Understanding the Syllabus


A syllabus will be given to you for each class that you have.  In effect, the syllabus is a contract between you and the professor.  The grading system in the course will be exactly what is spelled out in the syllabus.


When students don’t do well in a class, it’s generally because they failed to understand what was required in the syllabus.  The syllabus will specify such things as

· Attendance policy

· Grading system

· Bonus point opportunities

· Test dates

· Test makeup opportunities

· Homework practices

One of the first things you should do each semester is to review what is in the syllabus and develop a system to track your grades.  The attached template is a way for you to review the syllabus.

Syllabus Review

Course: ______________________________

Teacher: ______________________________

	Grade component
	What Does the Syllabus Say about This?
	What is the percentage of points of the final grade?



	Hourly Tests
	
	

	Homework
	
	

	Quizzes
	
	

	Final Exam
	
	

	Attendance
	
	

	Projects
	
	

	Research Papers
	
	

	Lab
	
	

	Class Participation
	
	

	Other
	
	


· Will there be bonus point opportunities? ____________________________________________

· Will you be able to replace a test with another grade? ______Under what Conditions?_________________

· Is there a policy on late submission of work? ______What is the policy? _______________________

· What is the policy on attendance? ________________________________________________________

Planning Your Day – I


The independence in college is great until you discover that the nagging your parents provided really did have some value.  Now that you are on your own, you need to be your own nag.  One way to do this is by preparing a check list of all of the things you plan to do that day.  A sample checklist is attached.


The checklist is broken up into four categories.

· Classes – list each class you need to attend. This also includes labs

· Homework – list homework you plan to do that day.  Don’t forget to include partial work on assignments that are likely to take several days to do (e.g. projects, papers).

· Other academic activities – These would include such activities as study labs, out-of- class experiences, advising appointments, team meetings, etc.

· Personal – These include fun things and things you need to do as a person rather than as a student.  Typical activities in this category could include rec center, hanging out with friends, playing games, going to sports event, laundry, shopping, a medical appointment, etc. 

Here’s how to develop and use your checklist.

1. Each night before you go to bed, record items on your checklist for the next day.  Often doing this before you go to sleep will help you get things together for the next day.  Since most students get up at the last minute, deferring the check list until the morning can lead to not capturing all of what you need to do.

2. Make up a notebook with the planning lists in them for each day of the semester.  When you get a homework assignment in a class, record the assignment in your planning list a day or two before the assignment is due.  This is a good way to keep track of assignments.

3. When you finish an item, check off the item on your check list.  If you did things that were not on your list, add these to the list.

4. If you don’t complete an item, record a comment as to why you did not complete the activity.

5. Give yourself a grade for how well you planned and executed your day.

6. Every two weeks, ask yourself these two questions

· Did I plan to do too much?

· Did I plan to do too little?

Adjust your planning according to your responses.

7. To reinforce what you have done in planning your day, teach someone else how to do this. 

The planning that you have done in this program assumes that all activities have equal value.  Obviously that’s not the case.  In Planning Your Day –II, you’ll see how to set priorities for activities. 

Name: ____________________________

Date:  _______4-19-10_________________

	What I Need To Do Today
	Check If Completed
	Comments

	Classes
	
	

	· Math 156
	✓
	

	· Phys 111
	✓
	

	· 
	
	

	· 
	
	

	· 
	
	

	Homework
	
	

	· Math 156
	✓
	

	· Engineering Project
	✓
	

	· 
	
	

	Other Academic
	
	

	· Study Lab
	✓
	

	· 
	
	

	· 
	
	

	· 
	
	

	Personal
	
	

	· Fishing
	
	Couldn’t go, it got too late after working on project

	· 
	
	

	· 
	
	


What grade would you give yourself for today’s activities?  A

Did you plan to do too much? No, got a good start on Eng’r 102 project

Could you have planned to do more? No, plan worked out well
Name: ________________________________

Date:  ________________________________

	What I Need To Do Today
	Check If Completed
	Comments

	Classes
	
	

	· 
	
	

	· 
	
	

	· 
	
	

	· 
	
	

	· 
	
	

	Homework
	
	

	· 
	
	

	· 
	
	

	· 
	
	

	· 
	
	

	· 
	
	

	Other Academic
	
	

	· 
	
	

	· 
	
	

	· 
	
	

	· 
	
	

	Personal
	
	

	· 
	
	

	· 
	
	


What grade would you give yourself for today’s activities?
Did you plan to do too much?

