way you use time is unique
and personal. A time-management
strategy that works wonders for some-
one else may be completely off track
for you. Tlacking your time will help
guide your choices about its manage-
ment and make an immediate differ-
ence in your life.
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Carry a few 3x5 cards in your
pocket. tffhenever you start a new
activiry write down a word or rwo

describing that activiry and the time
you started it. You can

use a calendar for
the same purpose.

Ifyou have

access to a computer,
consrder uslng a tlme

planning program.
The form in Chapter 2

of The Learning Power

Workboole is another
device you can use for

tracking your time.
tacking your time

'-t:
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needs to take only a few
minutes each day. Before

you go to bed, note whar
you did during each hour of

that day. If you're not 100 percent
accurate, dont worry about it. Just get

as close as you can.



PlanYourTime
NCE YOU KI.{O\7 more

about how you spend time,

consider taking charge of
your time in ways that get

you more of what you want.

Use these general suggestions to

discover what worfts for you:

L. Snr Rralrsrrc Goars
aNo ScsnDULES

Expecting to complete a four-hour job
in two hours can be a set up for fail-
ure. So can trying to fit 169 hours of
activity into one week. School is a full-
time job. -Vhen including both class

time and homework in your schedule,

you're likely to find that school takes

about forry hours a week.

Vhen you add in time to sleep,

eat, and relax, you may discover itt not
possible to do all the things you'd like
to do. Balancing your schedule often

means choosing among recreation,

hobbies, school events, sports, or a job.

Many students are as busy, if
not busier, than their parents. Being

realistic about your time commitments
is an act of kindness to yourself

2. ApJusr Youn ScHnnulu ro
MxlcH Youn Goars
You may have discovered that you're

spending too much time doing things

you dont enjoy or that dont help you

to reach your goals, or both. Build
activities into your plan that contribute
to your goals and happiness.

3. Gr,r ENoucu Slp,p,p

Sleep deprivation is common among

young people. To be healthy and

maintain a cleat mind, you may need

nine or ten hours of sleep every night.
Cutting down on sleep is the wrong
way to find more time.

tWhen you are tired, tasks-
especially trying to learn-might take

you longer. You might pass the quiz

tomorrow but forget what you learned

within a week. If lack of sleep makes

you sick, you can lose more time than

you save.

4. ScurpulE TEN Houns
oT HOME,WORK A WN,UX

Depending on which grade you are

in, you can expect up to two hours

of homework a night. Some elective

courses may have no homework,

while drama or sports may require

a lot of time.
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During some weeks you might
complete all of your currenr assign-
ments in less than nvo hours per night.
Major projects, rerm papers, and book
reports take much longer than other
assignments. To avoid overload in the
wee hours just before they are due,
allow time for them each week.

5. Avom MaRaruoN
Sruoy SpssroNs
Doing your Spanish an hour a day
for a week is usually easier and more
effective than doing six hours of
Spanish on Sunday. tW4ren you sched-
ule yourself for a six hour mararhon,
it is hard to stay focused and efficient.

'i7hen possible, study in short
sessions. If you have much work to do,
break your time into short blocks of
rwenry to forry minures. Thke five-
or ten-minute breaks, and alternate
your blocks of study time among
different subjects.

6. ScHEoULE TrME FoR FuN
Fun is important-an investmenr in
your health and happiness. It pays ro
"waste" time once in a while.

7 . Lp.tvp. OpEN Spacs
IN YOUR ScupourB
Unexpected things happen.
LJse uncommitted time to handle
emergencies, catch up, or seize

new opportunities.
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B. Pr-eN ro PLAN
Schedule ten minures each evening to
write in your Success Log and to plan
your time for tomorrow.

Once a week, perhaps on Sunday
evenings, do your weekly planning.
Another option is to plan on Friday
afternoons, preventing the unpleasant
possibiliry of a forgotten assignment
due on Monday.

9. Allow Trvr poR

Csonps AND ERRANDS

Dont forget tasks such as doing
dishes, walking your dog, taking out
the garbage, and other routine jobs.

Q
Q



Keep

To-Do

lists
EEPING TRACK of things to

do is essential for success in
school or anywhere else. If
you want to stay organized,

write down assignments on

fusignment Sheets in your school

binder. Note specifically what is due

and when it is due. To further refine

your plan, write down which assign-

ments and other things you plan to do

today on a daily To-Do List.
There are several options for keep-

ing this list. Three-by-five index cards

are handy. You can write To-Do Items

in your calendar. In any case, keep this

list with you and add new items as

they come up. Cross offitems as you
complete them. This is the fun part of
keeping aTo-Do List.

'Write out your new list each night
for the following day. The next morn-
ing you will be ready to go.

Some tasks are urgent, and others

can be delayed. Some require a fixed

amount of time, while others last

indefinitely. If you find your list get-

ting long or scary here's a suggestion.

Rate each task on the list with a
priority of '4," "B," or "C." The '4"
items are most important-things that
are due now or that need immediate

action. The "B" tasks are less impor-
tant or less urgent at the moment. A
book report due in a week may have

a "B" prioriry today but have an "A"

priority next week. However, reading

the book is probably an '4" task this

week. "C" items dont require immedi-
ate attention.

"C" tasks (organizing your dresser

drawers or alphabetizing your comPact

disk collection) are often easier or more

interesting than "B's" and '?{s." Beware:

"C" tasks can steal you away from your
more important activities. After rank-

ing the priority of your To-Do Items,

you might decide to delete some "Ct"
altogether.

Tirne 29
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Create your Tb-Do List now. On an

index card or in your calendar, utrite all

[xercise

Ask Some Tlmely 0uestions
the things you need to do between now Answering the following questions is one

and tomoruout night. Ifyou thinh of way to focus your attention and manage

things you need to do in the future, write 
time like a professional'

them on a separate card or page.
1. At this momenr, am I doing what I want

to do or what I agreed to do?

Once you haue your list, rate the prior-

ity of each item as 'A,' uB," or "c.' 2,*.1#il:,j3'.o avoid doing

Finally look ouer the list of goals you 3. Is there something I courd do right now ro

made earlier in this chapter and see if move me toward my goals?

tltere are any other things you could be 4. Am I doing this task well enough or too well?

doirug today, or in the nearfuture, to 5. Do I need a iittle more time and effon to

reach those goals. If so, add them to your do it right?

Tb-Do list. Enjoy thefeeling of ueating 6. Do I have a good reason for doing tiis?

yourfuture and taking charge ofyour 7. AmI taking responsibility for what

life-now. is happening?

B. Am I blaming ot}rers for things I could
change myselP

9. Vho could help me with this?

10. Am I neglecting other things that I
want to do?

1 1. If I really wanted to, could I do this?

12. If someone paid me $1,000 to get this done,
could I find time for it?
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0vercome

Proctastin d, t i
ROCMSTINAIION ANd

school assignments tend

to go hand in hand.

Procrastination means to

put offdoing something.

It is an expensive habit and it can eat

away atyour enjoyment of the present

moment. You may sPend more time

worrying about not doing something

than you would spending just doing it.

Here are some suggestions. Make

a clear decision either to do a task or

not to do it. If you are having trouble

deciding, look at the task in relation

to your goals. If you decide to do it,

fofiow through. There's real pleasure in

knowing that you can rely on yourself.

If you decide not to do the task,

congratulate yourself for saving time.

Put any things you have been

avoiding on yourTo-Do List. Set

specific times for doing them. To 
-

sweeten the deal, choose a reward for

getting the task done-perhaps playing

a video game, watchingTV, or calling

a friend.
Thke the reward only when Youve

earned it. Create your own cheering

section by surrounding yourself with
people who applaud, stamp their feet,

andwhistle when you get things done

and meet your goals.

Q'
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BeAnrare
NE MOMENT you're listening
to a teacher in class, and the
next moment you're think-
ing about your plans for
Saturday night. One

moment you're reading a magazine,
and the next second your attention is

on the music coming from another
room. Your point of attentioq or
awareness, is moving around.

Your awareness will often shift
without any apparent reason. The
shifts described above are more or less

accidental. Because your brain can our-
perform a supercomputer, you have
another option. You can intentionally
remove your attention from one thing
and choose to focus on something else.

\Mhen you bring your artenrion to
the task at hand, you are obviously
more effective. Yet itt hard to focus on
some tasks. Concentrating on a good
movie is easy. It might be more diffi-
cult to stay focused on schoolwork.

Tly pryrrg atrention to yourselfl
For example, when your attention
drifts from your book to a phone call,
notice that this is happening. Being
,self-aware is differeni fro- b.i.rg -
;elf-conscious. Self-awareness can
make you more comfortable with
-,rourself and assist you to develop
:rew capabilities.
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As you notice your attention
shifting away from what you are

doing, bring your attention back to
the task and continue. You may also
decide to drop the original task and
focus on the new one. Make the
choice consciously.

l]nconscious shifts in awareness
may sometimes happen for a reason.
By noticing when your awareness

moves away from what you are doing,
you may discover a partern at work
within yourself One student was
frequently distracted while working
on her math assignmenrs. She noticed
that everything was fine until she

got into a problem that she couldnt
easily handle. Then her attention
would shift.



This student came to realize

that she felt stupid and afraid every

time she came across a difficult math
problem. \Thenever those feelings

surfaced, she immediately tried to
escape by shifting her attention to
snacks, the phone, a magazine, or
the TV By understanding what
triggered her wandering attention,
she dramatically improved her

abiliry to keep her mind on her

math problems.

txercise
To practice directing your dwlreness t0

whateuer you cltoose, try this. Thinh of

the last time yu ate an apple. Next,

think of a teacher you libed. Now

remember a time wlten you were

hauingfun. Now mzue )/our Awdreness

to the people or things in the room with

yu. Finally notice that yu were able

to direct your awlreness.

Before continuing, take a moment to

focus your attention on something lou

are going to do later today. Then bring

)/our awareness bacb t0 this booh and

continue reading.
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o APPLY A FoI-IR-sTEP

PROCESS FOR COMPLET-

ING ASSIGNMEN'TS :
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Ihinkot

Homeurork

Practice
HE ASPIzuNG conceTt

pianist could spend hours
listening to lectures about
how to play the piano. But,
if she really wants to master

the instrument, she'Il be at the key-
board every day. The aspiring baseball
star could sit around all day talking
about how to throw curve balls. That
would be a poor substitute for time on
the pitchert mound. In each case,

mastery calls not only for understand-
ing but also for action. That's another
name for practice.

36 Learning Potuer

School works the same way.

\xAile in class, you may nor ger much
time to practice. For most of the day,

you probably listen to teach-
ers and to other students

asking questions or
reciting. During six
hours in school, you
may get only ten or

fifteen minutes of
actual practice.
In comparison,
two hours of

homework gives

you about ten times as much practice.
Homework is a big part of your
SUCCCSS,

If we learn by practicing but dont
practice much in school, why spend
time in class? Class time prepares us

for practice. The teacher demonstrates
and explains what you are to learn and
goes over assignments. And you get
feedback to find out if your practice is
on ffack or if you need additional help.

r



Memoilze,

PerfouU

andSolve
HIS CHAPTER returns to
the key idea that success in
learning requires practice
to mastery. The most
appropriate kind of

practice will depend on the subject
and your teacher. Here are three
rypes ofpractice:

Memorizing
Performing
Solving problems

MeuontzrNG
Many courses involve memorizing
facts, dates, names, words, formulas,
or ideas. This is all information that
provides a base for later learning.
You memorize when you need to
know facts right off the top of your
head. Examples include:

Number of days in each

month and in a year

Multiplication tables

Names of parts of the body
Vocabulary and spelling
Names and locations of

states, countries, continents.
Historic dates, people,

and events

PenronMtNG
Although you may first need to
memorize information, such as facts

about the activiry performing calls

for doing-taking some action.
Here are some examples

of performing:

\Writing a story
Thking tests

Speaking a foreign language

Speaking in public
Typi"g
Adding and subtracting
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Solvrxc PnoeLEMs
Finally, you cln practice by solving
problems. The difference beween
performing and problem solving is a

little more tricky. Once you become
skilled at performing, it becomes

automatic. In contrast, problem
solving requires thinking.

\Mhen doing a word or story
problem in math or discussing a cur-
rent event in history you analyze facts

and come to conclusions. Even when
you've practiced a gteat deal and can

think quickly, you sdll handle problem
solving by thinking critically. Examples
of problem solving include:

'Working word problems
in math

Debating an issue in
current events

Analyzing an exp eriment
in science

Identifying plants and animals
Explaining a poem

Knowing about the three types of
practice allows you to choose the most
effective practice for each course. In
math, for instance, there are things to
memorize, such as:

3a Learning Pouer

Names of geometric shapes,

such as triangle, rhombus,
parallelogram

Formulas for the area of a

circle and the area

of a triangle
Rules for simplifying equations

Just memo rizing certain formulas
can get you into trouble. Some

formulas are similar and are easily

misused. Using them correctly calls

for understanding when and how
they apply. For example:

Distance equals rate

multiplied by time.
Time equals distance

divided by rate.

Interest equals principal
multiplied by rate

multiplied by time.
Rate equals interest divided

by principal and time.



Hactice

for

Tests

ESTS IN SCHOOL are a sort
of competition. To do well
in a contest, athletes get in
shape. To train for a test in
school, practice on the same

rypes of questions or problems that
will be on the test. Your assignments

will usually provide that kind of
practice, but not always.

Sometimes the homework
assignment is different from the test.

For example, your teacher may assign

reading, but on the test you will have

to answer questions. To do well on
the test, read the assignment and then
practice answering questions about it.
Practicing what the test will ask you
to do is especially effective.

Chapter 5 has more tips for doing
well on tests.
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[ho()se aPlace...
oNSISTENTLY DoING home-
work in a quiet, orderly
place sets the stage for
success. You can create the
studio of a great homework

artist. !7hen you enter this place,

your body and mind get the message:

Time to get some work done. If you
try to do homework in front of the
TV, you get a different message:

Time to be entertained. Distractions
interfere with learning. Choose a

workplace where studying does not
compete for your attention. Your
brain will thank you.

40 Learning Pouter

Even if you do some homework
during study periods at school or at

the library youll need a regular place

to work at home. Youll also need a

place to store your bools and supplies.
If you work at the kitchen or dining
room table, youll probably still store

your things somewhere else and bring
them out when you work. All it takes

is a box or plastic crate that holds your
supplies and is easy to car{y.b
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N EFFECTIVE STUDY SPACE

calls for a few essentials.

One is alarge table or desk

that has enough room for
you to spread out papers and

books. A comfortable chair and good
lighting are also helpful.

If you want to stayorganized, use

a file folder for each subject. Keep the
file folders in a file drawer in a desk or
in a box. The papers you save to study
before tests, such as old tests and
homework assignments, can go in your
file folders at home.

Othersupplies and equipment
listed below.

3x5 index cards
'Watch

Calculator
Calendar

Dictionary
Thesaurus
Loose-leaf binder
Pens and pencils

Pencil sharpener

Eraser

Highlighters
Ruler
Thp.
Stapler and staples

Paper clips

Rubber bands

Scissors

Three-hole punch

are

... andIquip Your Space
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Use aThree-Ring Binder
srNG THREE-zuNG BTNDERS \Meekly schedule

is a handy, flexible way to To-Do List
organtzehandouts, notes, Calendar

homework assignments,

and tests. Stock 2 three-ring Divider for Subject #1

binder with the tools of the trade, and Master Plan

you'll be ready for masterful practice. Assignment Sheets

Start with a binder large enough Papers from this subject

for all the things you need in class on
a regular basis, possibly one with two- Divider for Subject #2

inch rings. Try organizing your binder Master Plan

like the list to the right, and then Assignment Sheets

change it to suit yourself,
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Papers from this subject

Divider for Subject #3
Master Plan

fusignment Sheets

Papers from this subject

Divider for Subject #4
Master Plan
Assignment Sheets

Papers from this subject

Extra notebook paper

Follow this systemfor allyour subjects.

The forms on the following page can be

found in Chaltter 3 ofTh, Learning Power
'Workbook 

You haue permission to copy

tltese forms, and you may mahe ds man!
copies n you need.

U



ASSIONMINT SHIET
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Record Your Assignments
ASTEzuNG YOUR assign-

ments begins with writing
them down. Many
students can tell horror
stories about chapters they

forgot to read or papers they forgot to
write. Get your assignments down on
paper, check them often, and you can

erase that fear from your life.

To record an assignment, just fill
in these items:

Date Assigned
Date Due
Assignment (exact description)

AIso, list any required or recom-
mended resources, such as magazines

or library books. Here's how you might
record a rypical assignment.

DATE

Assisned 1O/Z
D,"" Td/B
TIME

Estimated Z hr5.
6r1u,, z-il7-hri.

GRADE

{y'. Learning Potuer

ASSIGNMENT SHEBT suBrECT: #etory



Master

Your

Assignments

ou'\T, Rr,coRopo the

assignment. Now is the

time to get it done!
Remember d1s four steps

to mastery.

1. Plan
2. Prepare

3. Practice to mastery
4. Get prompt feedback

Srep 1: Plax
Thke a few minutes to plan when
and how to do the assignment.
Planning means choosing the kinds
of preparations, practice, and feedback

that are most effective. \What's more,

planning helps you get started
without procrastinating.

You may have time to do your
planning in class when you get the
assignment. If not, do it before the end

of the school day. That way, things you
may not have written down will still be

fresh in your mind.
If you are unclear about the

assignment, ask the teacher or a
classmate for the missing information.
Determine the books and papers

you ll need to take home, and estimate
how long the assignment will take.

Then decide how to use your time.
Your plan to master an assignment
might involve the following:

PRr,panmc ro PRACTTcE:
Read the chapter
Make flash cards
Refine lecture notes

PRacrrcmc:
Solve problems
Drill with flash cards

Answer questions at the
end of a chapter

Gnrrmc FEEDBACK:
Go over the assignment in class

Ask your mom to check your work
Ask your brother to test you
Check answers in the back

of the book
Go to a study group
Answer quiz questions
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Srep 2: PneplnE
The material you will use for practice
may be your notes from class, the text,
some other book, or a handout. tfi/hen

you understand the information well
enough to begin practice, your prepa-
ration is complete.

Srep 3: PnacrtcE
TO MASTERY
Practice usually involves producing
something on paper: writing an essay,

solving problems, or answering ques-

tions at the end of a chapter. Some

assignments may not call for you to
hand in anything.

Suppose the assignment is to mem-
orize the definitions of twenty new
vocabulary words. You'll know that
you've mastered these words when you
can recite their definitions from mem-
ory. To prepare, you can make flash
cards, writing each word on the front
of a card and the definition on the
back. To practice, test yourself by look-
ing at each card and reciting the defin-
ition. If you are unsure, turn the card
over for a reminder. Keep practicing
until you master all menry.
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Mastery means that you can do
whatever your assignment requires,

accurately and quickly. You can

demonstrate your skill or knowledge to
anyone who might ask, and do it fast

enough to succeed on tests.

Just finishing an assignment may
not produce mastery. You may need

more practice. You might answer the
same questions or problems again, or
you may be able to find more ques-

tions in your book. You may need to
make up your own questions. This
takes extra time, but mastery speeds up
your learning rate, so you'll soon be

saving time on later assignments.

If you get stuck, ask for help from
Mom, Dad, a friend, or your teacher.

After you get help, continue practicing
to mastery. For instance, your assign-

ment may be to complete ten algebra

problems. You can do seven of them,
but you need help with the last three.

This means you havent mastered that
rype of problem. Keep doing them,
even problems that arent in the assign-

ment, until you can do that rype easily.



Srep 4: Grr
Pnoupr Feeoeacx
It's best to get immediate feedback

about your practice. That way you'll
know if youve mastered the assign-

ment or if you need more practice.
As you gain experience, you'll
learn to recognize when you have

achieved mastery.

Ask your parent, tuto! or friend
to tellyou what you've done well and
what needs improvement. The most
useful feedback is free of scolding and
insults. A baseball umpire demon-
strates this when giving feedback to
a pitcher. She doesnt coach, teach,

praise, or criticize. She just says

"Strikel" or "Ball!"
Thatt the kind of feedback needed

for mastery learning. You just want
to know if your work is on track or
off, without shame or blame. The
umpire doesnt say, "V4ro taught
you to pitch?" or "Dont give up
your day job."

Once you have mastered the
assignment, write down the actual
number of minutes or hours it
took you on your Assignment Sheet.

That will help you get better at

planning and managing your time.
\W4ren you have finished the assign-

ment, cross it off your Assignment
Sheet and pause to savor the feeling
of accomplishment.
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Chapter 4

After mastering this chapter

you will be able to:

. Usr, PRQII SQ3R
AND OTHER READING
STRAIEGIES

. Thrs Norrs usrNc THREE
DIFFERENT METHODS

. InapRovg YouR MEMoRy

r Quo'rE A pAssACE FRoM
Srur<sspBans
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AppUPR0T
ITH \roNDERruL intentions
Marcus settles down
with his history book.
He realizes, after reading
the first page, that he has

comprehended nothing. Still, he trudges

on through page two. His mind drifts to
a CD that he wants to buy. Strains of
music are now competing with history,
and history is losing.

By page three the music has

triggered daydreams of the garne this
weekend and hanging out with his

friends. On page four Marcus is very
relaxed. He cant sit up straight. He
plops down on the bed with the book
next to his head. Page five and Marcus is

out for the count. History is history.

Marcus thinks he is a lousy reader

because he has trouble concentrating.
Learning history seems impossible, and

he feels stupid. You may sometimes

feel this way, too. The odds are that
you have ample intelligence to be an

excellent reader.

Get acquainted with a powerful
reading method called PRQT. It is a
technique that can help you pull the
author's main points right off the page.

PRQT stands for Preview, Read,

Question, and Test.
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PRevrew
Begin by looking over your reading

assignment. Get a sense of what itt
about, how itt organized, where it's
going, and how long it is. Read the
first paragraph or first page. Read the
last paragraph or last page. Ifthere is a

summary, read that. Scan charts, tables,

and pictures.

Read headings and titles. These

often appear in bold typte, italics, or
AIL CAPITAI LETTERS. They may
be underlined. Headings make your
reading job easier. They break up long
sections of text and signal that a new
topic is coming up. Some authors pack

the headings with their key terms and

main points. If there are no headings,

read the first sentence ofeach paragraph.

If there are questions at the end of
the chapter or ifyour teacher gave you
a handout for the reading assignment,

read those during your preview. These

questions reveal what your teacher and
the author of the book intend for yor-r

to retain as you read.

Reao AND Quesrroru
Read one paragraph at a time. Then, on
a3x5 card, write at least one question
about that paragraph. Tlrrn the card over

and write the answer to your question.

On the answer side, in the upper left
corner, jot the page nurnber and para-

graph number so you will know where

the information came fi'om. The first
paragraph on each page is #1, the sec-

ond is #2, and so on.
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Some paragraphs have enough

information for two or more qllestions.

Ifso, use one card for each question
and answer.

Reading this way takes effort and

ene rgy! Reward yourself for the work
youre doing. Thke a five-minr.rte break

after every twenty minutes of reading.

Tesr
Now test yourself using your question
and answer cards. tfi/hen you answer a

question correcdy, put that card in a pile

to your right. Put those you miss in a

pile to your left.

Keep working through the cards

until they're all on your right. Then

shuffle the stack and go through it again.

Continue until you have mastered these

questions. Congratulations! You've

mastered your reading assignment.

PRQT offers sotne great advantages:

1. You learn more.

2. Pracricing with flash cards,

instead of re-reading the chapters,

makes studying for tests faster

and much easier.

3. Learning takes less time overall,
even though PRQT takes more
time than just reading an assign-

ment straight through.

4. PRQT is less confusing than
other reading techniques.

[xercise
Ue PRQT to read an assignmentfor

one ofyour otlter courses, or practice

PRQT on a chapter that yoube alreadlt

read in one of your textbookl

To help )/our memory, list the PRQT

steps, along with a short desuiption

of each step, on a 3x5 card. Ue it as

a bookmarh.
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\ryith

Yariations

RQT woms very well, and you
might decide to use it just the way it
is. It also comes with many variations.
Following are some ways to modify
PRQT.

1. Tunx HpaorNcs INto
QuEsrroxs
One alternative method is to write
your questions before you read. To do
this, turn headings into questions. Just
reword them slightly. "Consequences

of the Dred Scott Decision" becomes
"'S?'hat were the consequences of the
Dred Scott Decision?"

PREVIE\7

QUESTION
READ
SUMMAzuZE
TEST

To use PQRST, preview the assign-

ment and write down your questions
before you start reading. Then, as

you read each paragraph or section,

take notes summarizing what you
just read. \)7hen you finish reading

and summarizing, test yourself with
your questions.

3. Tnv SQ3R
SQ3R (called S-QThree-R)
stands for:

S 
-SURVEY 

(Same as Preview)

Q-QUESTION
R-RE,AI)
R-RECITE (Summarize

out loud)
R-REVIE,\7

P-a-
R-
S-
T-
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Measure

Reading

Rate
EADING RATE refers to how
many words per minute you
can read. This rate will vary
with the material you are

reading. It also depends upon
how thoroughly you read to gain the
information you need from a particu-
lar book or article. Most likely your
reading rate for ordinary material is

fairly stable.
\X/ithout actually knowing their

reading rate, many people consider
themselves slow readers. Rather than
guessing you might as well find out.
If your own reading rate is slow, your
school assignments may take too
much time.

Luckily, slow readers can probably
double their reading rate with just a
few hours of practice. As slow readers

practice reading faster, they often
understand and remember more.
Faster reading not only saves you time,
it also helps yor-r learn more.

If yor-rr usual speed is below 200
words a minute, consider using the
suggestions explained later in this
chapter for increasing your reading
skills. \7ith those exercises you might
learn to read 400 words a minute, or
faster, in just a few hours.
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Your

Readin

skifl

Increase

ERE ARE SOME ways
to increase your
reading comprehension
and speed:

Be a flexible reader
Use a finger to pace your reading
Read, then reread faster
Build your vocabulary
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Br a FlextsLe Reloen
Your purpose for reading affects how
fast you read and how much you rry ro
remember. It is sometimes important
to remember facts and details when
you read. At other dmes, only the
major points may interesr you. \When

you entertain yourself by reading a

detective story, you may not care if
you remember any of it.

'Io zoom in on key facts or details,
skim along quickly, looking only for
the information you need. Dont read
every word, or even every line. You
may often find the information you
want in lists, tables, or illustrations.

Sometimes it is necessary to read
every word. You may need to read
particularly complex material aloud.
Lawyers often read aloud, word for
word, to understand the language of
a contract.

As a studenr you are expected to
master complex ideas and remember
many facts from textbooks. Reading
slowly and deliberately may be the
best way to acquire understanding.

Use Flrcen Pacluc
Pacing your reading with your finger
can increase your reading speed and

comprehension. Move your finger
along each line as you read, and

read at the pace your finger
is moving.

--.rft



To increase your reading speed, move

your finger faster. Finger pacing does [xercise
three things to increase reading speed:

Tb begin practicingfinger pacing, turn
1' It helps break the habit of going 

this booh uoside dotun. Run vour frnqer
DacK to rereacl worcls ancl sentences I r J o

that you understood the first time. under each line, mouing your fi.nger
(But if you really dont understand
,orr.thl,rg o,, ,h. first reading, then smoothly and quichly from lefi to rigbt'

it is useful to read it a second time.) At the end of each line, jump yourfinger

2. It assists you to see more than back to the lefi side of the next line.

one word at a time. This engages a t .t
your peripheral vision, .o yo",r"b.gi1 As you ao trt$ exercrq moue your qtes

to see several words at a time. along witb your f.nger. Since the book is

1 r. fta. r,^rr r^ upside down, you wonl be reading. YouJ. rrnger Paclng encourages you to I 'J
read faster. As your speed increases, are just practicing pacing your eyes with
you're likely to begin saying groups
lf *ord, ,o yorrrif 

"r 
yo.irJ"a. A. ltour fingen Do this exercise for one

you learn to read faster, your abiliry whole page in this book.
to concentratc will probably
improve. That may explain why
learning to read faster can lead to
greater comprehension.

