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UCCEEDING IN SCHOOL
usually means mastering

three types of skills. First,

there are the

often called the “three R’s"—

reading, riting, and rithmetic. Second,

things like taking

there arc

Learning Power coaches you to
increase your ability in all three areas.
It also suggests ways to practice these

skills so you can master them. When

notes, handling tests, and memorizing. to learn.

The third area include:

—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.

Reading: speed,
comprehension, and
vocabulary

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

Writing: grammar,
vocabulary, spelling,
penmanship, typing,

word processing

Getting information and ideas
from a textbook

Memorizing written passages

Memorizing facts
Taking notes
Taking tests
Using the library

Writing essays and term papers

Problem solving

Learning math

you master something, you don't worry
about memorizing the guidelines.
Mastery becomes your habitual way

Gaining awareness: spotting what's
working and what’s not in your life

Setting goals: writing down your
long-term an  1ort-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







Other people, such as your parents,
guardians, and teachers have responsi-
bility 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. What you do is the most
important factor in your learning.

Planning

Preparing

Practicing to mastery
Getting prompt feedback

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

Some students seem to get “As”
effortlessly. Look more closely, and
you'll find people who invested time
in mastering the and
early lessons in the subject. Learning
ic Their time investment
may be more or less than yours.
Thats not important. What matters is
doing what helps you succeed today.
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Mastering an assignment may at
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 you'll
make that extra effort, you can expect
to see the benefits quickly.

You may wonder if you are smart
enough to master all of your school-
work. What if you practiced forever and
still couldn’t 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 “foreign”
language is really just one we never
Jearned as infants. We 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 Janguage, we would have to
be less intelligent than everyone who
has ever learned it. That’s not likely.
Several studies indicate that most
students—over 90 percent—have
enough intelligence to master 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.

Some students think they have
intelligence but lack a mysterious
quality called 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 tasks,
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.
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OST OF US can list areas
in our lives where things
aren’t working as well as
we would like. Often
there are many things we
would like to change. Some people say,
“I cant change. That’s just the way I
am.” Others may say, “I'm not the
problem. There’s someone else who is
messing me up. [ 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
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

so I can change it.”

polite requests, persuasion, or even
threats, and had little success. To get
someone else to change, try changing
yourself. 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 might
add to your tool kit for success —

the

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.

Begin by simply noticing what is going
on—usually a behavior you don 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. When you
make it this far, congratulate yourself.

Now take responsibility for the current
situation. Asking yourself a couple of
questions may help: “How could I be
helping to create this event? What 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 isn't working. Once
you have a clear picture of that, go to
Step 3.
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Your goals aren't right or wrong,
and you don’t have to have them all
figured out. You may not have decided
on your career or about having a fami-
ly. That’s OK. Also, expect your long-
term plans to change as you learn
more about yourself and the world.

'ou can
accomplish 1n one year or less—goals
that will move you toward your long-
term goals. Here are some examples of
intermediate goals:

Achieving anything in life takes
direction and action. Daily and

rell you exactly what
you can do today to move toward
your dreams. While 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:
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NCE YOU KNOW 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 works for you:

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. When including both class
time and homework in your schedule,
you're likely to find that school takes
about forty hours a week.

When you add in time to sleep,
eat, and relax, you may discover it’s not
possible to do all the things youd 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.

You may have discovered that you're
spending too much time doing things
you don’t enjoy or that don’t help you
to reach your goals, or both. Build
activities into your plan that contribute
to your goals and happiness.

Sleep deprivation is common among
young people. To be healthy and
maintain a clear mind, you may need
nine or ten hours of sleep every night.
Cutting down on sleep is the wrong
way to find more time.

When 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.

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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ROCRASTINATION and
school assignments tend
to go hand in hand.
means to
put off doing something.
It is an expensive habit and it can eat
away at your 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 i,
follow 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 your To-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, watching TV, or calling
a friend.

Take the reward only when you've
earned it. Create your own cheering
section by surrounding yourself with
people who applaud, stamp their feet,
and whistle when you get things done
and meet your goals.

N5
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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
types of practice:

Many courses involve

facts, dates, names, words, tormulas,
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:

Although you may first need to

memorize information. such as facts

about the activity calls

for doing—taking some action.
Here are some examples

of performing:
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SING THREE-RING BINDERS
is a handy, flexible way to
organize handouts, notes,
homework assignments.
and tests. Stock
ith the tools of the trade, and
you'll be ready for masterful practice.
Start with a binder large enough
for all the things you need in class on
a regular basis, possibly one with two-
inch rings. Try organizing your binder
like the list to the right, and then
change it to suit yourself.