Could you have planned to do more?
Planning Your Day – II


Once you begin your career, your job will require that you record what you worked on throughout the day.  Each the things you worked on will have a cost code.  That’s the way the company keeps track of its costs and in turn will know how to bill for your time.


Let’s apply that same concept to planning your day.  Different items on your plan will have different values.  To make this simple, lets assign the following values to activities you might be doing.

	· Studying for Test
	$50/hr.

	· Taking a Test
	$50/hr.

	· Going to Class
	$25/hr (Don’t count this twice if you had a test)

	· Doing homework
	$25/hr (Include Study Labs, OCE’s Project Work, etc.)

	· Other academic activities
	$15/hr (Advising appointment, talking with teachers)

	· Personal
	$10/hr (maximum of $20)



On the revised planning sheet, plan your day and check off activities you have completed.  Then show the earnings you generated.  If you are to do well, your earning should be at least $150 a day.


If you follow this approach, you will find yourself doing those things that are more important to you. 

Name: ________________________________

Date:  ________________________________

	What I Need To Do Today
	Check If Completed
	Value Earned
	Comments

	Classes
	
	
	

	· Math 156
	✓
	25
	

	· Phys 111
	✓
	25
	

	· Econ 201
	✓
	25
	

	· Engineering 102
	✓
	25
	

	· 
	
	
	

	Homework
	
	
	

	· No Homework
	
	0
	

	· 
	
	
	

	· 
	
	
	

	Other Academic
	
	
	

	· Work on Project
	✓
	2 hrs = $50
	

	· 
	
	
	

	Personal
	
	
	

	· Lift Weights
	✓
	1 hr = $10
	

	· 
	
	
	

	· 
	
	
	

	Total Value Earned
	
	$160
	


What grade would you give yourself for today’s activities?  __B__

Did you Plan to do too much?  _____________________

Could you have planned to do more? _______________

Name: ________________________________

Date:  ________________________________

	What I Need To Do Today
	Check If Completed
	Value Earned
	Comments

	Classes
	
	
	

	· 
	
	
	

	· 
	
	
	

	
	
	
	

	· 
	
	
	

	· 
	
	
	

	Homework
	
	
	

	· 
	
	
	

	· 
	
	
	

	· 
	
	
	

	Other Academic
	
	
	

	· 
	
	
	

	· 
	
	
	

	Personal
	
	
	

	· 
	
	
	

	· 
	
	
	

	· 
	
	
	

	Total Value Earned
	
	
	


What grade would you give yourself for today’s activities?  ____

Did you Plan to do too much?  _____________________

Could you have planned to do more? _______________

Keeping a Scorecard


One of the challenges students face is being honest with themselves about what is expected to do well in class.  The scorecard is an effective way to keep yourself honest.


See attached template for the scorecard.  For every class you have, there are four possible indicators of course success. 

· Did you attend class?

· Did you have the homework done that was assigned for that day?

· Did you review the previous class notes before you started class? This will help you comprehend better the new material.

· Did you practice active learning? Did you really try to understand what was presented? OR, did you just take notes.

Here’s how to use the scorecard

1. Check yes or no on the template for each class period on your schedule.

2. Then calculate the overall number of yeses for each class period and the percentage.

3. At the end of each day, record your score card data on the attached form.

4. Also update your overall score for the semester. 

If you are going to do well in your classes, you should be following these guidelines.