Reao, Tnen
Reneao Fnsrrn
Learning to read faster takes practice.
At first, you may not understand every-
thing you read. You may also feel that
you are missing important information.

Start by reading something that
you already know. Read a page slowly
enough to feel comfortable with your
comprehension. Then, read the same

page at a faster rate.
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Burlo Youn
VocaeuLARY
Hereb a simple, effective way to prac-
tice new words you encounter while
reading. -Vhen you come to a word
you dont understand, write it on a
3x5 card and look it up in the dictio-
nary. Then write its definition on the
back of the card.

To bring new words into your
long-term memory, use your vocabu-
lary flash cards in three ways:

1. Look at the word and say

the definition.
2. Look at the definition and

say the word.
3. Look at the word and use it

in a sentence.

As with any other memory work,
drill until you know the words, then
review from time to time.

56 Learning Pouer

Xxercise
Choose a few pages of a book for
practicing the read, then rereadfaster

nrethod. This strateg works well with

ruouels or history boohs. b isnl recom-

mended. for math and science boobs.

Begin by reading a couple ofpogn

twice. The f.rst time, use finger pacing

but read slowly enough to comprehend

it. When you haue finished, read the

same article a second time. Again use

fi.nger pacing but this time go at a

faster rate.

Don't exPect sudden improuement

afier one practice. Just continue using

this method, combining it with f.nger

pacing. Ifyou practice this way euen A

few times, your reading rate might

increase so that your first-and
p erh aps on ly-reading of assignments

can befasten

Q



use Main ldgaS &swporrnslacts

AKING NOTES HELPS to keep

your attention focused. Even

better, you have the impor-
tant points of the lecture
recorded for later review. If

you try to write down everything said

during a lecture, you will probably fall
behind and miss something. Many
successful students take fewer notes
rather than more.

The main ideas & supporting facts

method works for almost any course.

Divide your note paper with a ver-

tical line. Label the left half "Main
Ideas." Label the right half
"supporting Facts."

Listen for the main ideas. Briefly
note these on the left side of the

paper. Expect only two or three

main ideas in a one-hour lecture.

On the right side, jot down sup-

porting facts, especially if you sus-

pect they are not in the textbook.
Supporting facts are those that
support the main idea.

Keep your notes brief. Theret no
need to write a complete script of
the lecture or capture all the

details; that's what the textbook is

for. Do note any facts about
assignments and tests.

Study your notes for a few minutes

as soon as possible after class. If
you didnt note a main idea, add it
now. You may also want to expand

or edit your notes so they make

sense when you study them later.

Use the main ideas & supporting
facts method to take notes in
several classes.

I,IATN TDEAS
Author

3r Arthur
Cohah Doyle

Slrerlock #.lnts

#"und .f tl.e
Bzdkervrllev

SUPPR-TTNG
rAC]S

-lnetl ffi59-1%0
-.rezttor "f #olag
-tnedzal docft>r
-Wrote 5C 5LDA

5tr>ne1 t' + no,els

-1887 to 1927
-zletecfite charz,cter
-in a.er 100 frltns

lrearhhrha m PAS
: nia" 'at zzL r
Baker 5t, Londoh

-wrrtten ih 1902
-col5rdered Cohah

D"yle' < t',rzeterVrece

-fez6oh v1.

suVerstrfir>n
-anod t4. gZl
J

-rettlh15 realr;trc
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0utline It
T IS DIFFICULI to maKe a neat
and accurate outline while
listening to a lecture. However,

after you read a chapter or
study your notes from a

lecture, creating a new, well-organized
outline can help you digest and
remember the information.

An outline is a list of main ideas

with details and supporting facts listed
under each main idea. Main ideas start

at the left margin of the paper. Indent
supporting facts under the main idea.

You may use several levels of indenting
to show more and more detail on
any point.

Items in an outline are usually
numbered, often with the main ideas

in Roman numerals (I, II, III, n0.
The next level down uses capital letters
(A, B, C). Next come Arabic numbers
(1,2, 3) and then lower case letters
(a, b, c).
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MakeaMindMap
MtNo Mer,514s1s with the

main idea written in the cen-

ter ofthe page. Supporting
ideas and facts stretch out in
all directions from the center.

Depending upon how much detail You
are including, each supporting idea may

have sub-ideas (like a tree whose

branches divide into smaller and smaller

you create a

related ideas,

You may
lt ln

Mind
see it

green. It matter. Just

As with outlining, Mind MaPPi

is not an activity to complete while
tening to a lecture. Revise and add to

your Mind Map after the lecture.

\=..},__fuL_
Yttl d-'#F{ '-\_

Read, Thke Note, and Rernernber 59

picture with
helps you information.
You can use

remember a point
the lower left

o't)

is-

a.Sl$.l.{q

-(*rr.

i s ,r*[acr

i\#
{iy \.{Y+, \t

V14\{^

V.r'



lxercise
Ue rhe main ideas & supporting

facts method to talee notes in a lecture.

Afier the lecture, reorganize and

complete your notes.

Ue the outlining method to

tabe notes. Afier the lecture,

rewrite your outline.

Ti,y Mind Mapping to tahe notes.

Afier the lecture, redraw your Mind

Map to include all the detaik you

wish to remember.
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Rememher
HEN YOU LOOK

up a phone
number and
then dial
the number

correctly, you use your
short-term memory.
If you just read the
number aloud, even
four or five times, you may nor
remember it a week later. Thatt
because the phone number hasni
made it into your long-term memory.
Putting things in long-term memory
calls for special methods, described in
the following articles.

Some people believe that human
brains are like camcorders, recording
every sight, sound, smell, taste, and
feeling. \Vhether or not you accept this
theory, you can pretend that itt true.
Send yourself positive messages about
your abiliry to remember, and your
brain just might respond in kind.

Often you dont have to do any-
thing special to store things in memory
or pull them out again. lWhen watch-
ing a movie, you srore information-
images and sounds in your mind. A
friend then asks you about the show,
and you recall it effortlessly and in
great detail. Movies are easy ro remem-
ber because they bombard your senses

with vivid sights and sounds and

involve your
emotions with
an engaging

story.

Remembering what
happened in class

usually isnt that
easy. Skillful learn-
ing requires action.

Better grades, stronger skills, and more
fun in school are the rewards of
unlocking your long-term memory.
Use the following memory techniques
to claim your rewards.

Review
l]se association
Picture it
Make flash cards
TLy other methods

Read, Thke Note, and Rernernber 6'l
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Revieur:?=ffi{zryg:=%%ry,ryc
UPPOSE IT TAKES you ten
repetitions to learn the
words to a new song.

Repeat the song fifteen
times today, and you may

remember more of it next week than
if you only repeated it ten times.

62 Learning Pouter

Reviewing over time is often more

efficient. First, memorize the song by
looking and reciting until you have

mastered all the words. Follow that
with a five- or ten-minute break.

Review again until you have the song

mastered. Repeat the process within
twenty-four hours. If you want to
remember the song for a long time,
review it again in a week and once

more in a month.
You may be surprised at how well

this method works. Reviewing soon

after learning and again the next day
can be far more efficient than putting
in the same amount of work all at

once.
To experience the benefit of review,

apply the following steps.

1. Complete the initial learning.
(Practice to mastery for tuenty to

forty minutes. Breakforfiue to ten

minutes. Do your first reuiew for
f.ue to ten miruutes.)

2. Review the next day. (Practice to

mastery for three minutes.)

3. Review next week. (Practice to

mastery for two minutes.)
4. Review next month. (Practice to

mastery for two minutes)



:yiew Hetrielv Heview Hevieur Hetli
The time needed for mastery will

vary with the length of the material
you are memorizing. Experiment with
different review schedules to learn
what works for you.

Review your notes as soon as

possible to begin moving informa-
tion into your long-term memory.
The simple act of reading your nores

helps. To gain even more benefits, try
these rypes of practice:

Revise your notes. Expand and
edit. Reorganize and rewrite. Go
for the level of detail you need.

Make flash cards and quiz yourselfl
\7rite key terms or questions on
one side of the card. List defini-
tions and answers on the back.

Regardless of the form of your
class notes, convert them into
a different format: main ideas &
supporting facts, oudine, or
Mind Map.

Xxercise
A little time has passed siruce you

memorized the six com?onents

of a successful mindset ('Chech

Your Mindset" in Chapter 1).

Reuiew them now. Test yourself,

starting with number one.

Master one sentence before adding

the next. Reuiew again within

twenty-four hours.
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UseAssociation
EPETITION AND REVIE\T

are powerful ways to
store information in your
long-term memory. Adding
another technique-

association 
-can 

make memorizing
easier and more fun. Following
are some ways to use association.

Experiment until you find the

techniques that work best for you.

Gorrecr Ir ro
Youn lurenesrs
\7e tend to remember that which
interests us. If the subject you're learn-

ing isnt interesting, then search for an

interesting connection. For example,

you might think of the development
of jazz and rock music as an aspect of
American history. If you love cars, you
can make connections with many
principles in the field of science.

Go ron UxoensrANDrNG
It's easier to remember something that
you understand. Todays baseball scores

are more readily remembered by sports

fans than by someone who doesnt
know the difference berween home
base and a home run.

Before you start to memorize
something, do whatever it takes for
you to understand it. Read additional
information. Talk to another student.

See your teacher. Ask a parent or fami-
ly member to explain what it's about.

Go for the big picture. Understand
rules before exceptions. Organize the
work by outlining or drawing a Mind
Map. Understanding is especially
important in math and science, where
it's easy to confuse formulas and how
to apply them.
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Use MneuoNrcs
Pronounce this word "nemoniks." A
mnemonic is a play on words that
helps you to remember something.
The following jingles offer examples:

Thirry days hath September, April,

June and November. All the rest have

thirty-one, save February, which has

twenty-eigh1 in fins-2nd leap year

brings it twenty-nine. Put "i" before
"e" except after "cr" or when sounded

like "a" as in "neighbor" or "weigh."

You can make up your own
mnemonic poems, raps, or jingles.

Usr AcnoruYnrrs
f,6acron1.rn is a word formed by the

first letters in a series of other words.

For example, NASA is an acronym for
the National Aeronautics and Space

Administration. Another acronym is

the word HOMES, used to remember
the names of the Great Lakes: Huron,
Ontario, Michigan, Erie, Superior.
Again, there's no need to stick with
the old standbys. You can create your
own acronyms.

Ser A MEMoRY TRAP
Say that it's Monday and you want to
remember to call your aunt on
Thesday. Tie a string around your little
finger. At the same time, make a men-
tal note: "Tomorrow, when I see this
string on my finger, I will remember

to call my aunt."
During Tuesday morning's shower,

you notice the string on your finger.
"Oh yeah," you say to yourself "as

soon as I m dry, I'll call Aunt Kim."
There are hundreds of other ways

to set memory traps. Instead of rying
a string to your finger, put a reminder
in your pocket or switch your watch
to the other wrist. Slip a rubber band
around your wrist. Move a ring to a
different finger. Set an alarm as a cue

to do something.
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Make

Ilash

Cards
LASH CARDS engage all the
elements of mastery learning,
including preparation, prac-
tice, and feedback. They can

make reviewing and preparing
for exams a snap. Creating flash cards

can save hours of study time.
Flash cardsare particularly useful

when you have to learn facts such as:

Names, dates, events in history
Meanings of words
Scientific facts and theories

Vocabularies in English or
foreign languages

Mathematical formulas and facts

Rules of grammar

Here's a system for using flash cards:

1. \frite a name, event, date, place,

word, or question on the fi'ont of
a 3x5 card. Then write the descrip-

tion, definition, explanation, or
answer on the back side.

2.Practrce with the cards, looking at

the back side to check yourself or
remind yourself of an answer you
dont remember.'Work with six to
twenty cards at a time. Practice until
you get most items right.

3. Next, set the cards you answer

correctly in a pile to the right. Put

those you miss in a pile to the left.
\Work with the cards on the left until
you can add them to your right-
hand pile.

4. Test your mastery by shuffling
the deck and going through it again.

If you miss any, put them to the left
and repeat the process until you

have mastered the whole deck.

5. \Work with no more than twenty-
five flash cards at a time. Master the

first twenty-five, then the second

twenry-five. Then combine them

and master all fifiy combined before

adding any more.

6. Review your cards the next day

and again in a week. Test yourself on

the whole set. Set aside any you get

wrong and go over those several

times. Then, if you have time, test

yourself again on the whole set.

7.You might try using different colors

of 3x5 cards for different topics.
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Some tasks require flash card

alternatives or modified procedures:

Spelling
Sketching and labeling diagrams

Putting items in an order list

Speurxc
tMhen you look at a word on a flash
card, you see the "answer" right away.

That is, you see how to spell the word.
Instead, get a friend or relative to go

through the flash cards and quiz you.
If no one is available, record the words
using a tape recorder. Then test your-
self by playrng back the words and
spelling them, one at a time.

You can also put the definition of
the word on one side of the card and
practice spelling the word when you
see that.

Srercx AND Laeel
Dracnlus
In some courses you might have to
draw a map and label cities, rivers, and
other features. In science courses you
may learn the names of parts of plants
and animals. These tasks are different
from memorizingdates or definitions,
since your learning is tied to a dia-
gram. Here it makes sense to practice
directly with the chart or diagram
instead of a flash card.

Ifyour teacher gives you a handout
with space to label parts of something,
make photocopies so you can use them
when you review for tests. Making
copies might be easier than creating
flash cards.

If you want, you can still use flash

cards for these tasla. On one side of
the card write, "Make a sketch of a

rypical flower and label the parts."
On the other side, do your sketch
and label it.

OnoeneD Lrsrs
Sometimes the order of a series of facts

or ideas is important. For example, you
might learn the names of the last ten
U.S. presidents or the order in which
the original thirteen colonies ratified
the U.S. Constitution. For a science

class you may have to memorize the
components of air in the order of their
percentages of the total.

\Mhen using flash cards to learn
such items, find a way to indicate their
proper order. You could write the
items you want to memorize on one
side of the flash cards, and write the
numbers on the bacls. Practice by
looking at the number sides.

Another way to remember ordered
lists is to use the first letter of each

item to create a nonsense phrase. For
example, My Dear Aurut Sally is a way
to remember the order of operations in
solving algebraic equations (multiply,
divide, add, and subtract).
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Picfinelt
ICTURING rs a powerful
way to learn and remem-
ber. Verbal information
is processed by parts of
the brain that work with

logic, numbers, and words. Other
parts of the brain store images and

recognize patterns. Forming
pictures to go with the words
will bring more of your
brain power to memorizing
words and information.

Certain subjects-such
as geography, literature,
and science-lend
themselves well to
mental pictures.
Say you're reading
the Autobiography of
Malcolm X.
Imagine
being in the
Norfolk Prison
Colony where Malcolm X sits in
the library. He is seeking to improve
his vocabularyby copying the entire
dictionary one word at a time. As

you study the provinces of Canada,

imagine being on the wind-swept
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prairie of Saskatchewan or in the

snowcapped mountains of British
Columbia.

Sometimes, an image may not
readily come to mind. Let's say you
are reading about the importance of
private property in capitalism. Be

creative, and remember that the

picture doesnt have to make

sense. You might think of
Monopolyt, a real estate

trading game. See Rich
Uncle Pennybags as he

walks down the street,

clutching hotels and
houses-a real estate tycoon
holding his private properry.

You probably employ
mental pictures

already. Think of a
state on the west coast

of the United States.

Now think of one on
the east coast, and now a state near the

middle of the country. You probably
have a picture of a map of the United
States in your mind. This is an exam-

ple of using pictures as a memory aid.

Monopoly@, rhc distirctiu daign ofthe ganx boad, as tuell as each oJ the distitctiuc

eletnents ofth bood anl tbL playiry pieca arc naltmtrb of'loxka Cor2ontion for
in t*l Lnte t*ulig gant and equiqntent.

At%5, 1946, 1961, 1985, 1994, anrl ( ) |'arker Brotlten, a dtuitan ofronLa
Cotpourion, Beuo$ MA 01915. All right merued. Ued uith pernission

/r4
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l{ffiM
Meilrods

Loox/LooK Away
\7hen you want to memorize written
material, look at it, then look some-
where else and recite it. If you get
stuck, glance down for a reminder.
Then look up and recite again. This is
called the look/look away method.

Wllx Anour.ro
It helps to move your body while
memorizing. Many people find it easi-

er to memorize while walking. If you
are working at home, experiment with
pacing in your room or walking
around the block as you memorize.

Masren lr
Wono FoR Wono
To memorize something word for
word, master one phrase or sentence at
a time. Completely master the first
portion before working on the second.
Mastery means you can say it without
straining or stumbling-as confidently
as you can spell your own name. After
you master the second sentence, mas-
ter the first and second sentences

together before working on the third.
Continue in this way until you have
memorized the material.

Xxercise
The techniques discused in this chapter

are lisred below. Create a ser offlash

cards to help you remember them.

PRQT PQRST

SQ3R Mind Mapping

Main ideas (r supportingfacts

Outlining Look/Lookaway

WalkingAround Picturing

WordforWord Mastery

Association Flash cards

Write the name of each technique on

a single card. On the back drscribe the

technique and giue zne or more exnm-

ples of how t0 use it. Practice with your

fksh cards until you feel sure you will
remember the methods. Tomorrow

reuiew your flash cards again.
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or all of a 200-word passage from
William Shakespeare, using techniques

from this chapten Uing tltese toob,

you may find that you can mcuter this

assignment in less than one hour.

Airn to get euery word exactly right
and to recite the whole piece without
stumbling or pausing to thinh.
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Here are sorne sugestions:

. Read the u.,hole passdge. Seueral

unusual words are defined at the

end of the passage. Looh up any

other words you donl hnow in a
dictionaryt

. Notice that the passage is organized

based on the stages in life.

. Ue the look/look away method to

memorize one line at a time.

Master the first two lines of the

poem together before stdrting on

line three. Continue tbrough the

rest of the pdssage in the same LUdy.

. When you start to work on each

sentence, credte a picture to go with
that sentence.

. Notice that as you learn the words,

the poetry begins to make more

sense.

When you finish memorizing giue

this passage to somezrue else and ask

tltat person to listen as yzu recite, Haue

that person chech the accuracy ofyour
deliuery. Notice how it feels to mAster

an assignment like this.

E

EEF



A passage from As /ou tifrg tt
6y Wittiam SfiaLupeare @b famow quntation is from a speecfi 6y larpus)

gtt tfu wor[['s a stoge) .
An[ at[ tfu mtn ancf women mtre[y p[ayers.

Ifrey ftaoe tfieir efu* aru[ tfieir entrances;

An[ one maru in ftis tint. ptays nany part$,

I{u scts 6eing seaen agu, Atfirst tfu infant,
Merahng an[ pukjng in tfie rlurse's arrfls.

Ifun tfu zu{tining scfioo[1oy, zuitfi fib satcfu[

Aru[ sfiining norning fare, creeping tiftg snnit
urwittingty to scfioo[. And tfun tfu [ooer,

Sigfi.ing [ikg afurnare, ruitft a utoefil \affad
Ma[e to fib mistrws' eyebrou,'Ifizn a so[[ier,

fu[[ of strange oatfrs, m[ 6earde[ [iftg tfu par[,

lea[ous in fiornn su[den an[ quic(in Ewre[
Seefring tfu 6u66te reputati^on

Eaen in tfie carunon's moutfr,

An[ tfizn tfic jrctire,
Irufair roun[ 6e[[y zuitfigoo[ capon [bw[,

'lrlitfi eyw seoere an[ 6ear[ of formal cut,

Futt of u.,ise saras and moderru instarcw;

Arud so fu ptoUt fiis part. Ifu sia1fi age sfiif*
Into tfu fearu on[ sfipper'd panta[ooru,

Witfi spectar[es on rnse and pourfi oru sile;
r{is youtfrfu[ fiose, ute[[ saa'[, a worfd too wide

for fris sfuunfsfiank anr{ fiis 1ig manlg rtoire,

turning again toruard cfiifi[isfi tre6[e, pipes

An[ wfiistks iru fiis soun[. Last scene of a[,
Ifint ends tfiis strange eoentfii[ fibtory,
Is seconl cfiildisfinus, an[ mzre o1[iaioru

Sws teetfi, safls e7esl safls taste, sars eaery tfiing.

DrrtNtrtous op
UNUSUAL V/ORDS

cd?on: d neutered chichen

hose: long stochings

mewkng: babbling
pard: a character in

Chauceri Canterbury
Thbs, who euen as An

adult man had only
'peach fuzz" rather than
a beard

sans: witltout
saws: sayings

shank: body or legs

woef.rl: sad
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thapter 5

After mastering this chapter

you will be able to:

. PnppenE FOT. AND :

TAKE TESTS MORE

SUCCESSFULLY
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hepare I'orYotrTests
HERE'S A TEST next week.

You have a clear picture of
what will be on it. You

spend a little time reviewing,
and you see that there are

only a few things you haven't mastered.

During the coming week, you learn

them. Relaxed and confident, you take

the test. There are no surprises. You

work quickly, but carefully, never feel-

ing rushed or stressed. A few days later

your test paper is back, marked with
an ,4.

If it sounds like a dream, think
again. This could really happen to you.
To find out how, read on.

/{ Learning Pouer

Ger Grueo-ln Eanlv
You can start preparing for tests the
first minute you walk into class at the

beginning of the term. Many teachers

will tell you right away about how
they grade tests. Pay close attention
and take notes.

Masren Evrnv
AssrcuMENT
Master each assignment from day one.

Ifyou have a test approaching and you
haven't practiced to mastery, there may
still be time to master some or all of
the material.

Remember that mastery learning
helps you retain information longer
and learn additional material faster.

In many cases, the extra time you
spend mastering every assignment

will reduce the total hours needed to
get the grade you want.



Maxe Youn Frno Our
Owu Sruov Tools THE Gnouxo Rules
Creating flash cards, outlines, and If you dont know vital information
Mind Maps helps you learn the about a rest, find out: "\(/hat materials
information now, and these study can I use during rhe test?""Is there a
tools will help you prepare for tests. guessing penalry for wrong answers?"

Before you start working on hand- "\(/har rypes of questions will be on
outs that contain diagrams to label or the test?""How many questions will
exercises to complete, make a few there be?""tWhat information or
copies of them. Use these copies as chapters will it cover?" "How do
practice when you review for exams. you suggest I study?" "How will

you grade?"
Dnlll AND \Mhen grading essay tesrs, some
Revlew Orreu reachers may subtract points for
Move information from short-term ro incorrect spelling and grammar.
long-term memory by reviewing and Others may grade only on the
studying several times over a period of content and organization of your
days or weeks. writing. Find out.

To prepare effectively, you may
Savg Olo Tgsrs need more information about a rest

Save your tests as you go along. than your teacher has revealed.

This will help you prepare for the
final. Another good reference would Meer wtTH
be old exams you might get from Youn Tencxen
someone who took the course last year. Most teachers will appreciate your

Some teachers use the same exams extra effort to learn. Remembering this
over and over. If so, they will generally may help you feel more comfortable
collect all old tests. Thlk with someone about asking your teacher to meet with
who had this teacher before. Their you before or after school.
experiences and memories may be a
great help to you.
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Maxe an
Eouclreo Guess
Even if you follow all the previous

suggestions, /ou can never be certain

what will be on the test. What you
can do is make an educated guess

Here are two suggestions.

First, make a list of what you are

expected to know. Plan how you will
learn each topic and esdmate the time
that it will take. Make a schedule to
do that learning and keep to it.

Second, write your own practice

test using everything you know about
the course, the teacher, and the
upcoming exam. Make up questions
from class notes, your textbook, hand-
outs, and homework assignments.

Tesr Younselr
Football teams play practice

games. This is called scrimmaging
The same idea can work for you.
Scrimmage with your practice test,

and set a time limit for completion.
If you know the material fairly

well, you can test yourself before
reviewing and studying. The practice

test can help you zero in on the few
things you need to brush up on. If
you are not up-to-date in a course,

study first, then take your practice
test. LJse it to spot any weak areas

you ll want to strengthen.
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Be Acrrve
There is a difference between study
and practice. To practice is to be active.

Practice doing the things you will be

expected to do on the test. Answer
questions, solve problems, draw
diagrams, or write essays. You may
need to prepare by reading the text or
your notes or by making an outline or
mind map to summarize the material.

Dont stop there. Practice to mastery.



AtYourOumRisk

RAMMING IS STUDYING

intensely right before a test.

Cramming may help you
pass the test, but two weeks

later you probably wont
remember much. That's because you
didnt learn much.

Cramming ignores the principle of
regular reviews to put information into
long-term memory. Most people rapid-
ly forget after they cram, so they dont
build up their knowledge. That makes
it much harder to learn new material,
and passing the next test gers tougher.

Here are some pros and cons

of cramming:

PROS:

You have to study only for a

day or two.
You might pass the exam.

CONS:
The time spent in class

wasnt productive.
You probably dont remember

what you studied
while cramming.

You have a weak foundation
for future learning.

Not understanding the
subject and forgetting

information can be hard on
your self-esteem.

If you do end up cramming,
forgive yourselfl Then begin

practicing and reviewing to avoid
cramming next time.
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AceThatTest!
HERE IS MORE to taking
tests than knowing your
subject. Improve your score

with techniques you can

put to work before and

during the test.

Goue Weu-SrocKED
Make a list of the things you want
to have on hand during the test.

Common items include textbooks,

dictionaries, calculators, pencils, and
erasers. To avoid added stress the
morning of the test, gather these

things the night before.

Wannrr Up
Spend a few minutes reviewing before

the test. This will warm up your brain
circuits. Make a quick Mind Map or
outline. If you have some flash cards,

do a short drill. For a math or science

test, solve a problem or two.

Annrve Ennlv
furiving early gives you time to get
settled and even use some of the

relaxation techniques described later
in this chapter.
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Rsao rHE DlnecrloNs
Some executives in Minneapolis
wanted to see if anyone was reading

the literature their bank was mailing to
customers. They sent out brochures

that included a sentence that offered

$50 to anyone who simply wrote and
asked for it. They had no takers.

Your test directions probably
won't include any cash offers, but often
there are "free" points for the taking.
Read directions carefully, and you'll
find information that can make a real

difference in your grade.
\When students skip the directions

or read them too quickly, they end up
writing essays instead of short answers

or answering four questions when the
directions tell them to do three out of
four. Avoid a similar fate by following
directions.

-



Buocer Youn Ttue
Each test comes with a time limit. A
questiont worth is measured in points.
To budget your time, the aim is to
look at the point value of each ques-
tion and give it the time and energy
it's worth- no less, no more.

Concentrate on the questions that
are worth the most points. Skip over
questions that could take more time
than they're worth.

Estimate the time for each ques-
tion based on its point value. Typically
there are 100 total points on a test. If
you have fifty minutes, rhar means
each point is worth one-half minute of
your time. For a ten-point question,
you would budget five minutes. For a
twenty-point question, ten minutes.

If all the questions have the same

point value, divide your time equally.
Check the clock and manage your
time accordingly.

Sranr wlrH
Easv GluesrloNs
\Work the simplest problems or
questions first. Easy questions will
help you warm up and boost your
confidence. Completing them quickly
gives you time in the bank to spend
later on the more difficult questions.