42

Follow this system for all your subjects.

The forms on the following page can be
found in Chapter 3 of The Learning Power
Workbook. You have permission to copy
these forms, and you may make as many
copies as you need.













The material you will use for practice
may be your notes from class, the text,
some other book, or a handout. When
you understand the information well
enough to begin practice, your prepa-
ration is complete.

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 twenty.

46

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 haven’t mastered that
type of problem. Keep doing them,
even problems that arent in the assign-
ment, until you can do that type easily.



















This adds a step to PQRT:

To use 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. When you finish reading
and summarizing, test yourself with
your questions.

T WORKS very well, and you
might decide to use it just the way it
is. It also comes with many variations. Q-Three-R)
Following are some ways to modify stands tor:

PRQT.

One alternative method 1s 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
“What were the consequences of the
Dred Scott Decision?”

@

N N

52













Here’s a simple, effective way to prac-
tice new words you encounter while
reading. When you come to a word
you don’t 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:

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

N
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Choose a few pages of a book for
practicing the read, then reread faster
method. This strategy works well with
novels or history books. It isn’t recom-
mended for math and science books.

Begin by reading a couple of pages
rwice. The first time, use finger pacing,
but read slowly enough to comprehend
it. When you have finished, read the
same article a second time. Again use
[finger pacing, but this time go at a
[faster rate.

Don't expect sudden improvement
after one practice. Just continue using
this method, combining it with finger
pacing. If you practice this way even a
few times, your reading rate might
increase so that your first—and
perhaps only—veading of assignments

can be faster.






















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

A little time has passed since you

memorized the six components

of a successful mindset (“Check
Your Mindset” in Chapter 1).
Review them now. Test yourself,
starting with number one.

Master one sentence before adding
the next. Review again within

twenty-four hours.
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Some tasks require flash card
alternatives or modified procedures:

When 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 playing 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.

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 memorizing dates 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.

If your 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 tasks. On one side of
the card write, “Make a sketch of a
typical flower and label the parts.”
On the other side, do your sketch
and label it.

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.

When 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 backs. 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 Aunt Sally is a way
to remember the order of operations in
solving algebraic equations (multiply,

divide, add, and subtract).

Q‘V
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When 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.

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.

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.

The techniques discussed in this chapter
are listed below. Create a set of flash

cards to help you remember them.
PRQT

SQ3R
Main ideas & supporting facts

PQRST
Mind Mapping

Outlining  Look/Look away
Walking Around  Picturing
Word for Word Mastery
Flash cards

Association

Write the name of each technique on
a single card. On the back describe the
technique and give one or more exam-
ples of how to use it. Practice with your
Sflash cards until you feel sure you will
remember the methods. Tomorrow

review your flash cards again.

N
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Each test comes with a time limit. A
question’s 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
its 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, that 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.

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 can’t think of the answer to
a question right away, pass it by for the
moment. Reading the question has
acted like a request to your subcon-
scious mind. Leaving the question for
later gives your mind time to deliver
an answer.

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

Pause at times during the test to relax.
Breathe slowly and deeply. Notice your
point of attention 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 of anxiety about your final score
and simply do your best. Your fate in
school or life doesn’t hang on the way
that any single test turns out.
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When its over, it's over. There is
nothing to do about your answers.
What you can do is decide where to
place your attention. Focus on what
you did well, and don’t worry about
what you might have gotten wrong.
Think back to how you prepared for
the test, or how you got there early,
or how you budgeted your time during
the test. Note these things in your
Success Log.

Did you study the right stuff?

Did you correctly anticipate the types
of questions that were on the test?

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

What kinds of mistakes did you
make? Did you misunderstand the
directions? Do you disagree with your
teacher’s >f 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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Next, let those worst possible
outcomes drift away. Now begin
to create a vivid picture of success:

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.

Tomorrow you will have an exam in

a course that is difficult for you.

Imagine your vivid picture of success.
Now imagine that it is the day of

the test. Return to your image of success.
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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.
When 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.
What do you really think about your-
self? 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. What 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' finish his reading
assignments. What 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.