· Your overall score should be above 75%

· You should not let a bad experience in one class drag down your overall score.  Just because you are doing bad in one class, don’t give up in other classes

· If you don’t go to class, you automatically lose all points for that class period. You can’t miss class if you want to do well. 

All great athletes and musical performers develop what is called muscle memory.  The scorecard develops your mental muscle memory.  After you get in a rhythm of scoring 4’s in every class, you will find this automatic, and you no longer need to keep the scorecard.  However if you start slipping, you will have to start the scorecard again.  It’s just like an athlete who takes off a few weeks from training. 

	Course_________________  Date __________

         Activity                     Yes               No
· Went to Class                 ___               ___

· Had H/W Done            ___                ___

· Reviewed Previous    
Notes                               ___                ___

· Used Active Learning   ___                ___

· Overall score    _______Yeses
	Course________________   Date __________

         Activity                     Yes               No
· Went to Class                 ___               ___

· Had H/W Done            ___                ___

· Reviewed Previous    
Notes                               ___                ___

· Used Active Learning   ___                ___

Overall score    _______Yeses

	Course________________   Date ___________

         Activity                     Yes               No
· Went to Class                 ___               ___

· Had H/W Done            ___                ___

· Reviewed Previous    
Notes                               ___                ___

· Used Active Learning   ___                ___

Overall score    _______Yeses
	Course________________  Date __________

         Activity                     Yes               No
· Went to Class                 ___               ___

· Had H/W Done            ___                ___

· Reviewed Previous    
Notes                               ___                ___

· Used Active Learning   ___                ___

Overall score    _______Yeses

	Course________________  Date __________

         Activity                     Yes               No
· Went to Class                 ___               ___

· Had H/W Done            ___                ___

· Reviewed Previous    
Notes                               ___                ___

· Used Active Learning   ___                ___

Overall score    _______Yeses
	Course________________  Date _________

         Activity                     Yes               No
· Went to Class                 ___               ___

· Had H/W Done            ___                ___

· Reviewed Previous    
Notes                               ___                ___

· Used Active Learning   ___                ___

Overall score    _______Yeses


Score Card Performance Summary

	Date
	Total Yeses You Earned Today
	How many Yeses were Possible Today?
	Your Percentage Score Today
	Cumulative Total Yeses You Earned
	Cumulative Total Possible Yeses
	Cumulative Percentage Score

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Taking Notes – Math/Science/Engineering Classes


In most classes, what is presented in class is more likely to be on a test than what is in the text.  In math/science/engineering classes, you need to follow solution approaches as they are presented or you will have to teach yourself.  The key to capturing the solution approach is to record notes on how to go from one step in the solution approach to another.  Unfortunately many students just copy down what was written on the board or was in a power point.


Here’s an approach for taking notes in a math/science/engineering class.

· Draw a line down the middle of your notes.  You may need to take notes in landscape format.

· On the right side of the line, record the problem solution approach as it was presented in class.  This would be the computational steps.

· On the left side of your notes, capture the words used to describe that logic used in going from one step to the next.

· Use the question mark symbol when there was a step that you didn’t understand.  You should ask the teacher about this step during class or after class.

· On the left side of your notes, capture anything that the teacher says about exceptions, special cases, etc.  Often these become test material.

· On the left side, capture notes to yourself about the solution approach.  These will be reminders of how the problem was solved.

· Make sure to label all figures and terms used.

A great weakness of many students is that they don’t learn in class.  They are merely note takers.  If you use the approach described here, you will use the class time to learn the material rather than having to learn the material on your own. 

Taking Notes: General Education Classes


In general education courses, the lecture is generally the source of virtually all of the test questions.  In most of these cases, power point presentations are given.  You can access the power point slides in advance of class.


Many students will use the power point slides as their notes.  The slides themselves will be of limited value unless you capture what was being said about the content on the slides.


Here’s how to take notes in general education classes.

· Off to the side of each power point slide, capture what was being said in class

· Put a star by any point that was being emphasized.