If you cant think of the answer to
a question right away, pass it by for the
moment. Reading the question has

acted like a requesr to your subcon-
scious mind. Leaving the question for
later gives your mind time to deliver
an answer.

Guess-Uuess
Some tests have a guessing penalry,
such as two points for a right answer
and a half-point off for a wrong
answer. If there is a penalry guess only
if you are fairly sure about the answer.
Otherwise, skip the question. If there
is no penalq, for wrong answers,

imagine that you know the answer
and then guess.

Taxe lr Easv
Pause at times during the test to relax.
Breathe slowly and deeply. Notice your
point of attenrion and bring it back to
the present. Take one question at a
time, and don't worry about the last
question or the ones coming up. Let
go ofanxiery about your final score

and simply do your best. Your fate in
school or life doesnt hang on the way
that any single rest turns out.
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Aouusr Youn
TecxureuE To rHE Tesr
Different kinds of tests call for
different approaches. Following are

some hints.

Multiple Choice
Try to answer each question in
your head before reading the

possible answers.

Read all the possible answers

before choosing one.

\7hen in doubt, guess. Eliminate
the choices that are obviously
wrong. If you get stuck on two
answers that are almost the same,

just choose one and move on.

Go with your first impression

about which answer is correct

unless there's a compelling reason

to change your mind.

Eliminate answers that form a sen-

tence with incorrect grammar.

\7atch for absolute words such

as always and neuer, which often
signal false statements.
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Short-Answer
Keep your answers brief to
save time. These are not essay

questions.

Focus on one key term, event,

concept, or definition for
each question.

Dont give the short-answer part of
a test more time than it's worth.
Often you can gain more points in
essay or multiple-choice sections.

Essay
Taki, a minute to make a quick
outline. List the key points you
want to make. Then number these

points right on the test, according
to the order you want them to
appear in your final answer. Even if
you dont finish an answer, you
might get some points for having a

clear outline.

Avoid "filler" sentences. Be brief.
Get to the point.

\Write neatly.

Pace yourself. Glance at the clock
periodically to make sure youte
allowing about the right amount of
time for each question.



Read the quesrions carefully. Look
for the key verbs that tell you how
to answer:

Analyze means "break this topic into
separate parts and explain each one."

Compare means 'thow how these
things are similar and different."

Contrast means "explain how
these things diffbr."

Define means "explain what
this means."

Eualuate means "give your opinion
about the qualiry or worrh of this
subject, and back your opinion
with evidence."

Illustrate means "furnish examples
of this topic."

Summarize means "list the main
points."

Ti,ue-Fake
Read questions very carefully. The
difference between a true statement
and a false one is often a matter of
one word.

Look for words such as neuer and
always. Statemenrs containing these

words are often false.

Remember, if any part of a sratement
is false, the whole statemenr is false.

Revrew Youn Wonx
Even if you havent answered all the
questions, take a few minutes at the end
of the period to check your work. Make
sure your name is on each piece of paper,

and number the pages and answers.

Look over your work and make any last
minute corrections.
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Beurare of c-H-[-A-H-N-o
HEATERS PAY A PRICE for what-

ever they gain. Sometimes that
price is steep. The first cost

is the missed opportunity to
practice and to build a strong

foundation for the learning that
comes next. People who cheat are

making a trade. They trade the

possibiliry of a higher grade now
for mastery of the subject.

Some cheaters hope that other
people will think they are cool:
"Look at me. I passed this test, and

I didnt even have to study." The
trouble is that everyone knows the
truth. Cheating is born of failure,
and the act of cheating is an admission

of that failure.
\Mhen a student cheats off another,

the cheater takes advantage ofthe
other studentt work. If the teacher

grades on a curve, a cheater affects all

of the other students.
Teachers may believe that the

cheating student is ready to move to

the next level. The student knows

this isn't true. This can undermine

the student's self-esteem.

g,) Lear^ning Potaer

Students who cheat give up

independence and self-control. They
are no longer thinking for themselves.

They have given that job to someone

else. They are dependent on someone

else doing the practice, gaining the
knowledge, and doing the thinking.

Students who cheat can isolate

themselves. \X/hen they ask someone

if they can copy homework, they can

lose a friend. The other student can

easily feel uncomfortable or taken

advantage ofl If word gets out that a

student is cheating, more friends may

be lost. People dont always trust some-

one who cheats.

There is also the matter of getting
caught. Thatb a risk most students can

live without.
Taking responsibility for your own

accomplishments in school is a way to
live your own life. Cheating compro-
mises that goal.



Talrcthe

Ieedback
Dou'r Wonnv
\W'hen it's over, it's over. There is

nothing to do about your answers.

$Zhat you can do is decide where to
place your attention. Focus on what
you did well, and dont worry about
what you might have gotten wrong.
Think back to how you prepared for
the test, or how you gor there early,
or how you budgeted your time during
the test. Note these things in your
Success Log.

Use rHE Tesr
ns FeeoBAcK
Did you study the right stufP
Did you correctly anticipate the rypes
of questions that were on the test?

If so, take a bow. You're mastering a
very useful skill.

\X/hat kinds of mistakes did you
make? Did you misunderstand the
directions? Do you disagree with your
teacher's assessment of your answers?

If so, ask him for time to talk about
your test. Some teachers allow students
to correct their exams and turn in the
work for extra credit.

If there was something on the test
that you haven't mastered, consider
mastering it. It will probably be impor-
tant in the rest of the course, and not
knowing it could stop your progress.
This may take self-discipline, but the
payoff could be well worth the effort.

Give yourself credit for what
you've learned. If you scored seventy-
five percent, you learned a lot. You are

probably closer to mastery than
your grade may indicate.
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HandletheStress
oME oF us have learned to
fear tests. The key word is

learned. If you learned your
reaction to tests, then you can

also learn a new way to
respond to them.

Fear is not a monster to be

avoided. It is a feeling. And like other
feelings, fear consists of two basic

things, thoughts and body sensations.

Fear exists to serve us. It signals us to
choose carefirlly and protects us from
undesirable situations. Fear boosts

our adrenaline, creating enerry that
can be channeled into productive
use. (Some performers call this their
competitive edge.)

Learn to explore your fears.

Get to know each one fully. Accept
it for the message it brings. If your
fear serves no purpose, /ou carr choose

to move beyond it. Use the following
process any time youte worrying
about an upcoming test or assignment.

g,{ Learning Pouer

Imagine the worst that can happen:

"l'll bomb this test so badly that I
can neuer face my jiiends again. I'll
flunk tlte course. I'llflunb out of
school. I'll neuer get a job. I'll end up

on the streets, begtngforfood, all
because of this quiz!"

Allow yourself to feel afraid and

embarrassed about blowing the test.

Focus your attention on the sensations

in your body. \IZhere is the fear locat-
ed? Is it in your stomach? hands?

legs? throat? Study each sensation.

Describe it in words. fu you describe

the feelings, they will begin to fade

away. Keep imagining your test

nightmare and noticing the physical

sensations. Do this until the emotional
charge in your body is gone.



Next, let those worst possible

outcomes drift away. Now begin
to create a vivid picture of success:

You enter tlte room early. You haue

euerything you need. You take a few
moments to imagine success. Your

teacher hands you the test, and you
read it ouer carefully. You hnow tlte
Answers arud feel good about yourself
You see ltourself writing calmly and
confidently. You haue time to reuieru

your dnsuers before turning them in.
A ft* days later tlte teacher returns

lour test paper. The grade )/ou uant-
ed is rurixen in red at the top of the

page. You feel triumphant.

Just before the test, or even during
the test, you can revisit your image of
success. Zoom in to that scene and
make it bright and colorful. Hold that
positive picture as you work.

lxercise
Tomonow you will haue an exam in

A coarse that is dfficubfor you.

Imagine your uiuid picture of succes,

Now imagine thdt it is the dol of

the test. Retum to ylur image ofsuccesl
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Iladeltt
Tttose

Negatitre

Ihoughts

o

VEN'WHEN you have the
right equipment and do the
right things, you may not be

as successful as you want to
be. Maybe your efforts to be

successful are in a fight with your
beliefs about what you can accomplish.

If you keep saying to yourself that
you're lousy in math, then you might
be lousy in math no matter how hard
you try. Tell yourself that yotill never

make it to college, and you could
sabotage your success in high school,

even while you work hard in your
courses.

Our achievements in life and how
we feel about ourselves are connected

to what we think is possible. Our
thoughts and beliefs are very powerful.

dft-ingPouer
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They are invisible, but they are

as powerful as what we do and what

we have.

Positive thoughts and beliefs about
who you are and who you can be will
make a great difference in your life.
tMhen you have doubts about your
abilities or feel frustrated and discour-
aged about certain subjects, trade in
those negative thoughts.

Start by taking a good look at

where you are now. Tell the truth.
\Mhat do you really think about your-
sel{? \What do you tell yourself about
who you are? Spend a little time
dwelling on your answers to these

questions. Consider writing them
down or speaking them out loud. This
can help put a little distance between

you and your thoughts. tfi4rat sounds

sensible inside your head may sound

silly when spoken out loud.
In some cases, you'll find that

those thoughts and worries disappear
when you really examine them. In
other cases, you may discover that
there is an overwhelming amount
of evidence to contradict what you
usually say to yourself,

Consider the student who tells
himself that he is lazy because he

sometimes doesn't finish his reading
assignments. \7hat he isnt taking into
account is that he cooks dinner for his

family three nights a week, baby-sits

after school for two hours every day,

participates in a youth group, and

marches in the band. He is definitely

not lazy.
\Mhen this student sits down to his

homework at 10:00 p.m. and struggles

to stay awake, he thinks there is some-

thing wrong with his abiliry to read.

His problem is really one of time man-
agement. His harsh judgment of him-
self makes it hard for him to see that.
He can replace his "I am lazli' with "I
am ambitious, responsible, and capable

of reading anything I want to read."

This will allow him room to devise an

effective time-planning strategy.

Imagining the results you want is

a powerful sffategy. Forming positive
images will help you get mobilized to
take effective action. After all, if you
do what you've always done, you can

expect the results you've always

gotten. Different results require

different actions.
Finally, take time to notice your

accomplishments. Keeping a Success

Log will focus your attention on
your growing capabilities and help
you build a positive reputation
with yourself,
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Builda

Porttolio
oRTFoLIos aRr collections

I of samples or records of
accomplishments. A school

portfolio usually includes

samples of a studentt best

work. Your portfolio shines a light
on what youve done. It communicates
what you want others to know
about you.

Some teachers use portfolios as a

substitute for grades. They believe that
portfolios give a fuller, richer picture
of their students than number or letter
grades. Learning to develop portfolios
may also serve you in the future.

A job application is a kind of
portfolio-a listing of your experiences

and accomplishments, designed to
interest an employer. A resume and

letters of recommendation round out
this portfolio even more.

Teachers who assign portfolios will
tell you what to include. Depending
on the subject, you may collect term
papers, test scores, art projects, sheet

music, audiotapes or videotapes,

computer printouts, or photographs.

A portfolio is like a three-

dimensional autobiography. It tells

a story about you, one with a

beginning, middle, and end. Help
your audience stay focused and

interested in the "plot."

Following are some tips for
creating an interesting and well-
organized portfolio:

Know your purpose. Are you
creating a portfolio to apply for a

job? to meet the requirements for
a course? to celebrate your personal
accomplishments? to ger to know
yourself better? Your purpose
dictates what your portfolio
includes and how it's organized.

Know your audience. Think about
their purpose for looking at your
portfolio. -What would they like to
know about you? \X/hat does your
audience already know about you?

Create your portfolio to answer

their major questions.

Guide your audience. A table of
contents and an index, along with
captions that describe each sample,

help keep your audience from
getting lost.

gg, Learrting Pouer
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PWtheMe0ame
ETTING GOOD GRADES may
seem like a game ar times,
but it's an important game.

How you play it can

make a difference in your
experience ofschool now and in your
options for the future. Getting low
grades is no fun and can be a hassle in
your life. In addition, grades are one
way to measure your skill at learning.
That skill is importanr, no matrer
what you decide to do with your life.

Grades are important, but they
are not the most important part of
learning. "Grades are totally subjec-
tive," you might hear people say. It's
true that standards differ from teacher
to teacher. tWhat passes for an 'A" in
one course might get only a "B" or
a"C" in another.

Getting a high grade does not
always mean that you understand the
subject. Nor does studying for long
hours guarantee good grades.

Figure out a way to make the grade
game work for you. Get good grades at
the same time you are learning what
you need in order to achieve your
own goals.

Give some thought to the notion:
You are not your grades. You are far
more than that. Grades dont measure
much of what is important in life, such

as your passions, your experiences,
your talents, your dreams, what you
do for others, or the love in your heart.
A grade measures only one thing-
your performance on an assignment,
on a test, or in a course.

You are a complex being-alive,
thinking, and feeling. So put your
grades in perspective. Grades arc a way
to measure your current level of skill
in one of life's games.

Tests and Grades 89

/

q



nI

a

?.:: . i,j!,

'l

After mastering this chapter

you will be able to:

r COUIaUNICAIE MORA

EFFECTTVELY

r Usr, I-urssecEs rN
EMOTIONAL SITUAIIONS

. Nr,couArE \nN-wrN
AGREEMENTS



CHAPTER OUT

SpeakEffectively .......92

ListenActively ..,96

Create\Win-VinAgreements... ...,99

Go for the Big Picture . .103

Communicate with Adults . . .105

DontTiyThisatHome .....107

Call a Family Meeting . .108

Tirlk It Out 91

l



SpeakmecW
osr LIBRARIps have a
whole shelf of books

about relationships.
The variety of recom-
mendations they contain

can make this subject seem very
complicated. It often boils down to
communication In most relationships
sorneone speaks, someone listens, and
they try to reach agreemenrs. Problems
in relationships often start with
ineffective communication.

You can stop conflictbefore it
starts by getting back to the basics:

speaking and listening. Suggestions

for effective speaking follow. For
ideas about listening, check out
the next article.

92 Learning Pouer

Know Youn Punpose
\We usually have a purpose for starting
a conversation. \7e begin with a goal
in mind, something that we want.
tWhen we know what we want and
ask for it, we're more likely to achieve

our goals. Our purpose may be as

simple as obtaining a ride to school
or as complex as resolving a bitter
disagreement.

Norrce Youn Toue
The way you emphasizewords makes

a huge difference in the messages you
send. If you sound hostile, angry or
indifferent, many people will hear

only your toneof voice-no matter
what words you use. Their response
to your speaking will probably
be negative.



Maxe Rrouesrs
After deciding what you want, make
a direct request. The advantages of
doing so are many:

Requests help everyone involved
know what we really want.

Requests give others freedom to
say "yes" or "no."

Requests keep us focused on what
we want today, right now, instead
of on old arguments.

Requests help you to reach

agreements. To understand how this
works, practice changing complaints
into requests. "You always interrupt
me" becomes "Please give me a chance
to talk." "This assignment to write a

term paper is a waste of dme" becomes
"Can you help me understand the
purpose of this paper?" tWhen you
make requests, you prevenr problems
and invite solutions.

Nouce Youn
Boov Lnnculce
Your body sends messages twenry-four
hours every day in a language all its
own. Body language includes your
posture, facial expression, clothes,
grooming, and much more. tWhat

you dont put into words says a lot.
To speak clearly, keep the way you

look and ntoue in agreement with what
you say. \,Mhen your body language
conflicts with your verbal language,

you leave people confused. Notice
your body language and the impact of
your gestures. For example, watch how
people react to the way you stand.

Make eye contact. Eyes say a lot.
If you keep lookingaway or shifting
your eyes, others might think youte
bored or angry. You dont have to
glare or stare like a zombie. Just look
at people when youte speaking to
them, especially into their eyes.
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Use !-MessacEs
A.n I-message is especially effective
in tense or emotional situations.
I-messages accomplish two goals.

They describe the experience you are

having, and they communicate with-
out blaming or judging the other
person. At first, using them will
probably feel awkward. \7ith practice
you will be able to state your thoughts,
feelings, and desires clearly, without
attacking or blaming others.

I-messages are made up of five
parts. You dont have to include all
five. Your observations, feelings, and
wants are most important.

1) "I onsrRVE . ."
Lead off with a statement of what
you can see, hear, touch, taste, or
smell. Others would obserwe the same

things. This is ruotyourjudgment
about the event or person. For
example, "You make our room so

messy'' or "You are such a slob" are

statements of judgment, not of what
you observe. To put it purely in terms
of what you observe, you might say,

"I see clothes on the floor, the bed isnt
made, and there are dirry dishes on
my desk."

){ Learning Pouter

2) "I rHrNK . . .'/
Here is your opportunity to briefly
state your thoughts on the subject.

It is important not to turn this into a

you-message. "I think you are incon-
siderate" is a you-message disguised as

an I-message and will probably get you
in an argument. 'A messy room makes

it hard to find things" is less likely to
start a fight.

3) "I FEEL . . ."
This is where you share your emotion-
al reactions to the situation. Use words
to describe what you feel-happy, sad,

frustrated, afraid, mad, uptight, giddy.
People easily confuse their thoughts
with their feelings. For example,
"I feel that we should have a clean

room" doesnt express a feeling.
"I feel frustrated about sharing a room
with you" does.

4) "l wANT . . .'/
This step moves you in the direction
of a request. "I want to find a way to
live in this room together without
driving each other crazy."

5) "I rNrExD . . ."
Here you make your next step known
to the other person. "I intend to work
this out with you. Can we set up a
time to talk about our room?"



Notice that the other person was

not put down or blamed. He was

invited to participate in a problem-

solving exercise that could get both
people more of what they want.

Statements that begin with the

word you can easily be critical or
blaming. "You make me angry by
listening to my telephone conversa-

tions" is an example. Change this to
an I-message: "I feel uncomfortable
talking on the phone with my girl-
friend while you are in the room."

You-message: "\Why are you always

eavesdropping on me?"

I-message: "I would like it if you
would stay out of my room when
I'm on the phone."

Remember, I-messages describe

your experience without blaming or
judging the other person;

"I feel hrppy when you make
the bed."

"I see tears on your face."

"I'm thinking about your grade
on the science test."

"I want you to leave me alone
for a while."

"I plan to see a movie tonight."

I-messages dont work for every-

thing we have to say, but they work
well for inviting dialogue and coopera-

tion. When you ask other people for
something and they say no, use this I-
message: "I'd really like to know
more." It says that you are willing to
listen and go deeper into their point
of view. This I-message invites further
conversation-more so than u\Why

not?" or "You always say no to me!"
The way you talk, including your

tone ofvoice, body language, and

specific phrases, affects the responses

you get.
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listen

AcW
ISTENING MIGHT sound
simple, but it's not. Often
our listening fails-especially
during arguments and fights,
when listening counts the

most. \fle can usually tell when other
people are really listening to us. Itt
easy to forget that thqt can also tell if
we are listening to them. \(/hen we
dont listen, other people can feel angry
or hurt. They are then less likely to see

our point of view or agree to what
we want.

96 Learning Potuer

Errnen Lrsren on Spelx
We have all been in arguments when
everybody talked at once. Instead of
listening, everyone tried to say their
piece and get their own way.

Communication totally broke down.
To avoid this situation, either listen

ar speak. Avoid mixing the two. Itt
easier to master these two skills when
you practice them one at a time.

ArnouNcE Youn
lr,rtenrron
At first,aslive listening might seem

strange to you and others. Ti.y
announcing your intention:

"I dont want to fight about this.
Lett try something else. I'll listen
to you, and then I'll tell you what I
heard. \Mhen you know that I real-
ly understand you, I d like you to
do the same for me.

Norrce Wnen
QuesrroNs AReru'r
GluesrroNs
Some questions are statements in dis-
guise. "Do you really like that compact
disk?" probably means "I hate what
youre listening to." Similarly, "\Mhy
are you doing that?" might mean
"Please stop it."

fuk direct questions when you
genuinely lack information, ideas, or
resources.



Suu Up rnr Orxen
Penson's MessAGE
Sometimes people will tellyou
what theyte thinking and feeling.

At other times, discovering how a
person feels or what he thinks takes

a lot of conversation. It works well to
sum up another person's point of
view before talking about yours.

This is called active listening.
Certain phrases come in handy:

"Oh, I see. \flhat you think is . ."
"!(/har I'm hearing you say is . . ."
"If I understand you correctb what
you would like is . . ."

Ask other people to tell you
when you have it right. \When you
understand the other person's point
of view, say so:

You: Curtis, I feel ticked offwhen
you're late, and you have been late
three times this week.

Curtis: You are late a lot yourself,

You: You think you're on time as

often as I am. Is that what youte
saying?

Curtis: Yeah, thatt right.

SepanarE LtsrENtNG
FROM ACneelnc
Ging active listening doesnt mean

you agree. You can listen carefully to
the other person and his feelings, even

if you think he is wrong or unreason-
able. Let him know that you hear him.
If you still disagree, itt not due to lack
of understanding or caring.

\Thenever you listen, you can stay

in charge ofyour response. You choose

whether to agree with or act on the
other persont message.

Kuow Wxen ro
Focus oN FEELTNGS
Consider the following exchange:

Thmika: \What a day! My dad was

in a terrible mood, and then rwo
teachers gave me a hard time. I
have an awful headache.

Richard: So what are you doing
to change all this?

It sounds like Thmika is upset and
wants to talk about it. Richard's
response assumes that she is interested
in talking about how to fix the situa-
tion. Perhaps in a few minutes or a few
days she will be, but maybe not now.
Right now she probably wants Richard
just to hear about her feelings. Solving
problems can wait for later.

Richard's new response focuses on

Thmika's feelings. He could say, "lt
sounds like you really had a bummer of
a day. \flhat happened?"
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Grve Ir True
\When the topic is emotional or a
continuing source of conflict, it may
take several rounds of active listening
to get everyone's cards on the table.

Say that you're in a tense conversation
with someone you really dislike.
Consider doing a few hours of active
listening with this person, possibly
over several days, before you try to
solve any problems.

9a Learning Pouer

Decroe How Mucx Is
Enoucx
Active listening is a useful tool, but
not in every conversation. \X/hen

communication is easy and busi-

nesslike, active listening techniques
are inappropriate. Active listening is

designed for times when people get
angry, shout, mumble, or walk away.

Active listening also takes

concentration. If you run out of
energy or self-control, end the
conversation and continue later.

Once others agree that you
accurately understand them, you can

state your case. Say what you think,
including any disagreements you
have with what you've just heard.

Use I-messages.

Active listening can be time-
consuming. It is worth the time and
effort, especially when it resolves

long-standing arguments and prevents
new ones.



Create

lYin-}Irin

Agreements
T IS coMMoNLy ASSUMEo that
in order for one person to win,
somebody else has to lose. This
may not be true. Creating win-
win agreements means solving

problems in a way that works for
everyone involved. Practice looking for
the "win option," a new solution that
helps everyone ger what they want.

Sometimes, when you understand
the other persont point of view, you
might see that there is no problem or
conflict. A simple agreement may get
both of you what you wanr.

Sometimes there is a real difference
of opinion. The other person feels that
giving you what you wanr means giv-
ing in. You feel the same way about
giving her what she wants. Finding a

solution you can both live with will
take work. Agreements with reachers

and parents about school, homework,
money, a car, or your curfew may be
hard to reach.

\,Mhen you're in the middle
of a shouting match, it might seem
impossible to go for win-win.
Using the following strategies can
help everyone cool down and get
what they wanr.

Ser a Ttme AND
Place ro Meer
Pin down the time and place to talk
about a problem. Pick a setting that
promotes solutions. If you want to
settle a long-standing argument,
choose "neutral territory." If you
often end up shouting, choose a
public place where you have to be

quiet or leave, such as a library.

Sranr wlrH
SouerxrruG EAsy
\flork on one problem at a time.
If the disagreement involves a
continuing issue, such as your curfew,
it may help to make other, easier

agreements first. You may promise
to put your clean laundry away or to
be home from school at a specific
time to watch your younger brother.
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Keep Youn Wono
Keeping agreements will help build
others' trust in you. This sets up a

pattern for success. As you build
mutual trust, especially with adults,

you can move toward taking charge

of your life.
\Mhen you make and keep

agreements, you build a reputation
with others-and with yourself \W4ten

others know they can count on you to
do what you commit to, they may be

willing to give you more freedom.

BnarrsroRu
Early in the discussion, brainstorm
to discover a creative solution.
Brainstorming isnt negotiating.
Solutions will come up that you wont
agree with. That's fine. All ideas that
might lead to a solution are useful,

even if they seem silly or strange.

Accepr Gor.rrucr
Conflict is normal. \X/hen people

get together, whether itt a family of
two or a planet of 5 billion, there

will be disagreement.
Be aware that a problem may

get worse before it gets better.

Once people are willing to work for
an agreement and to say what they
really think, they might discover

that the conflict runs deeper than
they assumed.

'l OO Learning Pouer

ReiileMeER THE Bererlrs
tWhen going for the win option seems

too hard, take a break. Think about
the advantages of resolving the con-

flict. Imagine how it would feel to be

free of the problem. This can give you
the energy to keep striving
for a win-win solution.

Slow Down
THE PACE
In heated discussions

people often interrupt
each other. You can

break that cycle with a

simple action. Before

replying to someone,

wait a few seconds.

Then ask, "Is there
anything more that
you want to say?"

This will release tension
and calm tempers.

Ger to
THE POTTTT

Point out exactly what a
person does or says that
you dont like. Be specific

about how you see the

problem and about the

solution you want.

t
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Rerunr To rHE Pnesenr
Keep the discussion in the present.

Avoid dredging up conflicts from the

past. Always return to the Problem
that's on the table right now.

Use TIue
AS AN AILV
Sometimes conflicts

resolve themselves when

we wait. If you cant

Frno GouuoN GRoUND
fu you begin a discussion, take a

minute to find common ground.

Remind everyone Present about the

issues on which you already agree' This

sets the stage for a win-win agreement'

Dertlr= THE Ourcou=
Be clear about what you want to

happen. Define exactly how You and

thi other person will know when the

outcome has been achieved. For

example, you and Your mother might

have different ideas about what it
means to keep your room clean. Talk

it over and see ifyou both can agree

on what a clean room looks like.

Ser Tlue Fnarues
Set time limits on your agreements.

If an agreement worl$, You can renew

it. If an agreement doesnt work,

consider revising it and trylng that for

another week or two. Even agreements

that are working may benefit from a

few changes.

Talk It Out 'l O'l

reach a solution that
benefits both parties,

put offmaking a

final decision for
now. Come back to

the problem later.

Auow FoR
Dlrrenrrur
Stvles
Remember that

other people may

handle conflict differ-
ently than you do.

To uncover these

differences, ask ques-

tions such as "Do you
want to talk about this

right now?" or "How
do you think we can

solve this problem?"

L,



Gnoose Wnar
Happers Nexr
Decide in advance what will happen
if either of you breaks the agr.ement.
Say that you and your brother agree to
stop bugging each other. you might
add another item to the "gr..**t,"If I forget and start bothering you,
you have the right to walk away."

Wnlte Dowr
THE ACNEEMENT
\Writing helps clarify what your
agreement really is, and it helps people
remember the terms of the "g...-.rt.Consider asking everyone to sign the
agreement.

fuking reachers or parenrs to sign
an agreement might seem impolite.
If so, make notes about your conversa-
tion. They might be willing to read
your nores just to check that you both
understand.

'lO2 Learning pouter

Maxe GouurMENTs
Agreements are most likely to
work when everyone promises.
Ask each person for a commitment
to live by the agreement. If one of
you wont commit, keep working for
an agreement that does wineveryone's
commitment.