When 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 ability 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 lazy” 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 strategy. 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 youve 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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Atter deciding what you want, make
a direct The advantages of
doing so are many:

Requests help you to reach

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 time” becomes
“Can you help me understand the
purpose of this paper?” When you
make requests, you prevent problems
and invite solutions.

Your body sends messages twenty-four
hours every dav in a language all its
ides your
clothes,
e. What
you don't put into words says a lot.

To speak clearly, keep the way you
look and move in agreement with what
you say. When 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 looking away or shifting
your eyes, others might think you're
bored or angry. You dont have to
glare or stare like a zombie. Just look
at people when you're speaking to
them, especially into their eyes.

93



































































You might think of dividing

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 responsibilicy.

In other words, you are 100
petcent 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.

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.

When you've been acting very
grown up, you may wonder why
your parents don't 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 won’t 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.
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FTER COMPLETING the
“Getting Personal” survey in
your workbook, you may
have a list of things to
improve. You can chin awav
at your list using the
If you're unclear about any ot the
steps, review “Adopt a Process for
Change” in Chapter 1. Here are
the steps:

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 from
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
doesn’t work, you can choose some-
thing that does. If you don’t know
what to change or if the change you've
tried hasnt worked, you still have
many options:

e
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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, callec

affects thousands of people,
including models, movie stars, athletes,
and ordinarv people.

is another illness that

affects thousands of teenagers. A
bulemic person binges (eats enormous
quantities of food) and then purges
(makes herself vomit). Thesi

can cause permanent

physical damage or death.

Keep in mind that standards of beauty
change. In the sixteenth century, the
most beautiful women were quite large
(“fat” by today’s 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 century
women obtained seventeen-inch waists
by cinching themselves into whalebone
corsets.

People of all 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 acceprt,
appreciate, and care for the body you
were born with.

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 thirty to sixty minutes
earlier each night for a week. See for
yourself if the benefits are worth the
time it takes.

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. Here’s
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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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 try to
avoid having to take responsibility.
People often lie to cover up previous
lies. Lying can become a very destruc-
tive habit.

The saying “What goes around
comes around” is a way of describing
how the world works. When people
lie, they invite certain consequences
into their lives:

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 don't want to hang around
with someone they can't trust.

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-confidence suffers.

Being untruthful has a negative effect
on a person’ sense of self. And the
more one lies, the more difficult it is
to know what the truth really is.
When people believe their own lies,
they become confused by the reactions
of others. They can't 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.
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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.

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 you're short, you can still play
basketball. If you're 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.

When we control our decisions
and change what we can, we are taking
responsibility. Gaining self-confidence
is one of the rewards.

Your self-confidence can grow when
others appreciate your developing
skills. Almost everyone enjoys hearing
“You did a great job” or “I can’t wait to
read your next paper.”

s most meaningful
when 1t comes naturally. You can’t
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.
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This is a clear example of
In a 1993 study of

American public schools, two-thirds
of the girls said they'd 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, “Would 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.” It's 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. Don’t 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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MAGINE A WORLD whete 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.

We can be thankful that we dont
inhabit such a world. Feelings are the
spice of life. And sometimes life gets a
little zoo spicy can be so
strong and unpleasant that we feel a
loss of control.

It’s normal to feel sad, angry, or
afraid at times. But when strong nega-
tive feelings stick around for months
or years, it is hard to carry out the
tasks of daily life. We 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.

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
don’t 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 walks 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 don'’t 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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Emotions can get stronger when we

Emotion is motion. If you want to

bottle them up or try to force ourselves  fee/ differently, then move differently.

not to feel them. There’s a saying,
“What 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.

Even the simplest actions—walking
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 don' 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 still choose to do homework.
When you feel like sleeping, you still
have the ability to get out of bed.
When 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.

AN ¥
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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:
“Wherever you go, there you are.”

When 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.

A tunny thing happens to our thinking
when we feel depressed. We tend to
dwell on the negative. A simple shift

in attention can change that. When
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.

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, “T'll give
myself permission to feel really bad for
another twenty-four hours. Then 'm
going to get busy and make room for
other feelings.”

'T'hrow a "pity party” for yourself.
Watch sad movies. Bring Kleenex.
Invite friends to be bummed out with
you. (Don't be surprised or disappoint-
ed if your depression ends before the

party does.)

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.

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.

@

141













help—friends, parents, teachers, clergy,
school counselors, treatment programs,
anonymous groups, and more. When
you surrender, you win. Admitting
that you can’t handle the problem
alone makes room for other people

to assist.