· During the presentation, make flash cards of items you think might be on the test.  Making the flash cards will help you focus more on what is being said. 
Making Flash Cards


Everyone learns in different ways.  Some learn more by seeing than hearing.  Some learn more by doing than reading.  Some learn better from open-ended projects while others learn more from discrete assignments.


Engineering students tend to be hands on visual learners.  You learn little from reading, but more from doing.  You remember more from what you see than from what you hear in class.  For an engineering student to remember, the following needs to occur

· You need to make the learning process a hands on activity.

· You need to see what they need to learn frequently.  Recall is built from sight rather than memorization.

· Learning is best done in small chunks of time rather than over extended studying at one session.

Flash cards are an excellent way to learn.  Here’s how to develop flash cards. 

1. Capture what you need to know on one side of a flash card.  This could be 

· A definition

· A list

· A fact

· A math solution approach

· Chemical symbols or concepts

· A formula from a math, science, or engineering class

2. On the other side of the flashcard, write a test question that involves what is on the other side of the flash card.

3. Develop the flash cards during class.  This will actually help you focus on the class without your mind wandering.

4. If you can find an old test, convert these test questions into flash cards.

Here’s how to use your flashcards.

1. Prior to the teacher starting class, look over your flashcards.  This will help you recall what has been covered before.

2. When you have small amounts of down time (even 5 minutes), get out your flash cards and review them.  Memory is developed by repetitive viewing of content.  When you use small blocks of time like this, your actual test preparation will go down.

3. Practice for the test by going over the flash cards.  Actually if you have done the flashcards correctly, most of the test questions will be on your flashcards.

4. Once the test is over, put check marks on the flash cards that were represented on the test.

Flashcards are a way to maximize your learning style. 

Organizing Your Course Materials


In every class you take, you will have a lot of materials.  These include

· Handouts from the teacher

· Graded tests

· Graded homework

· Your class notes

· Study materials you might have developed

· Printouts of lecture slides

The challenge that you will face is how to organize the materials so that you don’t lose something that could be important.

Here’s some examples of why you need to develop a good organizational system.

· Homework – There may be a dispute as to whether you did an assignment.  Having an actual copy of a returned assignment could save you from losing points.

· Graded Tests – Often the final exam will contain questions just like what was covered on the hourly tests.  You really need these tests for final exam preparation.

· Homework – These are an excellent study guide to prepare for tests.

· Class Notes – Since most of the exam questions will come from the course notes, you need to have these for test preparation.

· Handouts – Often the teacher will give out study guides for tests and other information you need to know.  Obviously if you lose these you aren’t going to be prepared.

· Print outs of lecture slides – Many classes will post slides that were used in the presentation.  These are an excellent study resource.

Now how do you organize these materials.  Buy an accordion file for each course.  Buy some dividers for the accordion file.  These dividers will be used to separate the different types of materials for each course (e.g. homework, tests, handouts, etc)

When you return to your room each day, take a few minutes to place new materials into the accordion file.  A few minutes devoted to keeping your materials organized can save you hours later on when you need these materials for test preparation. 
Managing Assignments


In just about every class, there will be some form of assignment each day.  Often these assignments can have a major influence on your grade.  Even if the assignments are only worth 10% that translates into one letter grade.


Managing assignments involves a three-step process

· Recording the assignments when given in class

· Transferring the assignment to a calendar

· Completing the assignment and turning it in.

Most first year students think they can rely upon their memory to manage their assignments.  This is a false sense of reality.

You need a planner to record assignments that are made in class.  The planner is nothing more than a small notebook where you record assignments.  When the assignment is made, you need to record the due date and indicate where you can find additional information on the assignment (e.g. the course website, your notes).

Some students would rather record the assignment information on an electronic device.  That works also.  The key is the discipline of actually making some reminder of the assignment.