Agreements include possibilities,
plans, and promises. Listen for the
difference between these levels of
commitment:

Possi bility: "This agreemenr might
work. I'll give it a try."

Plan: "lplan to keep this
agreement"

Promise: "I will keep this
agreement. You can
count on it."



to I'orThe BtU Picfire
HEN AGREEMENTS ATC

hard to reach, take a

minute to go for the big

picture. Imagine that

your conflict with the

other person is a scene in a movie and

that you're in the audience watching

the movie for the first time.

The purpose for this mental

exercise is to help you view the

conflict as a neutral, outside observer

would. Doing this gives you a broader

perspective, and a broader perspective

can loosen up your thinking and spark

new soludons.

Suppose you are out with Your
friend. You want to eat pizza andyour
friend wants sub sandwiches' The real

issue here may not be the food but

who gets to choose the restaurant'

Instead of arguing, try to see the big

picture. Invite your friend to join in:

"It seems to me that we're really

arguing about who decides what
we do. Let's talk about that, OK?"
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Another example: Your mother is
mad because you came home late.
She threatens ro ground you. your
first impulse is to argue or explode
with anger. Thats a straight parh ro
lose-lose.

Instead, go for the big picture.
Observe what's going on without label-
ing anyone as good or bad. Imagine
what everyone in the scene is thinking
and feeling.

Now see that your mother worries
about your safery. -When you dont
come home, she senses danger. you
see yourself wanting a later curfew.
You say:

"Mom, I'm sorry that you were so
worried about me. I know you
were afraid that something must
have happened to me. Tomorrow
could we talk about changing my
curfew? I want to be able ro stay
out larer, and I dont wanr you to
be scared."

This technique is like using a
zoom lens. tMhen you zoom in close
to the situarion, you see only details:
tears, scowls, the knot in your
stomach, the desire to shout. Zoom
out for a wide-angle view, and the
whole scene changes. You see things
you didnt notice before. You .an bet-

ter understand what each person
wants. You realize that youte all in
this together and that your chances of
reaching agreement are much greater.

Going for the big pictu-re can
work even when the conflict is within
yourself, Suppose you made a

New Year's resolution to finish your
homework and you still arent doing
it. Instead of getting down on yourself
take a quick zoom out. In your mind
see everything that happens when
you dont complete your homework.
Look for something in this scene rhar
you can change, something rhar
would allow you to finish your
homework. Go for a bigger picture
and dissolve the barriers to your goal.
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Communicate

I[ithAdults
HEN YOU PMCTICE SCIf-

management, mistakes

happen. For examPle,

while learning to manage

a curfew, you could stay

up too late and not get enough sleep'

You might feel terrible the next day or

even get sick. Often the consequences

of mistakes are not serious. Sometimes

they are. Anyone who falls asleep while

driving can die or kill someone else.

Asx FoR I Gxance
ro Maxe Cnolces
If there is a task that you want to

handle yourself ask for permission to

take it over. Decide with the adult or

adults what the consequences of failure

will be. If they arent willing to grant

the permission you want right now,

ask what you can do to show that

youre ready for the responsibiliry.

Suppose your mother tells You to

study every evening from 7:00 to 9:00

p.m. Keeping uP with Your homework

is OK with you, and that time is as

good as any. Even so, You'd Prefer to

be responsible for your homework

without being ordered to do it. Some

teens find this to be so irritating that

they refuse to do the work or theY do

only the minimum needed to get bY.

Refusing to work is a Poor waY to

show adults that control doesnt work;

it usually sets uP a vicious circle. The

parent thinks more control is needed'

The teen refuses to work harder. So

the parent imposes more restrictions

and punishments. The teenager resists

even more.

Another option is to ask for a

chance to make choices. You could use

an approach like this:

"If I follow your rules for a week,

can I set my own homework hours

the following week?"

Rr-sxoor THAI Scene
Being with the adults in Your life

gives you practice in different ways

of communicating. In Your mind

create a video in which the following

conversation takes Place.

Parent: I'm upset that You came

home so late last night. I didnt get

much sleep. I was afraid You were

getting into trouble or were in an

accident or something.

Teenager: \Why do You worrY so

much? I'm fine. I dont need You to

tell me what to do!
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Now rewind the tape and rewrite
the scene:

Parent: I'm upset that you came
home so late last night. I didnt get
much sleep. I was afraid you *.i.
getting into trouble or were in an
accident or something.

Teenager: Gee, I'm sorry youie
tired and upset because I got home
late last night.

!7hich scene is more likely to end
with a win-win agreement? During
your teen years, you get to do this kind
of rewinding and rewriting in real life.
At times you might feel thar parents,
teachers, and other adults in your life
are from another country--or another
planet. Even when yov try to listen,
it still seems as if youte speaking
different languages.

Keep Wonxtlrc Ar lt
f.i"g methods from this chapter to
listen and speak can make, big diff.r-
ence. Reaching agreements with adults,
however, can be hard even with the
best communication techniques.
Here are some more ideas:

Before tackling a tough problem, do
something thar you all enjoy. Have
some fun together.

Ask adults for their opinions about
another key issue. This lets them know
that you value their ideas.

Choose your battles. Be willing to give
in sometimes and do what adults aik,
especially on minor issues.

Establish agreemenrs about important
issues in advance, such as curfew, dat-
ing, driving, and use of the telephone.

Admit errors and mistakes. If you,re
wrong, apologize.

Move from getting to giving.
Instead of asking, "\7hart in this
for me?" ask, "How can i help in
this situation?"

Express appreciation. Thank the adults
for something theyve done recently.
You can do this even when you dont
feel thankful at the moment.

Perform a "secret 5gryi6g"-2 small,
considerate act for an important adult
in your life. Dont seek credit or praise
for this service. If you get confused,
remember the suggestion to "practice
random acts of kind.r"rr, ,..rr.l.ss acts
of beaury." Then enjoy the results.
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Dont
oME ADULIs will not aPPreciate

your practicing some of the

suggestions in this chaPter.

To them, listening actively or
speaking effectively is the same

as talking back and being disrespectful.

If this happens, try some other options:

Put your request in writing.

Go to members of your extended

famtly for support.

Enlist outside help. Find a Person
from the community whom your

parents respect and ask them to
speak on your behalf

fuk older brothers or sisters how
they managed.

Demonstrate that you are trust-

worthy and responsible.

Keep the big picture. You woht
live with your parents forever.

Talk It Out ",O7
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Call AI'amilyMeeting

R*'J*ffitliT
ties, to agree about chores, to risolve
arguments, to express feelings and
complaints, to encour"g. otk.,
f"*ily members, and to help plan
f"-ily activities.

'l 08 Learning Pouer

Family meetings are rimes for
parenrs to tell teens how they would
like for them to behave. They are also
times for children ro tell p"r.rt, ho*
they want ro be treated. These meet-
ings offer a place for people to talk
about the things that are most difficult
or troublesome.

Meeting once a week is ideal.
Some families begin meetings with
each person talking about the week,
giving compliments, doing something
fun, or with a prayer. Other families
save those activities for the end of
the meeting, after problems have
been aired.

Consider rotating leadership and
notetaking responsibilities for the
meedng. You can posr a record of
agreements and promises in a
prominent place.

At the first meeting, ask each
person what ground rules will
help establish an atmosphere of
cooperation, respect, and problem
solving. \W4ren everyone has agreed
on the meeting rules, post them and
review them frequently.



Everyone has the right to saY

what is on his mind without being

interrupted or criticized. The needs,

wants, feelings, and responsibilities of
each family member deserve fair con-

sideration. Keep in mind that adults

control the house and most of the

money. They are also legally responsible

for their children. Resisting this realiry

is counterproductive.
Use a weekly meeting to tell each

other what you want and how You

feel. 
-When there are specific issues to

be resolved, first agree on how to talk

about the issue' Then work on a

solution that everyone is willing to try'

Its OK to start discussing a

problem and then let it rest. A work-

able solution may surface after everyone

has had time to think. Sometimes,

just talking about a problem-handles it'
Dont expect to fix everY Problem in

one meeting. FamilY meetings that

accomplish much and that resPect

those involved take Practice.

Talk It Out 1O9
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BuildYornTeam
HERE IS NO NEED to go it
alone. Successful people
usually have a nework of
people who offer guidance
and support along the way.

You can begin building such a team
for yourself right now. Here are some
ideas to help you do this.

112 Learning Pou,er

Be SouEoNE
You'o Lrxe ro Meer
You spend most of your time with
one person-yourself Become one
of your own favorite people. \When

you're comfortable with yourself,
others are more easily drawn ro you.

Be a FRlexo
To gain a friend, be a friend. If
you wanr supporr, give it first to
others. Look for opportunities to
encourage and support all ofthe
people in your life, and the same
will come back to you.

Gxoose Youn
Fnrexos AND
Srtcx ro YouR VALUES
Think about your values. \Mhat do
you consider mosr important in life?
\)7ho do you want to be? \Mhat do you
warit to do and have over the next few

ry1rs? 
Put your thoughts in writing to

help you gain clariry. Choose friends
who will support you in getting what
you want. Avoid people who set condi-
tions on friendship ("I'll be your friend
if . . .) or who ask you to do things
that violate your values.



Srav Ir GnaRGE
Going along with the crowd is easY.

You let other people do the thinking,

and you just choose what they choose.

Unfornrnateh the crowd will probably

go somewhere that you dont want to be.

fuk yourself "Am I choosing here,

or are my friends?" The answer can

make a big difference in your choices

about music, clothes, career, sex, smok-

ing, alcohol and other drugs, and a

host of other issues. Self-confidence

comes with deciding for Yourselfl fu
you practice choosing for yourself

youll make friends who notice and

respect this qualiry in You.

Ler rHE Real You
Suow Tnnoucn
Make a habit of saying what you really

think and feel. Chances are that others

are thinking and feeling the same

things. If you tell people only what

yo..r thit k they want to hear, You end

up disguising yourselfl

Ger Soue
Sruov Buooles
"If you want to learn a subject, teach

it to someone else" is good advice.

Your fellow students are also Your
fellow teachers. Organize a small group

of friends, meet regularly, and teach

each other the content ofyour classes.

Itt a great way to build Your social

network and to succeed in school at

the same time.

Frno Merrons
A mentoris a person who believes in

your potential and is willing to help

you achieve it. Look for someone you

know and respect. fuk her about her

life. Observe the traits you admire

and practice them. You can have

several mentors, different ones for

different skills.

Make It a Tearn Effort 1 13



Recruit YourParents
OUR EDUCATIOI.t is your
job. At the same rime,
the adults you live with
(parent or parents, srep-
parents, foster parents,

legal guardians, relatives, or other
adults responsible for you) have a
major role to play. Here are some ideas
about getting the support you need
with the leasr amount of hassle.

Asx FoR Help
\Mhen you find yourself in a situation
that you dont know how to handle or
that you arent handling as well as

youd like, you might think, "I could
use some help with this, but if I ask

"1"14 Learning Pouter

my mom or stepdad for help, they'll
just take over and start relling me
what to do."

Lots of families get caught in this
conflict. Following is an example of
asking for help without sacrificing
independence.

"Mom, I could use some ideas
about something. I want to figure
out how to handle ir myself after I
hear your thoughts."

Parents naturally wanr to help their
children become responsible aduits.
You naturally want independence.
Being independent calls for three
things from both you and your
parents: confidence in your abiliry
willingness to let go, and practice.

Having a supportive relationship
with the adults in your family takes
practice. Problems may arise when
your level of confidence in your own
abilities is different from your parenrs.

You might be sure that you can
handle driving right now, and your
parents are sure you need to wait. Or
your palenrs may believe that you can
travel alone across the state to your
cousin's house, but you dont think itt
a good idea.

\
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Ger 2OO Pencenr
You might think of dividing
responsibility with your parents.

Say, 50 percent for you and 50 percent

for your parent, for a total of 100

percent. But life is more than simple

arithmetic. Both you and your parent

can assume 100 percent responsibiliry.

In other words, you are 100

percent responsible for your role,

and your parent or parents are 100

percent responsible for their roles in
your education. That adds up to 200

percent responsible.

All of your teachers can be 100

percent responsible too. Even though

it sounds strange, it works. For

example, in many jobs the manager

is 100 percent responsible for getting

the work done. Supervisors are 100

percent responsible for their depart-

ments. Finally, each employee is

100 percent responsible for his

assigned tasks.

In the family, parents and teens

are each totally responsible for
different tasks, and those tasks

change over time. Your parents'

confidence in you will increase

when you agree on the tasks,

promise to complete them fully,

and follow through.

Ler Go
Letting go is a two-way street. Your

parents' confidence in you is based

on their perception of how you
handle things like doing chores

and homework, being on time,

following through on commitments,

spending money.

\Mhen youve been acting very

grown up, you may wonder why
your parents dont treat you as an

adult. They are likely to treat you as

the person they see most often, not
the older person you occasionally show

up to be like. You want them to let go

of their old pictures of who you are.

You also need to let go of being a

child. Your parents wont think of you

as a young adult if they frequently

have to step in and handle your
responsibilities. These responsibilities

might include taking care of younger

children in your family, staying

within the budget, doing yard work,
shopping for groceries, doing laundry,

or arranging for transportation.

Make It a Tearn Effiort 'l 'l 5



HireaTutor
uroRs ARE pRrvATE instruc-
tors. A tutor can be almost
anyone-a friend, a class-
mate, a teacher, a parent,
some other adult, or another

student who excels in the subject.
Consider a turor if you are having

trouble in a course or if you want to
master something you need before
taking a new course.

Tutoring is not just another hour
in school with the tutor substituting
for your teacher. Instead, a tutor is
your personal coach, and your time
together is like a workout. As your
coach, a tutor explains, answers
questions, and demonstrates while
you practice to mastery.

116 Learning Pouer

A tutort job is to assist you.
\When working with a ruror:

fuk questions.

Ask for explanations to be

repeated, restated, or stopped.

Change the subject if your thoughts
take a different path from the tutor's.

Decide when you have seen enough
and are ready to practice.

Ask for and get as much help as you
want during practice.

Decide when you have practiced
enough and are ready to be tested.

Asx QursrloNs AND
Maxe Reouesrs

tVhen you work with a turor, you
can ask more questions and make
more requests than you can in class.

Here are some examples:

Vhat is the big picture?
-il/hat am I supposed to learn to do?

Describe that in terms I understand.
\What is the purpose of doing it?
How long does it take most people

to learn it?
How will I be tested?

\7hat should I already know?
Tell me how to do it.
Please stop talking.
Tell me about this.
Tell me again.
Tell me in a differenr wav.



Tell me in more detail.

Tell me in less detail.

Explain what this is.

Define that word.
How do you know what to do?

How do you know when to do it?

How do you know when to stop?

Show me how to do that.

Show me again.

Show me more slowly.

Tell me what youre doing as you do it.

Show me a simpler situation.
Show me a more complex situation.

Let me try.

Is it safe to do this?

How long would it take you
to do this?

How long should it take me

to do this?

\7atch me.

Remind me how to start.

Remind me what to do next.

Is this the next step?

Is this right?

Should I keep trying?
Havelmissedastep?
Have I done something wrong?

How am I doing?

\X,hich parts did i do well?
tVhat could I have done better?

Do I need more practice?

\flhat else you should tell me now?

Have I mastered this?

'i7hat else would I have to do to
demonstrate mastery?

You'ne lr GxaRGE
Clarify-up front-the kind of
relationship you want with your tutor.

fuk the tutor to let you direct your

time together and to be patient. Tell

her that you will be practicing during
the tutoring session, or that you will
be doing your homework while she

watches. Request that she coach you
as you Practice.

Suppose you are having trouble

with a math problem and you ask your
tutor to show you how to solve it. She

may say, "If I do that, you wont learn

for yourself." To that, you respond,

"Yes, I will. I m going to Practice on
this type of problem until I achieve

mastery. If you'd rather, you can show

me how to solve a similar problem,

then I'11 do this one on my own."
To help explain the rype of rela-

tionship you want, ask your tutor to
read this article. You can follow these

suggestions even if your Parent is

doing the tutoring. Once a tutor
understands your mastery learning

process, you will probably get the

kind of help you can best use.

Make It a Tearn E;ffort "1"17



rhhk orTeachem as Allies
EACHERS ARE GUIDES who
can help you plan, prepare
to practice, do the practice,
and get feedback. Some will
be excellent guides, and

some wont. The point is this: You can
do what it takes to gain mastery
regardless of how much you like your
teachers or how well they perform.

1"18 Learning Pouter

Teachers show students how
to practice. For example, they
demonstrate solving algebra problems
or analyzins novels. They give assign-
ments and check the work to see that
the student is progressing.

Gachers also manage class

discussions. They provide guidance
and encouragement, complimenting
good work, correcting mistakes, and
assisting students.

Some reachers do these things
better than others. \With some you
may feel encouraged and motivated.
Around other teachers, you might feel
bored or incompetent. Either way,
all teachers are potentially helpful to
you as you learn. You can turn teachers
into allies by keeping one thing in
mind: School is not about giving
teachers grades for populariry; school
is about your learning.



loveThoselYlistak

e
V
s

ASTERS OF MOST CTAftS

praise the value of taking

intelligent risks and

making mistakes. A
Yiddish proverb says,

"He who lies on the ground cannot

fall." Mistakes are great teachers. As

we practice to mastery, mistakes are

expected and are often unavoidable.

Dont let them throw you into a

tailspin.
Risking mistakes and failures can

be scary and embarrassing. Ask the

skater who sprawls on the ice during a

performance or the novelist whose best

work is rejected by a publisher. Ask the

artist who stages a one-person show;

and the only ones who show up are his

mother and his dog. \Mhen you pur-
sue your dreams, mistakes and failures

are part ofthe chase.

This is not to say that you should
make mistakes on purpose. Thking

risks is not the same as being sloppy or

careless. And being willing to look
foolish is not the same as acting like a

fool. The message here is to set out to
do your best and to take a new view

of the mistakes as they happen.

Replace the word failure with
feedback. If you fail a test, that's just

feedback telling you to examine how
you are preparing for tests. If you cant

read your own notes, that's feedback

too. It says, "\7rite more clearly when

you take notes."

Mistakes happen. They can be

your friends, committed to your
success in life. Think of your mistakes

as feedback to help you change

direction and get back on track.

Make It a Tearn Effort 'l'l 9



Savor Success
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S YOU BEGIN to experience

the learning curve, you may
be frustrated with your slow
initial progress. \flhen you
focus only on the things

you have left to do, itt easy to forget
about what you have already done. To
help keep things in perspective, savor
your success along the way toward
your goals.

Thatt the idea behind the Success

Log suggested in Chapter 1. Notice
anything and ever;,thing youve done
well. Thke pride in your accomplish-
ments, even the small ones. Honestly
listing your achievements and pausing
to enjoy them can boost your energy
level and increase your interest in
moving ahead.

Also, review your goals and action
plans from time to time. If everything
seems to be working, you can stay with
the same plan. But not getting the
results you want is a wake-up call that
says it's time to change plans.

Feedback from yourself is one of
the most powerful ways to stay on
track. Straying offcourse is fine if you
notice that it is happening and you
take corrective action. Just remember

to congratulate yourself for the miles
you cover as you zero in on your goals.

Make It a Tearn Effiort 'l 2'l
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aLookinthe

HIS BOOK OFFERS chances for
you to set goals, plan actions,
and see how youte doing.
\Tithin each is an opportuni-
ty to take a simple, powerful

action: Hold up a mirror to yourself
Many people would rather do just
about anything than take stock of
themselves. That's easy to understand.
\Mhat we find is not always what we
want to see.

124 Learning Power

If we avoid self-examination we
miss the chance to be happier,
more productive, and more successful.
Getting to that place calls for a
courageous act-telling the truth
about what's working in our lives
and what is not.

Like most of the techniques
suggested in Learning Poruer, looking
deeply into the mirror becomes easier
and more effective with practice. You
learn not to judge or label yourself as

bad or stupid. In fact, as you develop
the skill of honest self-assessmenr,
your self-esteem will grow.

Self-awareness is a qualiry unique
to the human being. If you wanr your
life to work, then self-awareness is your
constant ally. Look in the mirror ofren,
and tell the truth about what you see.
\ff/hen you see something you dont
like, you can decide to do something
about it. Your awareness will help
focus your energy for personal change.

/x\v ./o",
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FTER coMPr-ntmc the
"Getting Personal" survey in
your workbook, you may

have a list of things to
improve. You can chip away

at your list using the Change Process

If you're unclear about any of the

steps, review'Adopt a Process for
Change" in Chapter 1. Here are

the steps:

1. Be Aware
2.Take responsibility
3. Forgive
4. Change
5. Practice

6. Get feedback

Remember, the Change Process

is a way to improve or eliminate any

negative situation in your life. The
idea is simple. To get a different
response from the world around
you, change what you do.

The fourth step in the Change
Process is worth a few more words.

This step calls for action-doing
something new or different frorn
what you have been doing.

Sometimes the needed change is

obvious. Say, for example, you want to
exercise more, so you decide to jog

every morning before breakfast. That's
a sensible way to get exercise. And if it
doesnt work, you can chc,ose some-

thing that does. If you dont know
what to change or if the change you've

tried hasnt worked, you still have

many options:

Get suggestions from a book or
audiotape. Maybe a friend, librarian,
or clerk at the video rental store can

recommend a book or tape that's on
track for you.

Get help from an expert. Your school,

church, club, or family can help you
find one.

Get help from your friends or family.
fuk these people to brainstorm with
you. Create a lot of possibilities without
judging any of them. Then see if any of
the possibilities actually make sense.

Be your own adviser. Think about what
you would say to someone who came

to you with the same problem. Then
consider applying your own suggestions.

Respect Yourself and Others ',25



Befriend

YourBody
OUR BODY IS YOURS to
care for. It enables you
to do what you want.
People have all kinds of
ideas about what you

should put in it, put on it, and do
with it. You get ro choose. Thke care
of yourself for yourself, nor because
someone else says you should.

luace AovenrtsrNc
'We 

all have powerful messages

coming at us about how our bodies
are supposed to look. Huge businesses

depend on our thinking there is some-
thing wrong with how we look, how
we are built, and even how we smell.

\When you believe that you need
to change something to be attractive
or cool, you are motivated to buy
something. Advertisers will never tell
you, "You are just fine. You dont need
anything to be OK." They spend big
money to convince you that just the
opposite is true.

'126 Learning Pouter

\7e are all familiar with "the
look"- the totally cool, gorgeous
young men and women we see on the
covers of magazines, on the TV soap
operas and on product packages. That
image is not actually achievable! If it
were, we would achieve it and we
would stop spending money on the
next false promise.

DrspenATE Melsunes
No two bodies are alike. Real people
dont look much like the pictures of
people you see in movies or magazines.
The teenage desire to look like the
stars can be so strong that it damages
self-esteem, takes all available money,
and sometimes leads to serious health
problems.

Desperate to look different, some
people take extreme measures; using
steroids to help build muscle; having
plastic surgery to change facial features;
or piercing, scarring, and tattooing
skin. These behaviors come from the
belief that who we are isnt good
enough and that if we do these things
we will be.

In our sociery the pressure to be

thin is intense. Most bodies wouldnt
be healthy if they were as thin as our
cultural ideal.



This ideal is crippling to many

young people. They can no longer see

their bodies for what they are. In their

eyes they look fat, so they diet to the

point of avoiding food almost com-

pletely. This condition, called anorexia

nervosa, affects thousands of people,

including models, movie stars, athletes,

and ordinary people.
Bulemia is another illness that

affects thousands ofteenagers. A
bulemic person binges (eats enormous

quantities of food) and then purges

(makes herself vomi$. These eating

disorders can cause permanent

physical damage or death.

Belurv Is lr rHE Eve
oF THE Bexoloen
Keep in mind that standards of beauty

change. In the sixteenth century, the

most beautiful women were quite large

("fat" by todays standards). In some

cultures the rulers are extremely fat, a

symbol of their importance, their
wealth, and of the fact that they do no

physical work. Nineteenth cenmry

women obtained seventeen-inch waists

by cinching themselves into whalebone

corsets.

People ofall shapes and sizes create

loving relationships, fulfilling careers,

and happy lives. You are unique. Your
"flaws," along with your best features,

make you that way. A big part of
growing up is learning to accePt,

appreciate, and care for the body you

were born with.

En.lov a HealrHY Boov
Poor health is a hassle. People who are

tired, stressed out, or sick may feel

frustrated, unhappy, and that their

lives are out of control. You may want

to make some improvements in Your
health.

First, if you need it, get helP from
a doctor, dentist, or other health pro-

fessional. Make an appointment now.

Second, take care of yourself Eat

well, exercise, and drink lots of water.

Third, get adequate sleep. If you

have trouble getting up in the morn-

ing, that's a pretty good indication that

you need more sleep. If so, experiment

by going to bed thirry to sixry minutes

earlier each night for a week. See for
yourself if the benefits are worth the

time it takes.

Healrx AND THE
Gxarce Pnocess
People who succeed at caring for their

bodies have a knack for succeeding in
general. The same skills that help you

excel at doing homework can help you
master caring for your body. Heret
how the Change Process (see Pages

19-20,125) can help change health

habits-some of the toughest habits

to break.
Roberto, for example, wants to

start exercising regularly. The six

steps of the Change Process can help

him succeed.
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Srr,p 1: Awanputss
Roberto begins by admitting the

truth: He hardly ever exercises.

SrBp 2: RpspoNslsrlny
He could easily say, "I'm jusr nor

cut out for exercise; I'm not the athlet-
ic type." Instead, he chooses to say,
"I'm going to work out at least three
times each week."

Srpp 3: FoRcveNt,ss
Roberto remembers that he has

tried to work out regularly before. He
tells the truth about this, too, and
chooses to rry again.

Srpp 4: CHaNcr
He concludes that exercising didnt

work before because he put it off until
late at night. Robertot new plan is to
work out right after school on
Tiresdays, Thursdays, and Fridays.
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Srpp 5: Pnacrrcp
On Tiresday everything proceeds

according to plan. Roberto jogs home
from school instead of taking the bus.
He does pushups, sit-ups, and chin-
ups. It feels great. He just knows this
exercise plan is going ro work.

On Thursday Roberto hangs out
with friends afrer school a little longer
than usual. He's late for his exercise
appointment, but he still manages ro
jog before dinner.

Friday Roberto forgets his exercise
program and goes to the mall with his
girlfriend after school. Suddenly his
prospects for "abs of steel" aren't look-
ing so bright.

Srpp 6: Far,osacx
This is the point where Roberto

could trash his exercise plan. Instead,
he returns to Step 3 and revises his
plan. He writes his exercise schedule
on a calendar and will highlight each
day that he exercises. He promises to
reward himself with a new compacr
disk after working out regularly for
one month.

This time Roberto's plan works.
Soon het getting feedback from his
calendar, his stronger body, and his
growing CD collection.

@r
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BeTruthtul
EoPLE TELL LIES in order to

hide something they did or

something they are thinking
about doing. Or they may lie

to prevent embarrassment or

other painful feelings. Or they ffy to
avoid having to take responsibiliry.

People often lie to cover up previous

lies. Lying can become aYery destruc-

tive habit.
The saying "\7hat goes around

comes around" is a way of describing

how the world works. tffhen peoPle

lie, they invite certain consequences

into their lives:

Lrans lsolare
TxruselvEs
'When we lie, we cut others off from
the truth about ourselves, and we

deny them the chance to really

know us. That promotes loneliness.

People dont want to hang around

with someone they cant trust.

Lvrnc GonrpucATEs Llre
The more someone lies, the harder

he have to work to keep all the stories

straight. Lying becomes a trap, and

sooner or later things begin to unravel.