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. We 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:

145



















PAPERS START with a
the first step in our
1g process. In planning

ay, you specify:

TOPIC—Depending upon your
teacher, the may be assigned
or it may be your choice.

PURPOSE—When it comes to
writing, you can have more than

one Your first purpose

may be to get a good grade. A second
purpose might be to create a quality
essay. Other purposes might be to:

Here are some examples:

When 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 “an
include your teacher or anyone else
who may have an interest in your
subject.

SPECIFIC 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 style, such as
how sources are identified. You may
be required to submit your paper in
type-written form.
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Once you have your Key Words listed,
you can create These
fill in details about the Key Words you
brainstormed. This is not a first draft
of your paper. It is just a list of sen-
tences covering the main ideas for
your essay.

Write out your Key Sentences
quickly, in any order. Don't worry
about spelling, punctuation, or
grammar. Incomplete sentences and
phrases are OK for now. When you've
captured a particular idea in a single
Key Sentence, move on to a new one.

Keep generating Key Sentences
until youve covered the points and
ideas suggested by your Key Words.
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 any
special order.
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Your written work will be clearer if
your sentences arent loaded with '
extra words. Some teachers prefer Edit your draft by
long sentences; others suggest you deleting unnecessary words.
keep them short. Teachers almost
always disapprove of words that
don’t 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;

After deleting some words, we have:

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:

Q\‘
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ve use in

everyday speech 1s 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 style 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: Write Right, by Jan Vanolia,
published by Ten Speed Press; and
Elements of Style, by Strunk and White,
published by Macmillan.

Examine the grammar and
punctuation of each sentence in your
essay. If you find any errors, correct
them. If you are uncertain about
anything, consult a grammar reference

or your teacher.
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Look up the Key Words in your topic,
seeking to answer your questions.
Write the main points on note cards.
At this point you may know quite a bit
about your topic.

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.

, and
DOOKS Irom tne 11prary 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.

Take 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 author’s name, the source (book,
article, tape) that youre working from,
and the page number. You can also
make separate note cards for your
original ideas.

When taking notes, you have two
choices: (1) tc the author
in your own words or (Z£) tc

directly. Put quotation marks
around passages you quote exactly,
and remember to credit the source of
quotes or paraphrased statements.

Now is an appropriate time to define
the purpose of your paper. Term
papers commonly prove or disprove a

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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Other common symbols are “x”
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 equation 7a +
x = 20, we could choose to have “a” be
the number 2. After we have selected a
value for “a,” we can solve the equation
for the value of the unknown number
“x,” which equals 6 in this case. Or we
can just let “a” be “a” and solve the

problem like this:

The important thing to know here
is that the symbol “a” can have any
value, and the “statement” will still
be true.

It mioht help to think of

(X", ", etc.) as question
marks. While in arithmetic we use the
symbol “” to stand for multiplication
(4 x 6 = 24), in algebra “%” is an
unknown. When 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.

Q‘V’

QV

183































SSUMPTIONS ARE STATEMENTS
that we take for granted as
being true. They underlie
much of what we do and say.
can be useful.
Shared assumptions save time and make
it easier for people to communicate.

We assume that the city 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 can't get cancer from 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:

The paragraph is loaded with

assumptions, such as:

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 ott in
the open. Test them. Ask foi

Thinking for yourself includes
digging out assumptions. Imagine that
assumptions are everywhere, ready to
confuse you. Your job is to discover
which assumptions are useful and
accurate. Expose faulty and misleading
assumptions before they play any more
tricks with your mind.

>~ ¥
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“Dad doesn't like my baggy Think about the following statement.

clothes, but what does he know? “I had this teacher before and I didn't
He’s too old to have a clue.” Instead like the class. I'm sure I won like this
of talking about clothing, the speaker one, either.” The speaker is assuming
attacks his father’s age. Again, the that every course from a particular
real question is being avoided. teacher will be the same. Actually, this

student might have totally different
experiences in the two courses.
Consider this statement: “As people gain
a bigger vocabulary, they get more cavi-
ties.” The statement may be true, 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, o
there are other factors that cause cavities.

QV

y 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 it’s true.

You can disarm appeals to authority. Al
For example, if you hear a TV announc-
er say, “Nine out of ten doctors recom-
mend Brand X to get rid of headaches,”
you can ask yourself:
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