Once you get back to your room after your classes are over, you need to transfer the assignments to a calendar.  The calendar is generally a dry erase board that you can record up to four weeks of assignments.  Once you have finished one week of assignments, you erase that week and record the dates that are four weeks into the future.

The primary benefit of the calendar is that you can see the big picture of what you have to do.  This is especially important in that you will have some weeks when you have a lot of tests. You will need to work ahead on assignments due these weeks in order to give yourself enough time to study for tests.

Once you have the assignments recorded, the next challenge is to actually do them and get them turned in.  Developing the discipline to do the assignments is covered in another one of these notes (Developing Assignment Discipline).  But there are a few management things that you can do to help you in doing the assignments.  When you complete the assignments, place them in a simple folder in your book bag.  Before you go to class each day, look at the calendar again to ensure that you have every assignment due that day in your folder.

Finally when you complete the assignments, draw a line through them on your calendar.  As simple as this act seems, students find that drawing a line through the assignment gives them a sense of accomplishment.

When you go to each class, get out your folder and make sure to turn in the assignment.  Also make sure your name and section number are on the assignment.   Every semester there are hundreds of points of assignments that never got credited to students because they didn’t put their name on them. Every professor will tell you that they often hear the excuse that “I did my homework, but I forgot to turn it in.”  An assignment not turned in is worth 0 points.

Every successful college student will develop some system like the one illustrated here to ensure that they get the full credit for the assignment part of the class.

Developing Assignment Discipline


In high school, you were often given time in class to do your assignments.   Even if you didn’t get an assignment done, the consequences weren’t that great.  In college, you will rarely have the opportunity to redo the assignments and the consequences of not doing the assignments can be great (often at least a letter grade).


One of the challenges that many students face is the development of the discipline to get their assignments done.  Outlined below are some strategies you can use to develop this discipline.

1. Do your assignments between classes.   On a typical class day, you will be in class (or labs) for at most 4 hours.  If you are up and ready to work at 8 AM and you don’t return to your room until 5 PM, you will generally have at least 4 hours to do your work.  Think of school as an 8 – 5 job.  If you do your work during the day, you should have most of your evenings free (at least for the first year.)

2. Develop a study buddy.  Often when you study with another person, you can motivate each other to do your work.  Doing your assignments can become a social activity as much as it is a work activity.

3. Have study dates.  If you are dating someone you can spend more time together by doing your class work.

4. Develop a study group – This is simply an extension of the study buddy.  Often study groups will split up the assignments.  You then teach your group mates the part of the assignment you did.  Often you will learn even more when you teach others.

5. Park down hill - If you ever had a car that wouldn’t start very well you learned to park down hill so you could jump start your car.  That same principle works for homework.  Start with an assignment that is the most enjoyable (or the least objectionable).  Once you get started on your homework, then you can move on to other assignments. 

6. Stop at the right moment – When you need to take a break or stop doing your assignments for a while, stop at a point where it will be easy to get started again.  As strange as it seems.  This may be in the middle of a problem you are doing.  What you want to do is to create a sense that you want to get back to finish what you started.

7. Study where there is nothing else to do – One of the challenges of doing homework is to overcome the distractions that surround you on a college campus.  You can find places to study where there are no distractions.  These may be empty classrooms, stair wells, any place where there is little traffic, administrative office building, library stacks, etc.  If you spend 1 – 2 hours in one of these locations, you will be able to do twice as much in a given amount of time when compared with doing homework in a place where there are distractions. 

8. Eliminate electronic distractions –You live in a world where almost anyone can distract you at anytime with an electronic communication.  If you want to cut down the time you spend studying, place your electronic devices some place where they won’t distract you.  Also turn off instant messaging and social networking when you are working on your computer.

9. Take periodic breaks.  The simple act of getting away from your work for five minutes can often renew your mind and help you continue.  Set your cell phone to go off in five minutes so that you don’t over extend your break.