Self-confi dence suffers.

Lvruc Deules
Setr-KNowLEDGE
Being untruthful has a negative effect

on a person's sense of self And the

more one lies, the more difficult it is

to know what the truth really is.
\Mhen people believe their own lies,

they become confused by the reactions

of others. They cant understand why
people are leaving them, avoiding

them, or discriminating against them.

At times it can be very hard to tell
the truth. It takes courage to consis-

tently speak and act honestly. But, over

the long term, being truthful will build
friendship, confidence, and self-esteem.

It is a great value to practice.

Respect Yourself and Others 'l 29
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Gain SelF0on[dence
ELF-CONFIDBNCE affects what
you do every day. People with
high self-conftdence are will-
ing to make new friends, take
on challenging projects, and

set goals for the future. Those who
lack confidence do such things less

oftsn-s6rnetimes not at all. Self-
confidence isnt something you are
born with. It is developed over time.

Grve Youn Wono
You can detect self-confidence in the
things people say:

"I always mess up on math tests."
"I'll never be better at writing

than I am right now."
"I cant get the job I really wanr.,,

\When people say such things, their
actions usually follow suit. These state-
menm reveal the way they think, and
this way of thinking rules out any new
options for the future.

\7ords can lead the way into new
thinking and acting. \Watch out for
words like always, net)er, and can't.In
their place, say sometimes, cAn, or could:

"l3O Learning Pouer

"l sometimes mess up on
math tesrs."

"I could be better at writing
than I am now."

"I can get the job I really want."

Acr oN Youn Wono
Ask yourself, "If I really believed
these things, whar would I do?"
If you wanr to get better at writing,
perhaps you could ask an English
teacher for extra help, or practice
writing every day.

The next step is to follow through
by doing those things, even if you
dont think theyll work. \IZhile you're
at it, practice speaking in a way that
helps you change.

It's hard to directly change the way
you feel about yourself Even so, you
can almost always change what you say
and then what you do. As you practice
speaking and acting in new ways, you
will notice the difference in your level
of self-confidence 

-and 
vour life.



Focus or SrIus
Self-confidence and skills are linked.

As people gain skills, they generally

gain self-confidence too.
Most of this book is about helPing

you gain self-confidence. By reading

Learning Power and using The

Learning Power Workbook, you can gain

skills that will make a big difference in

your life. Some of these are study

skills. Others are skills at getting along

with people-listening, speaking,

reaching agreements. Also important
are skills at managing yourself, such as

setting goals and making decisions.

Taxr RespolrslBll.lTY
A big part of growing uP is learning to

separate what you can change from

what you cannot. For instance, you
cannot change your genes. Genes

determine how tall you are, whether

you're male or female, and a host of
other things about you. You can

change how you respond to these

facts. If youre short, you can still play

basketball. If youte female, you can be

a smart, assertive, analytical, outspoken

leader in any career field.
You control the decisions you

make, and you can always change your
mind. The student who feels like faint-
ing before giving a speech can decide

never to speak in front of a class again.

Or he can decide to speak in class

every chance he gets, knowing that

practice will help him gain skills and

self-confidence.

\Mhen we control our decisions

and change what we can, we are taking

responsibility. Gaining self-confidence

is one of the rewards.

Expness AppnEcIATIoN
Your self-confidence can grow when

others appreciate your developing

skills. Almost everyone enjoys hearing
"You did a greatjob" or "I cant wait to

read your next paper."

Appreciation is most meaningful

when it comes naturally. You cant

force others to express sincere apprecia-

tion. However, you can set an example

by expressing your thanks for what
they say and do. This will likely result

in more positive feedback coming
your way.

Respect Yourself and Others 'l 3'l
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I[in Positive Respect
HERE ARE T\flO DIFFERENT

kinds ofrespect. By acting
tough, some people incite
others' fear. They enjoy fear-
ful respect only for as long

as it takes people ro ger away from
them. Positive regard from studenrs,
your parents, and your teachers
requires other approaches.

Do Uuro
Orxens
It's easy to focus
on how other
people disappoint
you-what they
do or fail ro do,
what they say or
forget to say.

Instead of resent-

ing them, set an

example. If you
want to be treated
with courtesy, be

courteous. Ifyou
want others to
listen when you speak, listen when
they speak. Your kindness will find its
way back to you.
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Go ron Wtu.Wrr
Ask for what you want while
making room for what others want.
See Chapter 5 for ideas.

Deuven oN YouR WoRD
First, giue your word by making
promises, reaching agreements, and
stating your plans. Then keep your

word by following
through. -il/hen

others know that
they can count
on you, they will
respect you, and
you'll know that
you can count
on yourself,

i
i,t' 
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I



StopSerual Harassment
Girl:Thanl<s for taking me to
the movie. It was great.

,Bay: No problem. You mean a

lot to me.

Girl: I like you a lot too.

Boy: Cool. (He tries to kiss her.)

Girl:That's nice, but . . . Id like
to go home.

Boy: Forget home. Youre with me

now. (Holds her tighter and tries

to kiss her again.)

Girl: Ouch! Let go. I really need

to go home.

Ba7. Not so fast. I spent a lot of
money on you tonight. You owe

me. The least you can do is kiss me.

This is a clear example of sexual

harassment. In a 1993 studY of
American public schools, two-thirds

of the girls said theyd been sexually

harassed at school. Half of the boys also

reported being sexually harassed. This

harassment took many forms, from
bra-snapping and teasing to grabbing

and forced kissing.

Television may lead us to believe

that sexual harassment is funny. In one

comedy, a teenage character strolls up to

a woman and asks, "\(ould you like to

hear my recipe for a love cocktail?" On
another show, a policewoman shouts at

a man, "Hey, Sugar Buns! Move it
along." Itt no wonder that sexual harass-

ment happens in the hallways, cafeterias,

and locker rooms of our schools.

Students say that when they

experience sexual harassment, it is hard

to concentrate on homework or talk in
class. Some students in the 1993

survey said that sexual harassment made

them wonder if they could ever finish
high school.

People might try to tell you that

sexual harassment is something everyone

does, that it is just part of going to

school. Dont believe it. You have the

right to decide when you want to talk

about sex and how you want to be

touched. There are several things you
can do to protect that right.
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Ser Llrrtrs
Decide what kind of comments
and touching mean sexual harassment
to you.

Speax Up
The first time someone goes beyond
your limits, tell them loud and clear.

You can even put your comments in
writing: 'Julie, please quit trying to
hug me in front of all your friends in
the lunchroom. It reallv bothers me."

Reponr lr
If someone keeps bothering you after
you have clearly told them ro stop,
report it to a teacher or administrator.

EnroncE RULEs
Find out if your school has a policy on
sexual harassment. It should define
exactly what sexual harassmenr is and
provide tough penalties, including
fines and suspension. If not, contacr
the parent-teacher group and ask them
to develop one.
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Dou'r Jolru ln
tWhen you see sexual harassment hap-
pening, refuse to be part of it. Stand
with the person being harassed and
look at the person who is doing it.
Speak your objection.

Reruse ro
Maxe Excuses
Comments like "Boys will be boys"
or "She always acts like that in front
of her friends" dont cut it. You
should never have to pur up with
sexual harassment.



ManageTotloHHnotions
MAGINE A \7ORLD where PeoPle
feel no emotions. They attend

weddings, funerals, graduations,

and parties without feeling a

thing. That world would be as

exciting as a bowl of day-old oatmeal.

\7e can be thankful that we dont
inhabit such a world. Feelings are the

spice of life. And sometimes life gets a

litrle too spicy. Emotions can be so

strong and unpleasant that we feel a

loss of control.
It's normal to feel sad, angry or

afraid at dmes. But when strong nega-

tive feelings stick around for months

or years, it is hard to carry out the

tasks of daily life. \7e might need help

from a professional counselor or psy-

chologist. You can handle difficult
feelings before they become a

serious problem by following
these suggestions.

Accepr Youn Feeuncs
Emotions are like weather. They are

changeable and unpredictable. Moods

come and go, often for no aPparent

reason. If you're having a feeling you

dont like, just wait. It will likely pass.

A new feeling will take its place, even

if you do nothing.
Feelings are tough to control.

Few of us can summon up emotional

feelings on command. Imagine that a

friend walla up to you and says, "You

have two more minutes to feel sad.

Then I want you to feel haPPy. Start

now, and I'll time you." Most of us

would have a hard time complying'
You dont have to apologize for

your feelings. They are not good or

bad, moral or immoral. They are just

feelings. Instead of trying to fix the

feelings, you can simply accePt them.

Our feelings are beyond our direct

control. However, we can influence

them indirectly by using the next

three strategies.
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Talx ro YouRsELF
rN A New Wnv
People who often feel sad, angry or
afraid usually talk in ways that keep

them trapped:

"I always get sick during
finals week."

"She has no right to acr thar way."
"Things just cant turn our

like this."
"I dont wanr to do this, but I

have to."
"You can forget about trylng

to change me."

lJg Learning Pouer

There are some irrational beliefs
underlying the previous statemenrs:

"One time I got really sick during
finals week, so I know I'll always
get sick during finals week."

"People should always act the
way I want them to."

"Events should aiways rurn out
as I expect."

"\7hat choice do I have? I have
to do what others say."

"I cant change."

Thinl< about these beliefs. Most
of them are self-defearing. Notice
that they contain words such as

alruays, canlt, and haue to. Listen for
these kinds of sratements in your
own speaking. \ffrite out the under-
lying beliefs and think about them.
Do these beliefs serve you? Do they
bring you closer ro your goals, or do
they make you happier?

As a related experiment, change
your speaking. Change canT to could;
haue to to ultnt to; alruays to sometimes.

Then see if your acrions fit wirh
your new speaking. The results might
surprise you.



Talx ro SouEoNE Er-se
Emotions can get stronger when we

bottle them up or try to force ourselves

not to feel them. There's a saying,
"\flhat we resist, persists." That is,

the more we try to push away an

unpleasant feeling, the more it
pushes back.

Find a friend who is willing to
listen. Sometimes it pays to ask a

professional listener, such as a

counselor or minister, for help.

Taxe Acrron
Emotion is motion. If you want to

feel dlfferently, then moue dlffereniy.
Even the simplest x61l6n5-vTalking
or jogging, calling a friend, taking
a nap-can shift our feelings in
profound ways.

It is very powerful to realize that
you can have your emotions without
your emotions having you. You can

feel a whole range of feelings, no mat-
ter how unpleasant, without acting on
them. You dont have to be a prisoner
of your feelings.

Acting on your emotions or not
acting on them are choices you can

make. Even when you feel lazy, you
can sdll ch.oose to do homework.
When you feel like sleeping, you still
have the ability to get out of bed.
\Mhen you are depressed, you can still
make your bed, take out the garbage,

and bake cookies. You can say "I love

you" even when you are mad at some-

one. You can walk on stage even when
you feel stage fright.
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Hnploythe

Social Graces
Et drloNsHrps are built slowly
over time and are cemented
by hundreds of acts of simple
courtesy. Social graces never
go out of style.

Contrary to an old slogan, nice
people do finish first. Observe the
people you admire most. Chances are,
they are polite and courreous.

Practicing social etiquette costs
little and has big benefits. Everyday
courtesy paves the way for resolving
bigger conflicts later on. Besides, when
youie polite, your friends (and even
their parents) are more likely to invite
you back!

Humble words and phrases carry
profound meaning. Please admits our
need for help and the support of others.
Thank you acknowledges the skills and
resources freely given by others. Yes, sir,
No, ma'am, and similar phrases commu-
nicate respect.

In addition to these kind words,
consider the following ideas.

ResporuD To Reouesrs
'When we leave questions unanswered
or ignore requests, we might send an
unwanted message: "I dont consider
you or your needs to be important.
"Responding to another person's
request says, "I value you."
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Ornens Mav'rDo
Gounresvt' DITFERENTLv
Be sensitive to the customs of different
culures. \Mhat seems courteous to you
might seem odd, funny, or even rude to
someone from another race or ethnic
group. It makes sense to find out the
customs of other people in advance.
If a situation has turned uncomfortable,
ask, "Did I say something to offend you?
Do you want me to do something
differently?"

Orren Help
Each day presenrs dozens of
opportunities to help others. You can
hold open doors, smile, greet people,
introduce yourself, and listen with
attention. These acts can be fun to
do, and they make the world a more
pleasant place.

Be KlxD To All
It may be easier to be kind to a specid
friend than to other people. Experiment
with being pleasant, courteous, and
helpful to your parents, your brothers
and sisters, your teachers, everybody.
See what a difference it can make.



DefuseDepression
OU MAY FIAVE HEARD SOInC-

one who's depressed say,

"I was so down that I just

couldnt do anything."
Tryi"g to take action when

you're depressed can feel like running
through waist-deep mud.

Sometimes we can tie dePression

to a certain event, such as a death.

At other times, we dont have a specific

reason for feeling sad; it just happens.

Emotions that go up and down are

part of being human. Short periods

of having the blues are normal.
\When you feel depressed,

see "Manage Tough Emotions" on
pages 135-37. Also consider the
ideas that follow.

Allow FoR
Mooo Swlncs
Feelings are chemistry. During the teen

years, your body chemistry undergoes

big changes. Endocrine glands release

hormones that help you grow and

develop into an adult. Along with
these new hormones come mood
swings. They are normal, and they
will pass.

RenrreilrsEn THE GucxEs
Many sayings about sad feelings are

overused clichds. But they are true and

useful. For example, "Into each life
some rain must fall" reminds us that
everyone suffers. "\7hen life gives you
lemons, make lemonade" says that we

can choose how to respond to every

experience. "fhke it easy'' reminds us

to be gentle with ourselves and that
scolding ourselves for feeling depressed

is offtrack.
"This too shafl pass" tells us that

feelings are like waves-they rise, fall,

and pass away. Knowing this can be

freeing. Painful feelings will fade with
time, and feelings of pleasure will wash

over us again. Instead of trying to
control the waves, we can ride them.
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Ger Movrnc
Tiy this experiment the next time
you feel low. Stand up straight. Thke
five deep breaths. Go outside and walk
briskly, jog, or run. Smile to yourself
or at someone else. Notice what
happens to your depressed feelings.

This technique is no substitute
for solving problems or handling
responsibilities. However, it can help
you through emotional rough spors.

Be TxeRE FoR Ornens
tVhen talking to someone else who's
depressed, avoid trying to cheer him
up. Also, avoid arguing with him or
saying, "I know just how you feel."
Those tactics can backfire, leading to a
response such as "No, you don'tknow
how I feel." Just ger across the simple
message that you care and are willing
to help.

This strategy has a side benefit.
-When you're feeling depressed, focus-
ing your attention on someone else

could give you a real lift.

Tnlx Aeour lr
Negative feelings can worsen when
they remain inside us. The simple
act of sharing your feelings with a
sympathetic listener can bring relief
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Wnrre A LETTER
TO YOURSELF
\Writing about your feelings can heal

them, much like talking about them
can. \Mrite about your feelings in a
journal, and you might gain new
insights.

Over time you may see patterns
and begin to understand what triggers
your depression.

If you are having problems with
someone, but you cant talk to them
about it, write a lemer about how you
are feeling. Dont mail the letter when
you're finished. Just the act of writing
may help release the feelings and lead
to healing.

Grve a Grrr
Counter depression with an act of
gratitude. til/hen you're sad, buy or
make a gift for a friend and deliver it
in person. Or perform a simple act
of service, such as picking up trash in
the street or washing the kitchen floor.
Simple acts like these can pick up
your spirits.



Flce Feelrncs
Wxene You Ane
Some people run away from home or
school when they're depressed. Many
times the old problems still exist in a
new place. There is a saying that
demonstrates the folly of these escapes:
t'\7lrerever you go, there you are."

\Mhen we accept our feelings, talk
them over with someone, and do
something constructive, we are more
likely to move through depression.

These things may not be easy, but
they work.

Frno Oxr Gooo Txlnc
A funny thing happens to our thinking
when we feel depressed. \7e tend to
dwell on the negative. A simple shift
in attention can change that. \X/hen

you're sad, look for one thing in your
life that you're thankful for-a piece of
music, a friend, a pleasant experience,

anything. Talk about this one thing
for a while or write about it in detail.

Ser A TIME Llulr
One way to let feelings run their
course is to give them full rein for a

while. Set a time limit for feeling
depressed. Say to yourself "I'll give
myself permission to feel really bad for
another twenty-four hours. Then I m
going to get busy and make room for
other feelings."

Holo A PrrY Panrv
Throw 

^"pity 
party' for yourself.

\ffatch sad movies. Bring Kleenex.
Invite friends to be bummed out with
you. (Dont be surprised or disappoint-
ed if your depression ends before the
parry does.)

Plar FoR Gxance
Sometimes depression is a sign that
we have problems that need to be

handled. You might notice that certain
situations trigger your depression.

If so, plan how to change them.

Asx FoR Help
Depression can be a serious condition,
especially when it lasts a while. If you
feel depressed for longer periods than
usual, get help. Talk to someone your
age or to a parent, teacher, clergy, or
counselor-anyone you trust. If no
one is around, look up the number for
a crisis hotline in the phone book and
call. It could be the most important
call you make.
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BeArerrto Suicide Talk
OU DON'T fmVt to be

"crazt/' to think about
killing yourself Many people
consider suicide at some

point in their lives. tlking
about it can help prevent it. Do your
friends a favor and bring the subject
out in the open.

Be alert to the possibility of
suicide among students you know.
Most people give clues when they
are considering suicide. Some say it
directly. Others hint through offhand
comments: "I just dont feel like
living any more" or "I cant go on for
much longer."

\7atch for changes in behavior-
withdrawal from social activities,
sudden mood swings, inactiviry giving
possessions away, or loss of interest in
school and friends. \W{hen someone is

suddenly very calm, even happy, after
severe depression, it may indicate that
she has chosen suicide. AIso, if she has

told you she has a plan, and what the
plan is, take her at her word.

People who seriously consider
killing themselves see suicide as the
only solution to painful feelings.

They often feel isolated and desperate.
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tVhen someone tries to end his

life, he is likely to make another
attempt. Attempting suicide isnt
something he will try once and get
out of his system. If you're around
someone who is a suicide risk, listen
actively. Talk calmly and directly
about his suicidal thoughts. Ask him
to wait a while before making a
decision. Some key things to say are;

"This hard time will pass."
"You can survive these

painful feelings."
"There are other options."
"You arent alone."
"Help is nearby."

Most importantly get an adult
involved, even if you've been sworn
to secrecy. Tell her that you know
someone who is talking about suicide.
Listen to suicide talk and take it
seriously. For more help, look in the
phone book or dial the operator and
ask for a crisis counseling or suicide
hotline.
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htlearAbout

Alcohol

themicals
UMAN BEINGS have always

had the desire to alter their
body chemistry. It's strange

that we would want to do
this artificially. \7e have a

'pharmary within'-a rich supply of
chemicals that produce pleasure or
block pain.

Your body makes a form of pain
killer that is 200 to 2,000 times more
potent than injectable morphine.
\Vhen youte excited, a powerful drug
called adrenaline floods your body and
gives you energy. Exercise unleashes

other chemicals -cndorphins-
that help produce "runner's high."

Dnucs Have
a Wav wrrH
People
Drugs that cause

feelings of pleasure

or that change people's

moods fit roughly into
three groups: downers,

as alcohol and

izers; uppers,
cocaine and

amphetamines; and
psychedelics, such

as LSD.
Alcohol, tobacco, marijua-

na, cocaine, morphine, heroin, LSD,
and other chemicals can cause severe

damage to people and their families.
-When people are drunk, high, or
stoned, they are chemically impaired.
They can get hurt because they trip
and fall, burn themselves, have car

wrecks, get into fights, are sexually
attacked, or are beaten up and robbed.

Many chemicals are also dangerous
because they are addictive. \il/hen peo-
ple take them for a while, they are

hooked. \Mhen they decide to stop
using, they can't. The drug has taken
over their abiliry to choose. It takes

control of their bodies and their
money. Some drugs, crack cocaine,

for instance, are so addictive that a
user will begin to crave them as soon
as they get over their first high.
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Marijuana has powerful effects on
concentration and short-term memory.

Focusing on school, homework, or
even conversations can be impossible.

You dont have to be a back-alley

addict or a sleeping-on-the-sidewalk
drunk to be in trouble with drugs.
Drinking and drugging have special

consequences for teenagers. You could
get arrested or worse) depending on
the substance.

Plv Arrenrlon
Often people who use drugs dont see

what they're doing. It seems like fun,
and "everyone else is doing it." One

path to stopping the cycle of abuse and

addiction is simply to stay alert and

observe yourself carefully.

Tell rHE Tnurx
People who have the most serious drug
problems are usually the last ones to

Errecrs Gar
Be PenMANENT
The human brain continues develop-
ing until age twenty-one, and the use

of controlled substances can affect its

growth and maturation. Teenagers

who use drugs risk having permanent
problems. Alcohol abuse can physically
damage the brain and major organ

systems. Binge drinking-having
several beers or drinks one right
after another-will at least make a

person sick. It can also cause alcohol
poisoning and death.

Pregnant women who drink
alcohol can do great harm to their
unborn babies. The mental and
physical damage that results is called
fetal alcohol syndrome (FAS).

admit it. They have excuse after excuse

for their behavior: "I'11 stop drinking
when my father stops bugging me."
"Teachers get me uptight. I need to
smoke a joint to unwind." "Everybody

experiments with drugs a little."
It's funny how reasonable this

sounds. The user shifts the blame

to everyone and everything outside

himself,
If alcohol or other drugs are creat-

ing problems in your life, you can end

those problems forever: Tell the truth.
Admit that your use is getting in the
way. \flhen you tell the truth, you
begin the process of changing your
habit.

Asx FoR Help
\flhen you admit that you have been

defeated by a chemical, you are free to
ask for help. There are many sources of
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help-friends, parents, teachers, clergy,

school counselors, treatment programs,
anonymous groups, and more. \X4ren

you surrender, you win. Admitting
that you cant handle the problem
alone makes room for other people

to assist.

Loox Our FoR Youn
Fnreros AND Faurlv
You may know people who are in
trouble with alcohol or some other
chemical. Saying something to them
about it can be tricky. You might fear

losing a friend or getting put down.
If the person in trouble is a parent or
another adult, you might be afraid
of getting punished or even hurt.
However, looking out for each other
is worth it. \Me are all in this life
together.

Think carefully about what
you-ll say to an addicted person.
Your message can have more impact if
you follow some of these suggestions:

Choose a time when the other
person is feeling some regret oYer

chemical use.

Say only what you observe. For
example, "Yesterday I smelled
alcohol on your breath. I also saw

you sleeping in French class."

Show that you care. Avoid judgment.

Don't try to lecture, shame, or scare

the other person into changing.

State your concern and ask the other
person to take the next step: "I'm
worried about you. Your drinking is

hurting our friendship. Please get
help now." If you're worried about
your physical safery after saying this,
dont be alone with the person.

Suggest sources ofhelp. Your school
may have a drug abuse program.
Almost every school has a counselor
or caring teacher who can help.

Give it time. Dont be surprised if
the other person walls away from
you, denies the problem, or gets

angry at you. Expect it. Allow time
for your message to sink in. It may
take several attempts.

Leave it alone for a while. Youve
done what you can do. Now itt up
to the other person to change. In the
meantime, take care of yourself.

Get support. Share your experiences

with others in similar situations and
listen to their stories. It can really
help. Ask a school counselor about
this kind of support group.
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Deal wrrH Peen
Pnessune
Friends who smoke or drink or use

other drugs want company. They need

to convince themselves that using
chemicals is really OK. If you do it

too, they might
feel better.

You dont
owe anyone
this favor,

even if
you afe

made fun
offor say-

ing "no." You

can turn down
the drug without

passing judgment on the other person.
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Here are some statements you
might hear and what you can say back:

"Oh come on, tltis stuffreally feels good."

"Yeah, and I know what I'll feel like
tomorrow."

'Adults do this stuffallthe time,

why can't we?"

"I can wait until I'm older to decide."

"Drinking is so cool."

"I saw someone pass out in his

own puke. Cool, huh!"

"Eueryone does it. It doesn't lturt them."

"How do you know?"

"MAn, )/ou dre really uptight!"

"fught now you sound kind of
uptight yourself."

"This stuffisnb all that expensiue."

"Itt more than i can afford.
Besides, I dont have to spend

money to have agreat time."



I'orffiPcal
NanroNan You:rrr
Crusrs HorlrNp,
A 24-hour phone line that provides help,
information and referrals for any issue.

l-800-HrT HoME (448-4663)

TpnN Horr-rNp,
This phone line is staffed by adults and
teens from 12 noon to 12 midnight,
Central Standard Time. Call to talk about
any problem or just to talk.

r-800-522-8336

N,q:rtoNan RUN
A.way SwrrcHBoARD
This 24-hour hotline is for children and
teenagers who may be thinking about
running away, as well as for those who
are already on the street. Callers can be
assisted to find help, a shelter, send a mes-
sage home, or connect a phone call home.
(Turs rs ALSo A SurcroE PrcvrrvrroN Horr-ruE.)

1-800-621-4000

Al-AxoN aNo Ar-a-TeEN
A support group for people who have a
family member or friend with a drug or
alcohol problem. Call this number to
find a meeting in your area.

r-800-356-9996

Narroxer Cr-naruxcnousE FoR

fucoHor- AND DRUG INroRuarrox
Call to receive wrimen information on
drugs and alcohol.

l-800-sAY No To (729-5586)

Arconol Aeuse
AND DRUC HOTI-INP
This phone line is staffed 24-hours,
providing help, information, and referrals.

1 -8 oo-ALCO IHOL (25 2- 6455)

CeNrpn poR DrspesE CoNrRol
NanroNar AIDS Horuisr,
Call this number 24 hours a day to
get help, information, and referrals.

r-Boo-342-ArDS (2437)

1 -800-344-7432 (Spanish speaking,
8 AM - 2 AM Easrern tirne)

t-800-243-7889 (TTY, 10 AM -
10 PM Eastern time)

CEN"t-En ron DrsEase CoNt-Ror-
NertoNal STD (Sexuarrv
TneNsHarrrp,o DrsEases) HorlrNe
Call this number 24 hoLLrs a day to get

help, information, and referrals.

l -800 -227 -8922 (Mo nday-Friday,
B AM - 11 PM, Eastern time)

Avp,rucaN ANonexa/
Bulrvra Assocranrox
This organization provides help
and referrals for anyone with an

eating disorder.

l -212-501 -835 1 (Monday-Friday,
9 AM - 5 PM, Eastern time)
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ItrritefortheJoyotlt
HIS cHAPTER is about
writing more effectively
and quickly and with more
pleasure. It might be a term
paper, an answer to an essay

question, or a homework assignment.
It might be writing an essay, a letter
to a friend, or an entry in your diary.
tMhatever your purpose, you can use

the tips in this chapter to produce

better writing, in less time.
If writing isn't one of your favorite

things, consider the choice you have

right now. You could decide just to go

through the motions and get through
this chapter without really working at
it. If you do, your feelings about writ-
ing will stay the same as they are now
But, if you really commit to practicing
a new approach, you could totally
change your experience of writing.

This chapter presents a complete
writing process that you can use as is,

or modify to suit yourself. Even if you
do create your own process, start with
the one explained in this chapter.

It may show you some new methods.
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You may be wondering just how
much time and energy this will take.

Here's the answer: To learn the new
process, write one 250-word essay.

That's just two handwritten pages or
one typed page. Invest three hours in
this effort, using the simple instruc-
tions in this chapter, and you could
save much more than that on your
very next writing assignment.

The writing process can be

broken down into six easy steps:

1. Plan

2. Brainstorm
3. Organrze
4. Pick a topic
5. Draft
6. Revise and edit



PlanYourPaper
REAI PAPERS START with a
plan, the first step in our
writing process. In planning
an essay) you specify:

Topic
Purpose

Audience
Specific requirements

TOPIC-Depending upon your
teacher, the topic may be assigned

or it may be your choice.

PURPOSE-\fhen it comes to
writing, you can have more than
one purpose. Your first purpose
may be to get a good grade. A second

purpose might be to create a qualiry
essay. Other purposes might be to:

Inform readers

Interest readers in something new
Change your readers' minds

about an issue

Persuade readers to take
some action

Amuse or entertain your readers

Here are some examples:
tMhen writing a lab report for biology,
you might want to inform readers

about your observations. In American

government class, you may write to
convince lawmakers to increase

taxes so there will be more money
for schools.

In a book report, your first purpose
might be to inform readers about the
main ideas in a particular book, and
your secondary purpose might be to
amuse your readers and convince them
to read the book.

AUDIENCE-Your audience can

include your teacher or anyone else

who may have an interest in your
subject.

S PECIFIC REQUIREMENT-You
may be asked to write a paper of a
certain length, either by page count or
number of words. It may be necessary

to follow certain rules of sryle, such as

how sources are identified. You may
be required to submit your paper in
type-written form.
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Brainstormldeas
NCE YOU HA\G DONE your
planning, brainstorming is

a powerful way to overcome
procrastination, untangle
confusion, and figure out

what you want to say. Brainstorming
works best when you just let your
mind roam. \Write down whatever
comes to you. There's no need to
evaluate your thoughts.

Kev Wonos
One way to brainstorm is to think of
Key\7ords. A key word describes a

main idea or thought. Here are some

techniques to get you started:

1. Write the topic of your essay at
the top of a blank sheet of paper.

2. Relax. Get comfortable. Close
your eyes or look out the window.
Thke a few deep breaths and let the
tension in your muscles melt away.
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3. Create an image in your mind
that relates to your topic. \Write

down any word or phrase that
describes the image. As the next
thought or image comes to mind,
write words that describe it.
Continue jotting down these Key
\7ords, describing people, places,

things, and ideas you might
include in your essay.

A list of Key \Words brainstormed
for an essay on the topic of "My
Summer Vacation" might look
like this:

My Summer Vacation (Key \Word$

worked
water-skiing
northern Minnesota
resort

swimming
cleaned cabins
made donuts
lakes

waited tables

slalom
fishing
ten-pound walleye
camping
movies
mosquitoes



Kev SerurencEs
Once you have your Key'Words listed,

you can create Key Sentengs5. These
fill in details about the Key -Words you
brainstormed. This is not a first draft
of your paper. It is .iust a list of sen-

tences covering the main ideas for
your essay.

\7rite out your Key Sentences

quickly, in any order. Dont worry
about spelling, punctuation, or
grammar. Incomplete sentences and

phrases are OK for now. tffhen you've

captured a particular idea in a single

Key Sentence, move on to a new one.

Keep generating Key Sentences

until you've covered the points and
ideas suggested by your Key \Mords.

Depending upon the length of the
composition, that might be five to
fifteen sentences. You might want to
check off each Key \Word as you use

it in a Key Sentence. Also, cross out
Key \Words for any ideas or facts that
you decide to leave out.

Following are Key Sentences to
go with the Key \Words about "My
Summer Vacation." Note that the
sentences were not written in anv

special order.

My Summer Vacation
(Key Sentences)

I worked at a resort in northern
Minnesota.

Cleaning cabins and waiting tables

was more fun than I thought.

I helped make the doughnuts in
the morning.

I went water-skiing a lot.

The resort is on a big lake.

The mosquitoes were terrible.

I went camping and fishing with
my friends.

I saw a lot of movies at the dollar
theater.

I learned how to slalom ski.

I caught a ten-pound walleye.
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OrUanize
RGANIZING INVOLVES

clustering or grouping your
ideas and putting them in an

order or sequence. List your
Key \ilZords as before, then

gather them into clusters related to
the same topic.

Suppose you want to write an essay

about the airlines. Your list of Key
\Words could include:

airlines
flight attendant service

expansion plans

waiting lines

airline food
airport parking
late departures
small seats

noisy planes

too many planes

regional airports
buses to airport

Cluster the Key tWords

around topics like this:

Topic: airport problems
Keyrvords: waiting line

airport parking
noisy planes

too many planes
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Topic: solutions
Keywords: exPansion Plans

regional airports
buses to airport

Topic: in-flight problems
Keywords: airline food- 

late departures

small seats

Each cluster of words would then
form one section of the essay. Number
the clusters in a logical order, and

guess what-you're organized.
Another way to organize your

writing is to use Key Sentences. Decide
which idea comes first, which comes

second, and so on. Then put a number
next to each sentence.

\Mhen youre finished numbering,
read the Key Sentences in order and

decide whether this arrangement
makes sense. If not, cross out the
numbers and change the order.
Ordering is a left-brain process that
involves numbers and logic.

Although there are many ways of
ordering information, the following
approaches can be useful.



1. CHnoNoLocrcAL Onoon
Describe events in the time sequence

in which they occurred. Novels, plays,

short stories, and history books are

often organized this way.

2. LocntoN oR PosrrtoN
Describe things based on their location

or the order in which you encounter
them. In a book report, for example,

you might write about each of the

chapters in the order they occurred in
the book. In a paper on astronomy,

you could discuss the planets in order

of their distance from the sun.

3. INrnooucroN,
DBscnrprox/ANarvsn,
CoxcrusroN
Start by introducing an issue or posing
a problem to solve. Then analyze the

issue, discussing the facts and ideas

involved. Finally, recommend a

course of action or draw a conclusion.
Sometimes your recommendations
or conclusions are stated in the

introduction.

4. OvEnvrEW MAJoR FACrs,

Mrxon Facrs
To communicate a series of facts or
ideas, arrange the items in order of
importance. On the topic of drinking
and driving, for instance, you might
organize the facts like this:

Car crashes involving a drunk
person kill many thousands of
people in the U.S. each year.

Drinking impairs judgment,
motor functions, and vision.

Alcohol awareness and driver edu-

cation programs are helping reduce

incidents of drunk driving.

Most states consider a 0.10%
blood alcohol level to be evidence

of intoxication.
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PickaTm
HEN IT's rIME to choose a

topic for an essay, this list
can be a starting place.

These items are only
general ideas. Use brain-

storming to turn one of them into a
more specific topic for your writing.

Something I Feel Hrppy About
(or Sad, Fearful, or Angry About)

\Mhat My Father (or Mother,
Sister, Brother, Grandfather,
Grandmother)Thught Me

The Job I Have (or Had)

One of My Goals

A Conflict in My Life

An Experience That Thught Me
Something

A Holiday Celebration at My
Home

My Bedroom

lgg Learning Pouer

My Favorite: Food, Clothes, Sport,
Movie, TV Show, Book, Magazine,
Teacher, Memory Music Group

My Pet

A Unique Person I Know

A Special Gift

Something I: \7ant ro Learn,
Have Been Putting Ofi Am Proud
Of Am Good At

If I Had $5,000 to Spend
As I \X/ant

\Mhat I \Want to Be tVhen

I Grow Up

An Issue That I Feel Strongly
About

A Problem in America

Answering Machines

Fashion

Hairsryles

UFOK

Smoking



Draft
Iter planning, brainstorm-
ing, and organizing, you're
ready for your first draft
A first draft is a first writing
of a composition. As you

write, aim to include everything that
is consistent with your plan-the
facts and figures, dates and times,

recommendations and conclusions.
Drafting is a right-brain task.

Do it quickly-as quickly as you can

write. Ignore the rules of grammar,
spelling, punctuation, and capitaliza-
tion. Just get the words down, then
get it right. By saving the editing for
later, you can produce better work in
less time

Xxercise
Plan, brainstorm, organize, and drafi

an essa)/ of about 250 words. You may

pick any topic. In order to focus on the

new writing prncess, it is probably best

to choose some familiar topic.

Usr PnoornneoERs' MARKS
\Mhen editing you can save time by using

special symbols called proofreadert marks.

These symbols are used by editors, teachers,

and secretaries to quickly indicate text changes.

Study the chart of proofreadert marks for
a few minutes to see what they mean. There are

editing exercises in The Learning Power Worhbook

in which you practice using proofreadert marks.
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Margin Mark

dlor-)-orT

ste't

Meaning and Text Marking

Ee#(take out)

cto@up

Leave as p*r*ualOfl"n matter has
been croilb'd oiit by mistake)

Change to espilal letterscoPs

h /
Change capitals to/ower case/

4 Insert (or substitute) comma

O Insert (or substitute) period
+

+ InsertYspace

tf rranspose@gg

] t Center

fl Begin new paragraph

n (caret mark) Insert matter indicated in margin

g 'U Insert double quotes

J Insert apostrophe or single quote



ReviseandEdit
LMosr No oNE produces
finished copy on the first
try. Professional writers
usually write a rough
draft and then revise it and

edit it several times. \Mhen editing,4
Farewell to Arms, Hemingway rewrore
the ending 39 times.

In this book the words reuise and
edit stand for two separare steps in the
overall editing of a rough draft.
Revising means checking the content
and sequence of your writing. At this
step you add, delete, and rearrange
sentences and paragraphs.

\Mhen you are satisfied with
your revisions, you edit, checking for
grammar, spelling, and style, sentence
by sentence and word by word.
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R=vrse
To revise a draft, read it while paylng
attention to:

Sequence

Completeness
Accuracy
Logic

If possible, ask someone else

to read your work and give you
comments. Remind them to ignore
grammar and spelling. This is still a
draft and has not been edited. You
may also find it helpful to read it
aloud to yourself or into a rape
recorder.

If you find any problems, fix
them. Some options are rol

Add sentences and paragraphs
that present material omitted in
the draft

Delete sentences and paragraphs
that are unnecessary or repetitious

Rearrange sentences or paragraphs
to make the order more logical or
interesting



i

!flhen you revise, do not recopy

the draft. Use proofreaders' marls
to indicate additions, deletions, and

any rearrangements of sentences and

paragraphs.

After you have revised your draft,
read it again. Make any additional
revisions you find necessary.

Xxercise
Ask two people to read your drafi and

giue you uerbal czmments. Thke notes

on wltat they say. Make appropriate

changes, such as adding, deleting, or

rearranging sentences and paragrap hs.

Do not recopy the essay; use proofread-

ers'marks instead. DonT uorry about

editingfor spelling grammar, or style

during the reuising Process.
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Eorr
Here are four common rules
for editing:

Usp, covpLETE sENTENCES

Dprnrp, UNNECESSARY woRDS
Cuucx sPELLTNGS AND

MEANINGS OF WORDS

CHncx GRAMMAR, PUNCTUA-

TION/ AND CAPITALIZATION

1. UsB Covpr-p,rr, SBNrBNcns
The first editing srraregy is to make
sure that every sentence is complete.
A complete sentence has at least one
subject, one verb, and expresses a

complete thought.
In some sentences, however, the

subject or verb may be omitted. This
is grammatically OK, as long as the
omitted word is understood. For
example, in commands or requests,
the word you is frequently omitted.
For example:

"Tell me what time it is, please."

Here the subject-you-is
understood. The sentence means:

"You tell me what time it
is, please."
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1.

2.
3.

Xxercise
Examine your reuised drafi senteruce

by sentence. Is euery sentence complete?

If you find one thafs not, edit to

mahe it a complete sentence.

Ue proofreaders'marks.
4.



2. DBTETB U\D.TEcEssaRY WoRns
Your written work will be clearer if
your sentences arent loaded with
extra words. Some teachers prefer

long sentences; others suggest you

keep them short. Teachers almost

always disapprove of words that
dont add to the meaning.

To find and delete unnecessary

words, edit sentence by sentence.

First, read a sentence to find out
what it says. Then strike out as

many words as possible without
losing any meaning:

History is usually thought of as a

record of what has haPPened in
the past.

After deleting some words, we have:

History is usually thought of as

a record of the past.

This rewrite above means the

same as the original, but it is shorter

and clearer. Both sentences are gram-
matically correct. However, meaning

gets lost if you delete too many words:

History is the past.

Xxercise
Edit your drrfi by

de leting unnecessaryt words.
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3. Cnpcr SpnllrNcs
RNo MpaNTNGS oF Wonos
Accurate spelling is essential when
writing magazines and books, business
reports and letters, and assignments in
schools and colleges. Vhether or not
you agree, people will judge your
spelling against accepted standards.

Using words properly is as impor-
tant as spelling. Sometimes we misuse
a word because we mistake its mean-
ing. At other times, we mistake one
word for another that sounds similar.
For example, these pairs of words are
often confused:

affect I effect
then / than
their / theyre
yow I youte
to / too
stationery / stationary

In the above list, all the words are
spelled corectly; even a spell check
program on a computer wont find
these errors. So watch out for word
meaning, and keep an eye out for
slang. Use slang only when writing
dialogue. Slang includes words such as:

aint
cool
dis or dissed
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Xxercise
Ue your partially edited usay for this

exercise. Ifyu are using a computer,

spell check your essay first. Then, with

or without a com?uter, examine eaclt

word in your essdy. Ifyou are uncertain

of a word's meaning or spelling chech it
in your dictionary. Make any necessary

corrections.

CVZ

dude
crib

Q-

Q-



4. Curcx GRAtvlv.tR,

PuNcruartoN, AND

Caprrer,zartoN
Some of thegrammar we use in
everyday speech is not used in writing.
Our own sense of what is or is not
acceptable may not always be correct.

For that reason, using a reference book
to check grammar, punctuation, and
capitalization is essential.

Professional editors commonly
use grammar and sryle references and

dictionaries as they work. The rest of
us can benefit from doing the same.

Two excellent grammar references

are available in paperback for around

$5 : lVrite Right, by Jan Vanolia,
published by Ten Speed Press; and

Elements of Style, by Strunk and'White,
published by Macmillan.

lxercise
Examine the grammar and

punctuation of each sentence in your

essay. Ifyoufind any errors, correct

them. Ifyou are uncertuin about

anything consub a grarnrndr reference

or lour teacher.
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Revisit the lYriting Process

Plar.t
Topic
Purpose

Audience
Specific requirements

BnarnrsroRM
Jot down Key \Words

Onclruze
Jot down Key Sentences or

cluster Key \Words

Number Key Sentences or clusters

in logical order

Chronological order

Location or Position

Introduction,
description/analysis,
conclusion

Overview; major facts,

minor facts

164 Learning Pouter

Prcx a Toptc

Dnarr

Revrse AND Eolr
Use complete sentences

Delete unnecessary words

Check spellings and meanings

of words

Check grammar) punctuadon,

and capitalization



UsinUthe

Itrriflng

hocess

During Tests

ACED \)NTH A TIME LIMIT,

many students are tempted
to dive into essay tests

without a plan. They crank
out words like mad, afraid

to reread their answers, hoping they
will somehow sound OK in the end.

Use the writing process explained
in this chapter ro save time and to help
you record your thinking in a first-
class way.

Essay test questions reveal the topic
you are to write about and give you
hints for defining your purpose. Look
for Key \Mords such as:

define
identif,
list
describe
discuss

review
summarize
outline
compare
contrast
analyze
demonstrate
show
support
crtttcize

ASSCSS

comment
evaluate

Once you're clear about your topic
and purpose, brainstorm as many ideas

as you can. lJse Key \Words and Key
Sentences or clustering to organize the
ideas. If you run out of time, having
just the Key Sentences written down
may get you partial credit.

After you finish writing your
answer, read it over and correct any
mistakes. Use a pen or pencil that
writes clearly, and practice your best
penmanship.
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Hrsau* BOth sides orYour Bfain
HE HUMAN BRArN is divided
into nvo hemispheres, right
and left. The two halves

rypically work together.

Still, some tasks tend to be

right-brain tasks and others left-brain
tasks. The writing process involves both
sides of your brain. Right-brain tasks are

more creative and intuitive. Left-brain
tasks are more logical and analytical.

These brain functions may be

reversed or mixed in a small percentage

of people. In general:

A person with a blood clot in the
left hemisphere will have paralysis

of the right arm and leg and

difficulty speaking.

A person with a blood clot in the
right hemisphere will have paralysis

of the left arm and leg, but generally
no difficulry with speech.

Some steps in the writing process

are analy.tical, left-brain tasks.

Others are creative, right-
brain tasks. Both types of
thinking are necessary-but
not always at the same time.
For example, when you start
writing, it pays to plan first.
Thatt a left-brain task.

Then you can use brain-
storming, which is a right-
brain, creative task. tffriting

a first draft is predominately
a right-brain activity.

LEFT
BRAIN :::

bntols rigttt

'amaNlq
Goafiols speectr
todcrsdahils
ThinksWleally
Proccsses facb andnrhs

am aN lq
Conds rhythn

Looks atthewhole
Reqpofids b images

llofces emofbns
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Or

E \x4LL VruTE with
computers more and
more, but there are

times when it is neces-

saly, convenient, or
merely desirable to write in longhand.
It's important that your penmanship
be legible to your reader. \Mhen you
take notes in school, you are the
intended reader. \Mhen you take a tesr,

your intended reader is your teacher.

Both you and your teacher need to be

able to read and understand your
handwriting.

To improve your handwriting,
bring your attention to how you are

forming each letter, just as you did
when you were first learning to print
or write longhand. Just watching your-
self form letters will begin immediately
to improve your penmanship.
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riniish aTem Papef m l0 sTms

ERM PAPER ASSIGNMENTS

require planning, time
management, research,

note taking, organrzing,
problem solving, and writing

skills. In short, successfully completing
a term paper assignment involves near-
ly all your study skills.

Learning to prepare a term paper
ofFers many benefits. You learn how to
find information and organize facts

and ideas. You work independently
outside of the classroom, just as you
might be expected to do when you
are employed. And writing a paper
is a powerful way to communicate
your ideas.

Large writing assignments can

seem overwhelming. \Mhen you feel

overwhelmed, take refuge in planning
and spreading the necessary steps out
over time. It's possible to stay up all
night and finish a paper-and even

get a good grade. But this is tiring
and stressful, and it wont win you
consistently higher grades.
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A saner alternative is to write the
paper using these steps:

1. Choose a topic
2. Look it up in a dictionary
3. Look it up in an encyclopedia
4. Narrow your topic
5. Look up the topic in reference

materials
6. Thke notes

7. Vrite a thesis statemenr
B. Organize the paper
9. Draft
10. Revise and edit

1. Cuoosn A ToPrc
Instructors often ask you to choose a

topic for your paper. In the beginning,
a general topic will do. If you have

difficulty, start with a chapter title
from your textbook. Pick the sub.iect

that's most interesting to you.

2. Loox Ir Up rN A DrcrroNARy
A dictionary may give you a better
understanding of your topic. Look for
meanings you dont know. \7rite down
the meanings on note cards and look
at the cards over a period ofseveral
days. \Write down any questions about
the topic as they occur to you.



3. Loox Ir Up rN AN

ENcvclopEnra
Look up the Key \Words in your topic,
seeking to answer your questions.
\X/rite the main points on note cards.

At this point you may know quite a bit
about your topic.

4. Nannow Youn Toprc
It is important to narrow your topic
to make it manageable. Ask yourself
questions about it. If you start with
medicine, for example, do you want
to write about doctors or patients? If
your answer is patients, do you want
to write about getting well or getting
sick? If you choose getting sick, what
diseases are you interested in learning
about? If the answer is cancer, what
kind? Are you interested in treatments

or symptoms of the disease? Each

time you answer, you narrow the
topic further. You also develop

questions for your paper.

5. Loox Up Youn Toprc m
RErp,RrxcB Maxuar-s
Use periodicals, reference books, and

books from the library stacks to do
research on your topic. Search until
you find several books, articles, or
other materials that give you a lot of
information about your subject. You'll

probably read more information than
you will actually use.

6. Tarr Norns
Thke notes on note cards. Number and

title the note cards so you can organize

them, and keep cards with similar
information together. Highlight
the key ideas, names, and facts on

your cards.

On each card include the basics:

the authort name, the source (book,

article, tape) that you're working from,
and the page number. You can also

make separate note cards for your
original ideas.

\7hen taking notes, you have two
choices: (1) to paraphrase the author
in your own words or (2) to quote the
author directly. Put quotation marks

around passages you quote exactly,

and remember to credit the source of
quotes or paraphrased statements.

7. Wnrrs A THESTs Srarnvtp,Nr
Now is an appropriate time to define

the purpose of your paper. Term
papers commonly prove or disprove a

thesis. A thesis is a statement of theory
or opinion. Another word for thesis is

hypothesis. Often the thesis statement

answers a question, such as "Does

smoking cause cancer?"
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Keep in mind the difference

between a topic and a thesis statement.
A topic simply narnes an area of
knowledge, such as:

Space and med.icine

Rocb music

Religion

A thesis statement, in contrast,
says something about the topic. Thesis
statements are complete sentences:

Space exploration has changed

medicine.

A primary dttrdction of rock music is

that it's dffirent/iom past music.

War is ofien a product of religious
dffirences.

B. OncaxrzE rHE Pnpnn

Start by putting away your note
cards. Thke out a clean sheet of
paper and brainstorm Key \Words.

Use Clustering, or Key Sentences,

to organize the paper. Then go over
your note cards to see if you forgot
any major points.

l/Q Learning Pouter

9. Dnarr
Referring to your outline, quickly
write a draft. There's no need to worry
about grammar, punctuation, or
spelling. Your purpose for now is to
present the ideas, facts, and figures that
will explain and support your thesis.

10. Ravrsp AND EDrr
Use the revise and edit steps in the
writing process, as explained in this
chapter. Read your draft aloud and
note paragraphs that need revising

or rearranging. If you are missing

some important facts, go back to your
reference materials and fill in the gaps.

'Vhen the paragraphs are in order and
you think the relevant points are

covered, edit sentence by sentence.

If possible, ask a friend or instructor
to give you comments. Then revise

and edit again.



Avoid

Plagiarism
LACITARTsM rs a zuNo of
cheating. To plagiarize mearls

to present someone elset work
as your own. It usr"rally applies

to writing. An example is

when someone copies an article from
the encyclopedia word for word and

presents it as his own writing.
Plagiarism can have serious

consequences. You could be expelled

from school, receive a failing grade,

be embarrassed, or even be sued.

Often plagiarism is deliberate, but
even honest students can plagiarizeby
accident. You can avoid this fate by
adopting the following rvriting habits.

Quore
Sounces ExacrlY
\When reading background materials,

decide which passages you want to
quote word for word. Copy those pas-

sages down exactly as they appear in the
original source. Enclose each of these

passages in quotation marks (" "). Then
youll know which words are your own
creation and which are the creation of
someone else.

lr Po;L5"-0 " a'''^d *'"\

ff"5^ffi -b,frxrir .t\unqrnd 3pm ,tfurrr

-"r#""g c-loro dor,m. "

0o. a^d T.rbos Liro*od'[ha tr]ord , a"d nd.

&"y.e. Axtett, ed'ror

@ nto
ga-y 6s

In addition, list the source of each

quote. Include the title, author, and

publication date of the book or article.

SunrnrraRlzE Ganeruuv
Instead of quoting a source, you may
sum up a passage in your own words.

But you must use your words-not the
author's to summarize. Read the original
passage and ask yourself, "-ilflhatt the
main point here?" Then express that
point in a sentence or two, as if you
were explaining it to someone else.

Gneolr Sounces Falnlv
In your final papeq list all the sources

for passages you quote. Typically you
do this with footnotes or a bibliography.
Your teacher can explain how. This step

will be easy if you keep track of your
sources and summarize carefully.
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CookUp

Some

hstant

PoeW
RITING poprry is a

great way to express your
thoughts and feelings.

It can also improve
your writing skill.

You dont have to enforce a

rhyming scheme on a series of words
to make a poem. Poetry can be memo-
rable without strict meter or rhyme.
Poetry is concentrated, musical lan-
guage. You can create this "music" by
"listening" for the rhythm and sound
of words and phrases.

fu a way to get started, try
experimenting with these techniques:

Begin each line with a repeated

phrase, such as "I knew her
when. . . " of "I remember.. ."

Choose a common subject for each

line. For example, in each line,
mention the name of someone you
know and the one thing that
comes to mind about that person.

Make simple lists. Almost any list
will do-the objects you see in a

room, the people you see in a pub-
lic area, the flowers you see in a

garden. Include specific, concrete
details that appeal to your senses.

Then include in your poem what
this list reveals about the people or
events involved.

If you think you might enjoy writ-
ing poetry read the work of great poets
from various cultures. Reading mixed
with writing practice is a quick recipe

for instant poetry.
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Wror
Personal Reasons

OUR PERSONAI LIFE will
be richer if you learn to
write well. Here are some

of the ways that skill in
writing can serve you

during your lifetime:

lr,rrluerce Puel.rc Oprrron
Persuade others by writing to the editor
of your local newspaper or your favorite
magazines.

Gxauce
Govennuenr Poucv
Help shape new laws. Your elected rep-

resentatives are paid to listen to you and
to read and respond to your letters.

GouplarN Aeour
Pnooucrs AND Senvrces
A brief letter of complaint, detailing the
time and location of the purchase and
the exact problem or defect, can help to
quickly resolve your issue and may get

you a refund.

GlaRrrv PeRsonal Oprrous
tMhen you're stuck on a problem, put dl
the solutions you can think of in writ-
ing. Later, when you're "unstuck," write
about the option you chose, how well
it worked, and what you could do
differently next time.

Txanx People
Thank-you notes and letters of
appreciation can go a long way in
building and maintaining your
relationships. Thoughtfulness
expressed in writing has enduring
and endearing value.

Resolve Goxrucrs
It can be much easier to frame your
thoughts and feelings in writing before
you try to express them face to face. At
times it may be very effective to write to
someone instead of speaking with him.

Ser Goals
Describe what you'd like to have, do,

or be tomorrow, next month, next year,

or in five, ten or twenty years.

Keep A JoURNAL
Imagine a friend whot available twenty-
four hours a day, ready to listen to and
reflect on your thoughts and feelings.

That friend can be your journal.
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solve hobterns r,ike, MathematiCian
ANY sruDENrs feel stuck
if they cant figure out
how to solve a math
problem the minute
they look at it. It might

help to know that mathematicians
dont always know how to find the
answers to problems they face, either.

A mathematician chooses a

method she thinks might work and
tries it. Her first approach might work,
and it might not. She knows that trial
and error is part of problem solving.
She learns to check her own work and

to catch her errors.

Learning to solve math problems
involves dozens of techniques. Some

of them are:

Mathematicians are like detectives.

They investigate, gather clues, test evi-

dence, and identif, suspects. They sort
through their math tools, looking for
one that will fit the problem. You can

do this too. Solving math problems
becomes easier and faster as you
sharpen your skills through practice.

adding
graphing
estimating
multiplying
factoring

dividing
subtracting
using fractions
measuring

These techniques, and others,
are your tools. Most math courses

are concerned with learning about
these tools and how to use them to
solve problems.
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Do the
o

)glc
Calculation

uPPosE vou and a
friend get a job
cleaning up Mr.
Perez's yard. He
pays you both a

total of $12. If you split it equally,

how much does each of you get?

Obviously, $6. How did you solve this
problem? You may have thought:

"\7e each get half.

$12 divided by two is $6."

Or you might have thought:

"\7e each get half.

$12 times one-half is $6 each."

How did you know
whether to multiply or divide?
And how did you know what numbers
to use? You probably didnt use a

formula. Instead, you just did the

logical calculation, the one that
made sense.

Mathematicians solve problems
using logic, just as you did in the
example above. Learning to tell for
yourself what is logical and what isnt
is a key to solving math problems.

Do what makes sense. Then ask,

"Can this answer possibly be right?"
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Silnplrtrthe

Pro'hlem
T's GREAT \rHEN You see an

obvious, logical way to solve

a problem. Unfortunately, it is

not always that easy. Some

problems are tough to solve.

You may be presented with so much
information that you get confused.

You suspect that a problem will require
several steps, but you dont know which
comes first.

To simPli$' a problem, put it into
your own words, separate useful from
useless information, and break it down
into manageable parts.

Here's an example:

Mom asks you to walk 5

blocks to Vinniet Corner
Grocery. She wants you to
buy dog food, which is on
sale for $5.19. She hands

you a $10 bill and says she

wants either as many quar-
ters or as many dimes as

she can possibly get back in
change so she can go to
the laundromat. The

sales tax rate is 4o/o. How many
dimes or quarters does Mom get
when you return home? (She

expects all her change back.)

179 Learning Pouter

You could start on this problem
by translating it into your own words.

One student said it like this:

"Mom is weird. She wants all of her

change back in either quarters or
dimes. I'm not sure which. First, I
have to figure out how much the
ta-x will be."

\fi/hen you use your own language to
describe the problem, you make it seem

more familiar and real. Putting a prob-
lem in your own words enables you to
solve it on your own terms. You also

begin to pick out the information you
need in order to solve it.

The fact that you have to walk five
blocks to Vinniet is useless information
for this problem because it doesrit affect

how much change you will get back.
\Why would a problem contain useless

information? It helps you pracdce being
a critical thinker.

Much of the information you will
receive throughout your life will be

useless. Learning to pick out whatt
important will help you in school, in
your personal matters, and in your
future occupation.

tMhat is the important information
in the dog food problem? Since the
question is about how much change

you get back, it is important to know
the price of the item ($6.t9), the tax

rate (4o/o), and how much money you
give the cashier ($t01. Dont forget
that Mom wants either all dimes or
all quarters.

-



After you decide what is important,

you can break the problem down into

workable chunla. The first job is to

calculate what the total cost will be.

The price of the dog food is $6.19,
and tax is 4o/o. Four percent is the

same as 0.04.

($6.1e)(0.04) -- $0.2476.

Round this off to the nearest penny'

The tax is 25 cents.

$5.19+$0.25=$5.44
The total cost including tax is $5'44'

You.hand the cashier $10, and You

get $3.56 back.

$10.00

-s_644
$ 3.56

Now let's get to the quarters and

dimes. Since the problem says the

change is to be in either dimes ar

quarters, there are rwo solutions. If
the dimes and quarters seem confusing,

create a similar, but simpler, problem.
For example, if you were getting

only $ 1 back, it could be either four
quarters or ten dimes. You get the
answer by multiplying the $t Uy

either four or ten.

Apply the same logic to this

problem. Here youte getting $3.56
back. Multiplying by four, to get

quarters, you get 14.24 quarters.

Multiplying by ten, to get dimes,

you get 35.5 dirues.

4 quarters x 3.56 dollars

= 14.24 quarters

10 dimes x 3.55 dollars

= 35.5 dimes

It is very important to see that the

answers are expressed in quarters or
dimes, not in dollars and cents. Since

we cant easily divide up a quarter or a

dime, we take the 14 whole quarters or

35 whole dimes, and we convert the rest

of the change into cents.

0.24 X0.25 dollars 

= 

rrr:rf"t"

0.5x0.1 dollars ==f 

.:20**'

0.24 quarters and 0.6 d.imes are the

sarne as 0.05 dollars or 6 cents.

Finally, check your answer. Does it
make sense? In the above example, if
you brought back quarters, multiply
the 14 quarters by $0.25. The answer

ir $3.50, which, along with the extra

$ .06, is the amount of change you were

to get back. If you brought home dimes,

multiply 35 dimes by $0.10. The result,

again, is $3.50. Dont forget the 6 cents.

Mom won't.
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utHhatrve
Methods

HEN YOU ENCOUNTER

a problem that lacks

a clear-cut approach,
try the method that
seems most reasonable.

Sometimes more than one approach
will work. Following is an example
that has at least two workable
approaches.

Your cooperative
learning team is

arranging transportation
for your class to visit an
observatory. You have

asked parents to drive,
and you have several

volunteers lined up,
along with their cars

and vans. The maxi-
mum number of
people riding in each

car cannot exceed the
number of seats with
seat belts.

1gg Learning Poruer

There are three cars with five seats

each, one van with eight seats and
one with seven seats, and three cars

with four seats each. Your class has

thirry-one kids. In addition to the
parents who are driving, your
teacher and an assistant are also

going on the trip. Do you need
all of these vehicles? Do vou
need more?

In order to answer these questions,
you need to know how many people
are riding and how many seats are

available.

One method of solving the
problem is to find the total number
of seats available and the total number
of people riding, including the drivers:

3 cars x 5 seats = 15 seats

lvanxSseats=8seats
lvanxTseats=Tseats
3 cars x 4 seats = 12 seats

15 seats + B seats + 7 seats

+ 12 seats = 42 seats



In order to include the drivers, you
must first count the vehicles:

3 cars + 1 van + 1 van + 3 cars =
8vehicles=Sdrivers.

Now you can determine the total
number of riders:

31 kids + 1 teacher + 1 assistant +

8 drivers = 4l total people

There are enough seats with
one left over.

Another method of solving the
problem is to determine the number of
passenger seats that are available in
each vehicle. \7e can do this by taking
away one seat in each vehicle for the
driver to occupy:

3 cars x 4 passenger seats =

12 passenger seats

1 van x 7 passenger sezts =

7 passenger seats

1 van x 6 passenger seats =

6 passenger seats

3 cars x 3 passenger seats =

9 passenger seats

12 + 7 + 6 + 9 = 34 passenger seats

available. There are 3l kids plus
one teacher and one assistant, or
33 total passengers. Since there are

33 passengers for 34 seats, there are

enough vehicles and all the vehicles

will be needed.

Notice that in the second

approach, counting the total
number of vehicles and drivers
was never necessary. Either
approach works.
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HrpandYour

UNDIRSTANDING
ORDS LIKE ALGEBM aNd

geometry can strike fear

in the hearts of students.
It is important to realize

that you have the power
to master these subjects. Deepening
your understanding can make some

aspects of math seem more friendly
and familiar.

One way to begin understanding
math is to think of equations as sen-

tences in English. fu babies we first
learn individual words: Mommy,
Daddy, eat, TV, hello, and so on. Later
we join the words into sentences to
express more complex thoughts: "I'll
pick you up at your house at noon on
Saturday, and we'll go to the mall."

'lA2 Learning Pouer

As we become educated, we
write whole essays using words and

sentences. In some situations a single

word or simple sentence will do.

But to explain or describe complex
thoughts, we use many complex
sentences. That's how language

develops. An understanding of math
develops in a similar manner.

Math is like a foreign language.

Tianslating words and phrases into
English may be helpful. Here are

examples of equations as sentences:

(3 x4) + 6 = 2 Three multiplied by
four and divided by six equals two.

52 + I0 = 35 Five squared plus
10 equals 35.
4 + y = 9 Four plus y equals nine.

To be more comfortable with
math, become familiar with matht
symbols. For example, "3" is a symbol
that represents a specific number-
three. In algebra you will be intro-
duced to other symbols that stand for
numbers. The letters "d' and "b," for
instance, are called variables, because

their values will vary (change from one
problem to the next).



Other common symbols are'k"
and "y," These symbols usually repre-
sent unknown numbers, the ones you
will find out or "solve for" in the prob-
lem. For instance, in the equarion Za +
x = 20, we could choose to have "a" be
the number 2. Nter we have selected a

value for "a," \ve can solve the equation
for the value of the unknown number
"x," which equals 6 in this case. Or we
can just let. "i' be "a" and solve the
problem like this:

x = 20-7a

The importanr rhing to know here
is that the symbol "i' can have any
value, and the "statement" will still
be true.

It might help to think of
unknowns ("*", "y", etc.) as question
marks. \X/hile in arithmetic we use the
symbol "x" to stand for multiplication
(4 x 6 = 24), in algebra "x" is an
unknown. \X/hen there may be

confusion, we use parentheses rather
than "x" to indicate multiplication:
(4)(6) = 24.

Once you are familiar with the
language of math, you will be on your
way to mastering the subject.
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ComputeYourffades
OMPUTING YOUR COURSE

grades can help you in several

ways. You can find out the
value of tests, projects, labs,

term papers, homework, and
class participation. Knowing how each

of these affects your final grade will
help you decide what to do to earn

the grades you want.
You can also be sure you are

getting the highest grade you deserve.

Mistakes are sometimes made when
calculating grades. By knowing where

you stand, you can avoid
any big surprises.

Quarter or
semester grades

are usually based

on the grades

received on assign-

ments, quizzes, and
tests. Each item counts

as a certain percentage of
your overall grade.

Think of percentages as dollars,
and you earn a certain number of
dollars for each assignment or test that
you complete. Say that the highest
possible grade at the end of the course

is 100%. You could think of this as

$100, the maximum that can be earned

for the term. If you earn between $90
and $100, you get an 'A," from $80 to
$89 a "B," and so on.

A quiz or test during the semester

may be worth $5, $10, or $20. Each
item that counts toward your final
grade has a value. Here's an example:

Qrli,
Qtri,
Qui,
Q.ti,
Midterm Exam

Final Exam

Term Paper

Class Participation
Homework

Total

$5 (5vo7

$5 (5vo1

$5 (5oto1

$5 (5vo1

$ro (10%)

$zS (25o/o)

$ 15 (15oh)

$tl G5o/o)

$ 15 (t5o/o)

$roo (1oo%)

The values shown are the most
you can earn for each item. Divide
your percentage score by 100 to
convert it to a decimal, then multiply
that number dmes the amount that
is possible to earn for the midterm
test ($10). Ifyou get a score of 100%
on the midterm, you get the full value
of$10.
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If your score is B2o/0, thenyou earn

$s.zo.

Maximum xYour = Amount
value score earned

If the maximum value for a quiz
was $5, and you scored 85o/o, you
would multiply these numbers ($5 x
0.85) and get $4.25 as the amount
earned. Add the amounts for each item
to get your total grade for the class.

Sconp Var-ue CouNrs

Q,ri, 80% $4.00 4o/o

Qui, 92o/o $4.60 4.60/o

Qui, l00o/o $5.00 5o/o

Q.,i, 75o/o $3.75 3.75o/o

Midterm Exam 88 o/o $S.SO 8.8%
Final Exam 89016 $22.25 22.25o/o

Term Paper 74o/o $ I 1 .10 ll.10o/o
Class Part. l0}o/o $15.00 l5o/o

Homework 100o/o $ 15.00 l5o/o

$89.5 89.5o/o

Ifyour teacher hasnt told you
how much value each porrion of the
course will have, just ask. You also
need to know the system you teacher
uses to convert percentage grades into
letters. The table below is common,
but not universal.

Your teachers or your school may
use different values. fuk your teachers.

At the bottom of the first page of the
Master Plan in your workbook, there
is a chart you can use to document the
method your teacher uses to determine
your course grade.
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A = 9\o/o

C = 78o/o

A- = 92o/o

C- = 72o/o

B+ = 90o/o

D+ = 70o/o

B = BBo/o

D=68%

B- = 82o/o

D- = 52o/o

C+ = 80%
F = 600/o

/
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ThinkABouTTtris
RITICAI THINKING is a process

of evaluation, one that calls

for careful attention to logic
and reason. It is not about
being critical or putting down

other people or their ideas. It's about
being careful, complete, and fair.

You could define critical thinking
as thorough thinl<ing.

Thinking can be a high-stakes
business. People with new ideas have

taken some big risks over the years.

At times they have been arrested,

thrown in jail, tortured, or killed.
It still happens today in many parts
of our world.

The way you think touches almost
every aspect of your life-who you
choose as friends, what you read,

what you say, and howyou spend
time and money. There are a lot of
persuasive people out there who want
to sell you something. Your abiliry to
think critically about what they say

can make a big difference in your
qualiry oFliG.

Publishers want you to buy
their books and magazines. Television
producers want yoLr to watch their
programs. Manufacturers want you to

1aa Learning Potaer

buy their products. All these people
want you to agree with them. They
may offer valuable ideas, products,
and services, but they dont often
have your best interests at heart.

Critical thinking is a tool for
reaching your goals and getting what
you want in life.'When you know how
to think critically, yoll can sort out
what's accurate or valuable from what's
half-true or a rip-offl You begin to
make choices with open eyes.

141:
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Start\ryiththe

BASICS
F You PRACTICE the following
principles, the qualiry of your
thinking and decision-making
will improve.

Before you criticize someone's

idea, make sure you understand it.
See if you can state the point of
view in your own words and give

supporting examples.

Open up to new ideas. tW4ren

you enter a discussion, be willing
to change your mind. Seek out
several points of view on any issue

and keep looking for new answers.

Ask, "\What if this idea were true?"
instead of "\7hat's wrong with
this idea?"

Give evidence for your ideas.

Evidence includes facts and

observations that support your
point of view.

Some statements require no
evidence. Examples are "I dont
]ike vanilla ice cream" and "I feel

hrppy today."

For other statements, evidence is

important. Consider these assertions:

"Our country needs another political
party." "People have certain rights that
no society can take away." "Asian

students are ambitious." "You cant
trust anyone over fotty." "\(hen a

goYernment no longer serves our
needs, we have the right to overthrow
it." These are not statements of fact,

and they need to be supported
by evidence.

tMhen people refuse to think or
dont know how to think, social

systems can break down. Instead of
solving disagreements through
discussion, people resort to force.
Instead of trading ideas, they exchange

gunfire.'W'hen you gain skill at critical
thinking, you not only sharpen your
wits, you help keep the peace.

Think for Yourself -l 89
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Use0uestions
HINKING OFTEN INCLUDES

asking and answering ques-

tions. The following ideas

can help you learn to work
with questions.

Choose your questions
Choose how to answer

your questions
\ffrite out your answers

"l9O Learning Pouer

Gxoose
Youn GluesrroNs
If you want to think powerfully, ask

powerful questions . Vague questions

lead to vague answers. Powerful
questions usually have more than
one answer. They also promote choice

and self-responsibiliry. For example,

compare these two paragraphs:

1. \X/henever I apply for a job, I
have to compete with at least fifly
other people. \With so many people

looking for work, what chance do
I have?

2. \Mhen I apply for a job, I know
that employers will compare me to
other applicants. \What can I do to
convince the interviewer that I'm a

wise choice for the job?

The question at the end of para-

graph #1 invites an answer: You dont
have much chance at all. Answers like
this can leave you feeling helpless.

The question that ends paragraph

#2 invites several answers: You could
learn about the company before the

interview. You could ask about some

of the problems this company faces.

Then you could talk about how you'd

I



help solve them. You can probably
think of more. Answers like these help

you take charge of your life and create

options.
Here are some useful questions to

ask when evaluating something:

The "journalist's question':
\Mho? \Mhat? \When? \7here? How?

Vhatt the point? -Whatt the

main idea of this article, book,

or speech?

Says who? Does the person

making this point have experience

and training in this subject?

Is this statement logical?

\Mhat's the evidence for
this statement?

Does this idea call for a change

in what I think, say, or do?

'What have authorities written
and said about this topic?

Gxoosr How ro
Auswen Youn
QuesrIoNs
In addition to raising different kinds
of questions, the subjects you study

call for different ways of finding
answers. Using paper and pencil, you
can solve abstract equations without
leaving your seat. To complete a
chemistry assignment, however, you
might have to go to the lab and use a

microscope. And if you were an

anthropologist like Margaret Mead or
Dorothy Lee, you'd travel the world to
study members of other cultures.

Some questions call only for the
ability to think clearly. Others require

careful observation. Many subjects

require both abilities. Decide whether
the answers to your key questions

require clear thinking, observation, or
some combination of both.
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Wnrre Our
Youn Axswens
Critical thinking and writing fit
together. \Mriting gives you the
chance to examine and revise your
own thinking. \7hen you write, the
qualiry of your thinking is revealed.
It becomes easier ro spot assumptions
and errors in your thinking.

It's also easier ro fool yourself when
speaking than when writing. You can
test this by listening to a speech and
then studying the written transcript.

'il7hat sounds witty and intelligent
from the podium might look incom-
plete or inaccurare in print.

To get the most benefit from
writing your answers, go beyond
Key \X/ords, and examine complete
sentences. Complete sentences have
both a noun and a verb.

Say that you're asked ro write a

paper about how to listen effectively.
You might brainstorm the following
list of Key \7ords.

Artention
Patience

Learning

192 Learning Pouer

This list is a fine srarr.'Io refine
your ideas, use these words in sen-

tences. For example:

If you want to listen well, begin
by paying close attention to the
speaker.

tffhen listening, be patient and
give the speaker time to express

her views.

\When you are willing ro learn,
you will listen more closely.

Remember that asking qualiry
questions is just as imporrant as

finding answers. Most students can
answer questions. Skillful students
ask questions that take their thinking
down new paths.



DiU Out

SSUMPTIONS ARE STATE,ME,NTS

that we take for granted as

being true. They underlie

much of what we do and say.

Assumptions can be useful.

Shared assumptions save time and make

it easier for people to communicate.
\7e assume that the ciry bus driver is

a skilled driver and that she knows her

route well. Imagine if each passenger

interviewed the driver before they took a

seat: "How long have you been driving a

bus? Do you know where the corner of
Fifth and Longfellow is? Could I see

your license?"

Holding onto outdated or false

assumptions can be dangerous: "Only
homosexuals and drug users get AIDS.
You cant get cancer fi'om chewing

tobacco. Seat belts are dangerous

because they trap people in cars."

Assumptions can also become

invisible. \We might accept certain

ideas for so long that we even forget

they are assumptions.

Here is a sample paragraph as an

example:

Tbe 1950's w/zs ll memorable timefor
popular music. During this decade,

rock music reached its creatiue heights.

Sofar the bands ofthe 1990i haue

fdiled to cre/lte music that will be

remembered in thirty years.

The paragraph is loaded with

assumptions, such as:

The history of popular music can be

neatly divided into ten-year periods.

Some rock music is more creative

than other music.

Only the most creative music will be

remembered in thirty years.

\7e can predict how long todays

music will remain popular.

Perhaps you agree with all of these

statements; perhaps you agree with only
one or two of them. In any case, it's

important to get assumptions out in
the open. Test them. Ask for evidence

Thinking for yourself includes

digging out assumptions. Imagine that
assumptions are everrvhere, ready to
confuse you. Your job is to discover

which assumptions are useful and

accurate. Expose faulry and misleading
assumptions before they play any more

tricks with your mind.

Think for Yourself '193
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Dont

$
Iallacies

inlogic
FUN AND rRACTICAL part of
logic is the study of fallacies.
Fallacies are simply mistakes
in reasoning. Once you
know something about
fallacies, youll find them

n many places-speeches, articles,
advertisements, conyersations, and more.

Some of the mosr common logical
fallacies are described here.

Au-on-NorHrNG Latcuace
\Vhen people think in all-or-nothing
terms, they imply that there are only
two ways of viewing the world or only
two alternatives to choose from. Some
examples of all-or-nothing thinking
include:

"Some people make it in life and
some people dont. Either you're
lucky or you're nor."

"You're either with me or
against me."

"Poor people are just lazy."

"Politicians are crooks."

Beccrnc rxe QuesrtoN
To beg the question is to avoid answering
it, usually by talking about the question
and the issue or by stating the question in
different words. Suppose you ask a srare
legislator whether the legal drinking age

should be eighteen or rwenry-one.
The legislator replies, "Thank you

for asking that question. There is no one
more concerned about the health and
safety of our young people than I am.
fu your elected representative, I
consider this ro be an extremely
important issue that deserves our
most serious attention."

That's a lot of words with no
answer to your question. Ail the
legislator said was that he thinks
the issue is important.

'194 Learning Pouer



ArracxrNc THE Pensor
"Dad doesnt like my bryW
clothes, but what does he know?

He's too old to have a clue." Instead

of talking about clothing, the speaker

attacla his fathert age. Again, the
real question is being avoided.

False Gause
Consider this statement: "As people gain
a bigger vocabulary they get more cavi-

ties." The statement may be ffue, but
not for the reason it implies. It leads us

to believe that the more words we know,
the more cavities we'll have. Actually,
there are other factors that cause cavities.

Appeals ro AurHoRtrY
Appeals to authoriqy boil down to this
statement: "Just about every important
person agrees with me, so you should
agree with me too." Here someone asks

us to accept an idea just because an

expert or celebrity says itt true.
You can disarm appeals to authority.

For example, if you hear aTV announc-
er say, "Nine out of ten doctors recom-
mend Brand X to get rid of headaches,"

you can ask yourself:

"\flho is making this claim?"
"How was the surYey conducted?"
"How many doctors were

interviewed?"
"\fhat were the other brands

in the survey?"

Juuprxc ro CoNcLUstoNS
Think about the following statement.

"I had this teacher before and I didnt
like the class. I'm sure I wont like this
one, either." The speaker is assuming

that every course from a particular
teacher will be the same. Actually, this
student might have totally different
experiences in the &vo courses.

Think for Yourself 'l 95
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Create!
zuTICAL THINKING CATLS

for the abiliry to create

ideas as well as refine
them. The chapter on
writing offers an example.

\Mhen you write the first draft of a
paper, it pays to get as many ideas

written down as you can without
stopping to ask, "Does this make

sense?" If you ask this question
too soon, you could end up
with writer's block. Later, when
you revise and edit your paper,

you can look for mistakes
in grammal, fearrange
paragraphs, and rewrite
unclear sentences.

Gnelrrve
VS. GRITIGAL
Imagine that you have two hats-
one labeled "creative thinking" and
the other labeled "critical thinking."
The trick is knowing when to wear
each hat and to avoid wearing both
hats at the same time. Most people
find it hard to be creative and critical.
Our thinking becomes more efficient
and enjoyable when we separate these

two functions.

"196 Learning Pouer

This article is about "first draft," or
creative thinking. Use the techniques

explained below to generate lots of
new ideas. Think for quantity before
you worry about qualiry.

Auow Younselr
TO FAIL

Creative people expect to fail.

They understand that ninety-nine
"craz1/' ideas might come before

the one that finally works. Think
of failure as delayed success.

-When you create a first draft,
novelist Natalie Goldberg advises

that you say to yourself "I am
free to write the worst junk in

the world." That's another way
of allowing for failure.

Gane FoR Youn loeas
Keep a record of your ideas by
jotting them down as they occur to
you-even when you're on the run.
Keep some 3x5 cards and a pen in
your pocket, purse, or backpack.
Place some 3x5 cards in other key

places too-your desk, your bedroom,
or the bathroom. \Mhen an idea races

into your mind, capture it quickly
using Key tWords. Later, at your
leisure, expand your original notes

into complete sentences.

I
I
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lNcuenre loeas
Ideas are like
eggs. They
.,ft".,'r,',..i =5>#trme before

The topic and thesis statement

for your next term paper might come

when you're taking a shower or fixing
a snack. You can be ready.

Dnnw Prcrunes
Switching from words to pictures

helps us use different parts of our
brain. Ideas that sound bulky and

clumsy in words can leap to life as

sketches, doodles, or drawings.
Even when you can express a concept

clearly in words, you might find that
creating a simple chart or diagram
gives you a fresh perspective.

Asx Leaornc QuesrtoNs
Questions have power to focus our
attention and redirect our thinking.
Posing some "off the wall" questions

about a subject could unleash your
most creative thinking.

Especially useful are questions

that start with the words what if,
For example, Einstein asked, "\(/hat
if I could ride on a beam of light?
\Mhat would I see? How would I
measure time?" This "thought

experiment" resulted in his theory of
relativity and changed physics forever.

Think for Yourself '197

/1

they're ready to "hatch."
Experiment with this yoursell

The next time you're stumped by a
problem, tackle it in two stages.

First, focus on the problem with
full attention, examine the problem
from several angles, state it in several

different ways, also brainstorm at least

ten possible solutions.
Second, let go of the problem

completely. For the moment, forget
all about it. Do something else. Thke

a nap, listen to music, do some

homework, call a friend, or go for
a walk.

Some people might think you're

ignoring the problem. Actually,
you're incubating solutions in your
subconscious mind, even while you're
doing something that seems unrelated.

Be prepared for a perfect solution to
pop into your mind at an odd time.

L:E
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PWtttithldeas
E\T IDEAS SEEM to spflng out
of nowhere. Actually, those
ideas probably got a lot of
help from thinking that's
already been done. Some of

the most fruitful new ideas come from
putting two old ones together. \Mhole

new subjects-like art history and
biochemist ry-are created this way.

Creative people enjoy making new
connections.

One way to create new ideas is to
take old ideas and play with them.
Imagine taking an idea in your hands,

softening it, molding it, and turning it
inside out or upside down.

Consider the paragraph that
appeared earlier in the chapter: (Key
\Mords are in bold rype.)

The 1960's wds d memorable time

for popular music. During this
decade, rock music reached its

creatiue heights. So far the bands
of the 1990\ hauefailed to ueate
masic that ruill be remembered in
thirty years.

"198 Learning Pouer

To test the truth of this paragraph,

create some new points of view by
playing with the Key \X/ords in the

above sentences. Begin by stating the
opposite point of view. Simply take
Key \Words in the paragraph and
reverse them:

The 1990's has been a memorable
time for popular music. During
this decade, rock music has reached

creative heights. The bands of the
1960t failed to create music that is
remembered in thirry years.

Think about the paragraph you
just created. -What evidence can you
find to support it? For example, you
might name specific bands fi'om the
1990's and discuss which of their
recordings might still be played and
admired in thirty years.



+

Another way to play with the

original paragraph is to reword it a

little. Read the paragraph carefully,
and you'll see that it's filled with bold
claims. The author of these sentences is

making statements about all the bands

of the 1950t and comparing them to
all the bands of the 1990's. That's

pretty daring! It's hard to say some-
thing thatt true of all bands in any
period, since bands are so different.

So, consider softening the
original claims:

The 1960t was a memorable time
for popular music. During this

decade, some rock music reached

its creative heights. Some of the
bands of the 1990t have failed to
create music that will be remem-
bered in thirry years.

This paragraph is more cautious
than the original. It is probably more
accurate. Itt reasonable to assume that
some bands of both the 1960's and
the 1990's will be remembered in
thirry years.

Stating opposites and softening
claims are just two ways to play with
ideas and create new ones.

Think forYourself '199

THtNtoNc Atsour Axf creares special

challenges. \When we view a paint-
ing, go to a play, listen to music,

or read a novel, we dont look for
fallacies in logic or dig out assump-

tions. Instead, we learn to experience

the world through the artistt eyes

and ears. The artist succeeds when'
we are moved by the experience.

Your teachers might ask you to
write about a novel, critique a poem,
or review a film. Following are

questions to guide your thinking.

. \(/as the arrist's purpose ro
entertain? to inform? to persuade?

or to educate?

. How well did the artist achieve

dris purpose?

.'Was t}re purpose worthwhile?
Does this work of art help our
society appreciate or understand

the world in an important,way?

Q..
Contemplate Art



FuelYour

Thinkingtltiththe

ThreoP',
oR HIGH-OCrANE creative
thinking, look to three main
sources: publications, people,
and personal experience.

For example, if you are

writing a paper about teenage parents
in high school, you could seek infor-
mation from the following sources.

PueLrcATroNs
Start with the library. Look for books,
articles, and pamphlets about reenage

parents. Remember nonprint materials,
too, such as audiotapes, videotapes,
and film. You can ask a librarian
for help.

Much of the information you
want will come from existing
materials. Begin your research here.

Reading can give you a solid base of
knowledge about almost any topic.

People
Thlking with people can take you ro
the heart of a subject. Teenage parenrs
in your school district could be perfect
sources for your paper.

\With help from teachers,

counselors, and friends, create a list
of the names of teenage parents.

Next, contact your sources directly
over the phone. Explain the reason

for your call. Ask if theyd be willing
to answer a few questions about their
experiences as parents who are also

students. Ask if theyd mind being
quoted in your paper. Including
quotations from sources can make
your writing more meaningful.

PensouAl. EXPERIENcE
Many researchers stop with people
and publications. If you've got time,
go further. Make yourself a primary
source. If you are writing about figure
skating, put on a pair of skates and
hit the ice for an hour.

Of course, it's not always possible,

or even wise, to experience a topic
directly. Your paper on teenage parents
is a case in point. Yet you could come
closer to this subject in a number of
ways. For instance, spend a day or
two baby-sitting a toddler. For a
limited time, try juggling homework
and childcare. Then reflect on your
experience and include those ideas

in your paper.

2OO Learning Potaer



Make Decisions

S A TEENAGER you're bom-
barded with opportunities
to make decisions.

Many of these decisions

are new and many have

major consequences. There are deci-
sions about people-whom to be

friends with, what to do for fun when
you're with friends, and whether to get
involved in romantic relationships.
There are decisions about school-
which subjects to take, how to relate

school to your interests, and how to
make peace with grades and tests.
\X/aiting in the wings are decisions
about possible careers and what to do
after high school.

Experimenting with the following
suggestions can help you gain skill at
decision-making.

Usr Youn Helo
Many people feel stuck when they
begin thinking about a major decision.
One option is to put thoughts on
paper. \Writing helps us think logically,
sort out the facts, and get a handle on
the costs and benefits.

As you begin, write the decision as

a question: "Shall I go out with Kyle?"
"Can I manage a part-time job along
with all my homework?" "\7ould it be

wise to take a math course next semes-

ter?" \(/hen you frame your decision
as a question, you invite answers.

Next, brainstorm a long list of
answers. Describe the short-range
and long-range consequences of each

answer. Look at it in terms of one
week, one month) or one year from
now You could even assign point
values to each answer, based on how
many advantages and disadvanrages
it has.

Lrsrerl ro YouR HEART
Stating your question and writing
about possible answers can give you
a fresh understanding of the decision
you face. You might even find that
one answer makes more sense than
all the rest.

Think for Yourself2o'l



But now you face another
question: "Do I go with the answer

that seems the most logical?"

Sometimes the solution that seems

most practical just doesrit feel right.
That's an important feeling to note.
Philosophers, artists, and scientists

have written about the role of hunches,
intuition, and just plain guesses in
their work. They know the value of
thinking with their hearts.

Knowing all the facts and options
doesn't always lead to a clear decision.
Give it some time. Often a question
will answer itself when we allow it
time to simmer.'We can then find a

solution that satisfies both the heart

and the head.

Asx, "WHo's
Decrorr,rc
Hene?"
Making decisions
can be hard
work. Some

teens let friends or
current trends do
their thinking for
them. Though it
might seem easier in
the short run, going
along with the crowd
puts others in charge

of your life.

2O2 Learning Pocuer

Making your own decisions can be

easier if you think about how to
announce those decisions. You can do

this without attacking others. It's one

thing to say, "I dont drink alcohol.
I just dont like the way it makes me
feel." That conveys respect for yourself,
Saying "People who drink are idiots
just looking for trouble" puts others

on the defensive.

For more help with talking
about your decisions, see the article
on I-messages on pages 94-95.

SrIcx wITH
Youn Drcrsrous
If you decide to study algebra three

days each week between 3:00 and 4:00
p.m., this also means you've

decided not to watch TV or
hang out with friends

during that hour.
You can always

review your original
decisions and even

make new ones

later. After one
month you might

decide to shift your
algebra homework
to Tiresday and
Thursday nights.
Until then, give your

original decision
a fair trial.



luvrre Ornens ro
Maxe Decrsroxs
If you listen closely when your friends
talk, you might hear decisions in
disguise. "I wish I could get better

grades in English." "I'd feel a lot
more organizedif I cleared all the
junk out of my room." "lf I had

some idea about what I wanted to
do after high school, it sure would
be easier to choose courses."

tJ7hen you hear comments like
these, invite your friends to make a

decision: "Can you set a date to
clean your room?" 'Are you willing
to talk to your English teacher about
your grade?" "Can you list all the

things you know you donl want to
do after high school?"

Clear decisions lead to effective

action. Encouraging your friends to
recognize and make decisions helps

them reach their goals.

Think for Yourself 2O3
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[hateYour*s'

\Mhat do you want to be doing in
five years? \Vhat do you want to
have ? \X/hat kind of person do you
want to be?

206 Learning Pouer

s You ExPEzuENCE this final
chapter of Learning Power,

return to some of the
questions posed near the
beginning of the book.

\X/hen you're willing to create a

visionfor the future and to begin

planning your life, you can prepare for
an exciting adventure. Setting goals and
achieving them leads you to experience

the pleasure and satisfaction of taking
charge of your life.

Many people spend more time
planning a vacation than they spend
planning their lives. They dont even

want to hear the word planning. "I
don't want my life planned out," they
say. "I want to be fi'ee. People who
plan too much dont have any fun."

This is a common rnisunderstand-
ing. Actually, planningcan help you
be more flss-n61less. Planning helps

you make decisions that affect the
future. tVhen you know what you
want to do in one month, one year,

five years, or even more) you can make
wiser choices today. If you leave these

decisions to chance, it rnakes your
day-to-day choices more difficult and
you can end up with fewer options
and less fi'eedom.



Planrtnc ls GRrartnc
You.pa.y think planning is like
Predtcfing--guessing about what
will happen in the future based on
present trends. This is like forecasting
the weather.

Planning is more like creating the
future. Instead of assuming that cunent
trends are stable, we can change those
trends and even create new ones. \7e
can choose to learn different skills, mas-
ter new areas of knowledge, meet new
people, and put new forces in motion.

Tnrnx Loxc-TERM
Planning long-term means thinking
months, years, and even decades into
the future. By making long-term
decisions now, you'll find that your
shoft-term choices will fall in line
with less effort.

Wnrre
CoupneHENsrvE Goals
Perhaps you know people who pour
most of their effort and creative enery
into one area. They excel at sports,
chemistry or music, yet they flounder
when it comes to solving personal prob-
lems or making friends.

You can avoid such one-sided devel-
opment by writing comprehensive goals.
Create a vision for all aspects of your
life-school, work, family, friends,
hobbies, finances, health, recreation,
and more.

Be SpeclFtc
\Mhen setting goals, be very specific.
For example, if you plan to meer new
people, describe their attributes and
interests. If you want to write a book,
set dates for finishing individual
chapters. \Mhen you create a goal with
details, you're halfway there.

Plaus Gxarce
The plan for your life will probably
go through many drafts as you learn
more about yourself and the world.
Plan with the freedom of knowing that
you can change any parr ofyour plan
at any time.

Pur lr lru WRtrrrc
Get your plan down on paper. This
makes it easier to revise your plan, and
it also clarifies your thinking.

Masren rHE
Leanrutrlc PRocEss
The Mastery Learningtechniques in this
book will help whenever you wanr ro
learn something-at home and on the
job, as well as in school.

Visionary people in industry and
business stand together on one point:
Knowing how to learn is about the most
practical skill you can have. Chances are
good that you will change careers several
times in your life. Even if you stay in
one field, you'll probably do several
kinds of jobs within that field. Most
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work environments will require

constant learning.
Your plans might not include

education beyond high school. If you
do go further, you face many choices-
everything from vocational/technical
schools to colleges and graduate pro-
grams. And you might change your
mind several times before setding on
a direction.

Mastery Learning keeps your options
for the future open while doing poorly
in school might rule out the chance to
get a job or degree you want.

Lrsr Gxorces You've
AlneaoY MADE
Many students have no idea of what
they want to do in five years. Yet it's
likely that theyve already made many
choices affecting their futures five years

from now.
See if this is true for you. Go to

the library and ask for help in finding a

list of common job titles. Make a copy

of the list and cross out all the jobs you
definitely do not want to do. Dont be

surprised if you eliminate most of the
list. You have already made your choice

about those careers.

2O8 Learning Pouer

Jusr Gxoose
If you're unsure about what you want for
the future, that's fine. Your planning
might reveal nvo, three, five, or even ten

possible directions for your life. If that is

the case, don't worry about making the
"right" choice. Just choose one. Start on
something. Doing nothing or operating
without a plan will likely take you away

from the range of options that will be

open in your future.

@



l Considerlife After

HOOSING \xTtAr you'lI do after
high school might be easier if
you think about how you want
yourself to be used-how you
would like to inyesr your rime

and energy. Thinking in rerms of the
following four categories can help you
plan what you do during and after
high school.

Leaming and personal
development

Job or career
Service to others
Personal life: family, friends,

health, leisure, and entertainment

These four rypes of activity occur in
varying degrees at every stage ofyour
life. Some activities fit into more than
one caregory. For example, you learn
while you work. During school years
more rime is usually spent learning than
working. \When p."pl. become 

"d.,rtrr,the ratio shifts. You get to decide how
much of your energy will be consumed
in each area.

One option after high school is to
get more_ schooling, either in college or
in a professional training course. O, you
can work fullrime, devoting less rime ro
formal learning. There are many other
ways of combining learning with work-
ing, seruice, and personal interests. plan
now, based on what you do well, what
you enjoy, what you would like to be
able to do in the furure, and how much
money you or your family will be able
to provide.

LookAhead 2O9
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COLLEGE COULD
BE FOR YOU
Maybe you dont see yourself as a

college student or as working in the

rypes of jobs that college graduates

generally get. Remember that your
choices arent limited by what you
know today or what you or members

of your family have done in the past.

You can grow into the job. The
longer you work in a particular field,
the more you will probably be like the
other people who work in that field.
The people you work with on a daily
basis become your teachers.

In college you will spend several

years focusing on personal development
instead of earning money and gaining
job experience. You will learn more
about yourself and the world, a

benefit to both your personal and

professional life.
There are financial rewards too.

College graduates, on average, earn

about $700,000 more during their
lifetimes than people who don't graduate
from college. People with college degrees

often hold jobs that are more interesting
and satisfying. Few people who go to
college regret having done so, and often
people who didnt go wish they had'

)lQ Learning Pocuer

Cost can be a big barrier to going to

college. Often it is easier to afford college

when you are younger, before you have

children to support. And even if you
dont have children, leaving a full-time
job to return to school can be very
tough financially.

Another barrier to entering college

is lack of skill to handle the work.
Some students dont know how to
study, others dont like to study, and

some are afrard of failure. You can use

the methods rn Learning Power to gain

more success in school. fu you do, you
may notice that your attitudes toward
school and college change.

Ganeens AND Tnlrrlrr,rc
College is required if you want to be a

nurse or a doctor, an engineer or a
scientist, alav,ryer, a teacher, a professor,

or an architect. And college, though not
absolutely required, is still an advantage

in careers such as police work, sales,

politics, and banking.
Tiaining required for many career

fields is available in vocationalitechnical
programs. These career or job-oriented
programs are often offered by communi-

ry colleges. Others are offered at private
vocational schools and academies. Some

of the jobs they can prepare you for are

listed on the followingpage.



Electronics repair

Computer operator
Computer programmer
X-ray technician
Medical technician
Emergency medical technician
Police officer
Firefighter
Drafter
Bookkeeper
Carpenter
Plumber
Electrician
Hair Srylist
Secretary
Machinist
Mechanical technician
Auto mechanic
Tluck driver
Healy equipment operator
Graphic artist
Photographer

Cross the Iinish line
Cor-r-gcn MAy Nor BE AI,pRopRratE for
some students and the careers they
seek. Br:t nearly everyone involved in
guiding and advising teenagers recom-
mends completing high school or pass-

ing the test for a General Education
Diploma (GED).

A great deal of learning in high
school takes place outside the content
of courses. High school helps you
learn how to learn and how to handle
yourself as a young adult. You will
benefit from these skills for a lifetime,
whether or not you go to college.

Many students drop out of high
school because they arent learning
these skills. Others quit because of
drugs, crime, pregnancy, money, or
family problems. If you are facing any
of these issues, there are people who
can help you figr-rre otrt your best

move. Thlk privately with your teacher,

your adviser, or another adult.
Dropping out of high school

reduces your choices. Many careers

and educationaI opporrunities are

open only to high school graduates.

Another big disadvantage of dropping
out is that you miss the opportuniry to
practice being successful. Since school
is the main activiry of most teens-
their full-time job-finishing high
school is one measure of success.$

LookAhead 2'l'l



Confiihute
EARNING Powrn has encouraged

you to look at yourself to log

your successes, and to tell the

truth about your progress.

You have been invited to
practice new ways of reading, taking
notes, writing papers, solving math
problems, and much more. The idea h
as been to attain the power to seize your
opportunities for happiness and achieve-

ment. The focus has been on you, your
effectiveness, and your success.

Focusing almost entirely on
yourself--spending your time filling
yourself up with knowledge and new
experiences-may seem a liftle selfish.

Consider expanding your interests
beyond yourself, People who love their
work very often say that the most satis-

fying part of their jobs is the chance to
help other people or "the opportunity to
do something that makes a difFerence."

fuk yourself, "How can I solve

problems in a way that helps other
people? How can I contribute?"

\Vhen we hear the word contribute,

donating money often comes to mind.
Giving money is an important way to
create value for others. Equally satisfying
is giving our time and effort to a project
we consider worthwhile.

\Vhen you begin to give, you will
likely discover a deep source of joy. You

might start by volunteering your time to

212 Learning Pouer

organizations that support your values.

You could visit nursing home residents,

volunteer at a hospice, clt:an house or
mow the lawn for a sick neighbor, or
tutor a fellow student. You could join
a group thatt committed to saving the
rain forests or ending hunger.

Perhaps one of your courses will
give you a chance to do a communiqy
service project. These experiences could
become the most memorable parts of
your schooling.

Doing voluntary work, even for just
a few hours a week, can greatly expand

your sense of possibility or even lead you
to a new career choice. \(hen you con-
tribute to others, everyone wins. You are

gaining new information and skills at

the same time you are helping to ease

the suffering of people and the planet.

Many acts of contribution take no
money and very little time. Open the
door for someone in a wheelchair, haul
a load of groceries up the stairs for an

older person, or help find a lost child.
If you have no time or money to

give, you can contribute through a third
level-the kind of person you are. If you
know how to listen well, speak effective-

ly, reach agreements, and let go of
resentments, many people will enjoy just

being around you. Everything you say

and do can become a contribution.

".*s'
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EAIwING Powzn IS MEANT

to be read more than once.

It can serve you long into
the future. But no book has

the final word about how to
learn. The longer you live, the more
you'll teach yourself about how to
succeed in every area ofyour life.
As you do, consider these final
suggestions:

Change the ideas explained in
this book to fit yourself Invent new
techniques and even plan your own
book on how to learn.

If you find that a suggestion in
this book doesnt work, put it on
hold for now and come back to it later.
A "useless" idea today might be just
what you want a year from now.

The workbook can be a record
of what you've learned. Review it
from time to time to see how far
you've come in gaining new skills.
Celebrate your accomplishments.

tX/hatever you do in life, practice
Mastery Learning. Use the cycle of
planning, preparing, practicing, and
getting feedback to master any new
skill or subject. You can keep on
learning for as long as you keep
on breathing.
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ABC prioritizin g, 29, 30
Absolute words, 80, B1

Acronyms, 55

Action taking, 136, 137, 139
Active listening, 96-8
Addictions, 143-47
Adrenaline, 84,143
Adults, 1 05-08 , 114-15
Advertising, 126, 1BB, 194
AIDS Hotline, 147

Al-Anon and Na-Teen, 147

Ncohol, 143-47
Alcohol Abuse and Drug Hotline,

t47
Algebra, 183

All-or-nothing langtage, 19 4
Amphetamines, 143

Arallzing, B1

Anonymous groups, 145

Anorexia nervosa, 126, 147

Appeals to authority, 195

Appreciatiorr, 106, 131, 17 3
Arithmetic, 12, 175-85
Art,199
AsYou Lihe It (Shakespeare),71

Assignment Sheet, 29, 42-44,47
Assignments, mastering, 4, 45-46
Assignments, recording, 44
Assignments, and tests, 39,74
Assignments, and time

invested, 1 1

Association, 64
Assumptions, 193

Attacking the person, 195

Attention, 33,79, 83, 140

Autobiography of Maholm X,68
Awareness, 19, 32, 33, 128

Basic skills, 9

Beauty standards, 127

Begging the question, 194

Beliefs,86, 136

Bibliography, 171

"Big picture", 24,64,103, 104
Binge drinking, 144

Binging and pwging, 127

Blaming,94,95
Body,126-128
Body chemistry, 139, 143
Body language, 93, 95
Body sensations, 84
Book defacing, 3
Book reports, 28

Brain, 68, 144,166,197
Brainstorming, 100, 125,

r97, 20t
Brainstorming, for essay

questions, 165

Brainstorming, for goals, 24
Brainstorming, in writing process,

r52-53,155
Branden, Nathaniel, 21

Bulemia, 127, 147

Calendars, 25,29, 30
Canterbury Ta les (Chatcer), 7 |
Careers, 201, 207 , 209, 210, 211
Change Process, 19-20, 125, 127

Chaucer{,} Geoffrey, Tl
Cheating, 171

Chemicil,s, 143-47
Choices, 105,190,202
Chores, 28
Class time, 36
Cleryy, l4l,144
Cliches, 139

Cocaine, 143

College, 208-211
Commitments, 102

Communicating,92-l0B
Community colleges, 210

Cornrnunity service, 212

Compare,8l
Complaints, 93, 173

Conflict, 100

Contrast, B 1

Contribution, 212

Controlled substances, 143-47
Counselors, 135, 141, 145

Courtesy, 138

Crarnrning, 77
Creative thinking, 196-200

Crisis lrotlines, 141, 147

Critical thinking, 17B, lB8-203
Cultural diversiry 138

Daily goals, 25

Daily practice, 6
f)ecision rnaking, 201-03
Delacing books, 3
Define,81
Depressior-r, 139-41

Diagran'rs, 67 , 7 5, 197

Dictionaries, 56, 68, 7B, 168
Dieting, 127

Directions on tests, 78
Downcrs, 143

Drir/xing, 143-47
Dropping out, 211

Drug:use, 143-47
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Eating disorders, 127, 147

Editing, 157-64, 170, 196
Education, 11, 209-11

Einstein{,} Albert, 197

Emotions, 135-37

Encyclopedias, 169

Endorphins, 143

Essay questions, 80, 165

Bsays, 151

Ethnic groups, 138

Etiquette, 138

Evaluate, 81

Evidence, 189, 193
Exercise, physical' 127

Fallacies in logic, 194-195
False cause, 194

Family rneetings, 108

Fear, 84
Feedback, and change, 20,728
Feedback, external and internal, 21

Feedback, in mastery learning, 1 i,
15,47

Feedback, mistakes as, I 19

Feedback, from sell 121

Feedback, from tests, 83

Fetal alcohol syndrome, 144

Financial rewards, 210

Finger pacing,54-56
First drafts, 157, 170, 196

Flash cards, 45, 46, 51, 63,

65-67 , 69, 75,78
Flexible readers, 54

Footnotes,171
Forgiveness, 20,128
Friends, 112,144,145
Fun, 28

Future, 206-1 1

Gender, 131

Genes, 131

Gestures, 93
"Gening Personal" survey, 125

Gift giving, 140

Goals, and planning, 15, 206-08

Goals, realistic, 27

Goals, serting,24-25
Goals, and success, B

Goldberg{,} Natalie, 196

Grades, 7 4, 7 5, 82, 89, lB4-85
Graduate programs, 208

Guessing penalry on tests,75,79

Habits, 5, 6, 10,20
Handwriting, 167

Heakh, 126-28
Homework, as practice, 36
Homework, scheduling of , 27 -28
Homework, study space, 40-41

Homework, and tests, 39
Hormones, 139

Hotlines, 141,142, 147

Humot sense of, 1B

Illustrate, B 1

I-messages, 94-95,98
Incubating ideas,197

Independence, 14,114
Intelligence, 10,50
Intermediate goals, 25

Intuition, 202
Irrational beliefs, 136

Jingles, 65

Job applications, 88, 190

Job titles, 208,2ll
Journaling, 3,140,173
Judging,94

Jumping to conclusions, 195

Keeping your word, 100

Key Sentences, 152-154,
165, r70

Key'Words, 4, 152, 154, 165,

170, t96,198

Language, l3
Learning by tr:aching, 7, 113

Learning curves, 12, 121

Learning Power Workboo k{,}
The, ii,2, 3, 4,213

Learrring rute, 10, 12,46
Lectures, 57-59
Lee{,} Dorothy, 191

Left-brain processes, 154, 166

Legible writing, 167

Letters of recommendation, 88

Libraries, 159, 200, 208
Life goaJs,24

Listening and speaking, 92-98
Lists, ordered, 67
Logic, 1BB, 194

Long-term god,s, 24, 205-207

Long-term memory 61, 62, 64,

75,77
Look/look away,69
Lose-lose agreements, 103

LSD, 143

Lying,129
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Main ideas & supporting facts,57
Malcolm X, 68

Marathon study, 28
Marijuana, 143

Master Plan, 42-43, 185
Mastery learning, 12-13, 15, 17,

36, 37, 46, 47, 66, 69, 7 4,

76,207,213
Math, i2, 37-38, 175-85
Mead{,} Margaret, 191

Menrorizing, 7, 37, 38, 5l-71
Mental pictures, 68
Mentors, 113

Mirrd rnaps, 59, 63, 64,78
Mindset, 10-11

Ministers. See Clergy
Mistakcs, 119

Mnemonics, 65

Moods, 135, 139

Morphine, 143

Motivation, 13

Multiple choice questions, B0

National Clearingl-rouse

for Alcohol and

Drug L-rforrn:rti on, 7 47
National Middle School

Association, ii
National Run Away Switchboard,

t47
National Youth Crisis Hotlinc,

t47
Negative thoughts, B6-87
Network, 113

Nonprir-rt rnaterials, 200
Note-taking, 57-59,63

Ordered lists, 67
Organizing in writing process,

r>4_>t
Outlining, 4,58,64,75

Paraphrase, l6g
Parents, 10r, 106, 108,

t14-r5,14t, 144
Peace, 189

Peer pressure, 146

Penmanship, 167

Performing, 37
Periodicals, l6g
Peripheral vision, 55
Personal life,209
Personal Profile{,} The, 1B

Physical exercise,727

Picturing, 6B

"Piq, parq,', 141

Plagiarism, 171

Plan as comn'ritment level, 102
Planning, 11, 15, 45, 206-08
Planning, rime,27-28
Planning, in writing process, 1!1
Poetry, 172

Portfolios, 88

Positive thoughts, B6-87
Possibiliry as commirment level,

t02
PQRSI52
PRQr,50-52
Practice, 3,7
Practice, and char.rge, 20, 128
Practice, and homework, 16,36
Practice, in Mastery Learning, 11,

r5,46
Practice, for tests, 39
Practice, three rypes, 37, 38
Pregnancy, 144, 2I1

Prepare, in Mastery Learning,46
Prepare, for success, 1 1

Prepare, for practicing, 15

Pioritize,29
Private vocational schools, 210
Problem solving (math), 37-38,

175-85
Procrastination , 7 , 16, 31, 45, 154
Progress checla, 4
Promise as commitment level, 102
Proofreader's marks, 158, 159

Psychedelics, 1 43
Psychologist, 135

Public speaking, 17

Question rypes on tests,75,79-Bl

Qrrestions, in critical thinking,
190,191,197

Questions in reading, 50-52

Questions, and staternents, 96

Questions, for tutors, 116-17

Qui4 see Tests

Quotations, 171

Racial groups, 138

Read and question (in PQRI),
50-5r

Reading, 50-56
Reading rate,53
Reasor-ring, 194

Reference manuals, 169
Relationships, 92-109
Rela-ration techniques, 78, 79
Requests, 93, l3B
Requests for tutors, 1 16-17
Resistance, overcoming, 14

Respect, gaining,132
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Responsibility, 19, 128' 131

Resumes, 88

Review, 52, 61-63, 7 4, 77, 78, 81

Revise in the writing process,

158,159, 164, 170,196
Reward, 31

fught-brain processes, 157, 166

Run Away hodine, 147

"Runnert higB', 143

Scheduling, 15,26
Self-awareness, 32, 124

Self-confidence, 17, 129-3t
Self-esteem, 21,124
Self-examination, 124

Selfl-management, 9, 105

Sense of humor, 18

Seryice to others, 209, 212

Sexual lrarassment, 133-34

Sexually Tiansmitted Diseases

(STD) Hotline, 147

Shakespeare{,} $7illiam, 70-7 1

Shelters, 147

Short-answer questions, 80

Short-term memory 61, 75, 144

Sleep,27, 127

Social graces, 138

Social nemork, 113

Social systems, 189

Solving math problems, 37-38,
175-8'

Sources,17l
Speaking and listening, 92-107

Spelling, 67, 75, 157 , 160

Spiritual leaders, 1B

sQ3R,52
Stage fright, 17

Statements as questions, 95

STD (Sexually Tiansmitted
Diseases) Hotline, 147

219 Learning Pouer

Stress, 84

Studybuddies, I13
Study groups, 7, 1i3
Sttrdy skills, 9, 131, 168

Study, marathon, 28

Study, space for,40-41
Success, 9, 10

Success, achieving, 1 1

Success, defined,8
Success, practicing, 14

Success, savoring, 120-121

Success Log, 21, 28, 83, 87 , 121

Suicide, 142

Suicide Prevention Hotline, 147

Summarize, B1

Support grotps, 145, 147

Thpe recording, 57 , l5B
Teachers, 141,144
Teachers, as a-llies, 1 1B

Teachers, and tests, 7 4, 7 5

Team, 112-18

Teen Hotline, 147

Tellirrg tlre truth, 18, 19' 87, 124,

129,144
Term papers, 168-170

Test (in PRQT), it
Tests, 74-85
Tests, practice for, 39

Gsts, and writing process, 165

Thesis statements, 169, 170,195
Tlroughts, 84, 86-87

Three by five cards, 26, 29, 50,
51,56,66, t69, t96

Three P's, 200

Three R's, 9

Time limits on tests, 78-79
'.fime managem ent, 24-33, 86-87

Time tracking, 26

Tobacco,743
To-do lists,29-31

Tone ofvoice, 93, 95

Topics for essays and term PaPers,
156,158, 169, 196

Tough emotions, 135-37

Tiacking time,25
Tianquilizers, 143

teatment programs, 145, 147

Tiue-false questions, 8 1

Tiust,82, 100

Tiuth telling, 18, 79,87, 124,

129,144
Ti-rtors, 116, 1i7

UYW
Uppers, 143

Values,112, 129

Verbal infonnation, 68

Verbal language, 93
Vocabulary building, 56, 68

Vocational/technical schools,

208,2t0
Volunteering, 212
'Walk around, 69

VeeUy goals,21,27
$7in-win agreements, 99-102,

106,132
\7ord lor wotd mastery 69
\Words per minute, 53

'Workbook, ii,2,3, 4

\Tritert block, 196
lVriting, 150-73, 192, 196,201

XY
"x' and'y' as unknown, 183

You-messages, 94
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