10. Take a short nap.  When you feel like you can’t go on, take a 15 minute nap.  One way to ensure that you wake up after the 15 minutes is to set a kitchen timer and place it next to your head as you nap.  In the span of 15 minutes, you will be able to clear your head and have the energy to go on.

Most upper class students will adopt a mix of 2-3 of these strategies to develop the assignment discipline they need.  Which of these, do you think will work best for you?

Reading for Insight


College students of this generation have a different way of gaining information than generations before them.  Reading is often a tedious and unpleasant activity that college students put off until the last moment if they do it at all.  Thus college students tend to have difficulty in courses that test on material that was to be read, but is only lightly covered in lectures.


If you are like many students, your eyes will pass over the words in the written material, but when you finish a page, you don’t recall anything that you have read.  Essentially the reading was a waste of your time.


Here are some things that you can do to make reading more effective. 

· Read a paragraph and then determine what test question might be asked that come from that paragraph. 

· Write the test question and the answer on one of your flash cards.

· Look for the following information in the reading

· A definition

· A list

· A factual statement

· Anything bolded

· A name of a person and his/her contribution

Whenever there is a point that you captured on a flashcard is also mentioned in lecture, put a check on your flash card.  These points are likely test questions. 

While this process will take a little longer to read the content, it makes the reading process more effective.  Also you will save time when it comes to tests because you won’t have to review the text when you are studying.
Learning What Study Approach Works For You


One of the secrets to success in college is learning what works best for you in learning the material in a course.  Outlined below are some questions you need to find out about yourself.  Be careful when you consider these questions.  Often you can fool yourself by thinking one approach is better than others until you have tried out other study approaches.

1. At what time of the day is it best for you to do difficult math/science classes?  Generally a person’s mind works best when it is well rested.

2. What environment works best for you when you are studying

· I need a quiet environment for studying

· I like to study with background music

· I like to study somewhere that I can’t be interrupted.

· I work best in a busy place (e.g. the Mountainlair)

3. How do you manage your focus in studying?

· I can study intensely for ________ minutes without taking a break

· I prefer to study in short blocks of time rather than in long blocks of time

· It takes me _________ minutes to get going when I study, but once I get started I can go for a long period of time.

4. How are you affected by the following when studying?

· Lack of food

· Too much food

· Quiet

· Intermittent sounds

· Continuous background sounds (e.g. Music)

· Interruptions (e.g. text messaging)

· Being tired

· Lack of exercise

· Other

5. Do you have the following issues in studying?

· Day dreaming

· Worrying about personal issues

· Inability to focus on the course material

Once you have done an honest evaluation of each of these, you should have a good idea of what works best for you.  The challenge that most students face is developing the discipline to use your best approach.  For example, if you need to work in a quiet environment, do you force yourself to work in such an environment.  Most juniors and seniors have this discipline, but this takes time to develop. 
Developing a Study Buddy


College is not something that you can do on your own.  The sooner you can connect with someone else who has a similar schedule the better off you will be.  Here are some ways that you can use a study buddy. 

1. Help each other stay focused.  Often you and your study buddy can keep each other from missing classes.  The same applies for doing homework.

2. You can share notes with your study buddy.  Many students find it useful to recopy their notes.  When you do this with a study buddy, you’re more likely to have a complete set of notes.

3. You are study buddy can prepare for tests together.  What works really well is to have each of you prepare likely test questions for the other.  Then practice doing these tests under test conditions.  Just the process of making up test questions can be a great way to learn the material.

4. Study together. Often having a study buddy can reduce the challenge of getting started on homework.  You need to set a time and place each day for getting together.  When you make a commitment to study with another, you don’t want to let down your friend.  Thus you are more likely to actually do your work.

Who should you pick as a study buddy?  From the four individual characteristics listed below, identify the one most like you.

	Type 1:
	You like to be in charge.  You are decisive.  You are not very sensitive to what others think about you or what you do.

	Type 2:
	You are very outgoing.  You like being around other people. You are very sensitive to what others think about you and what you do.

	Type 3: 
	You are very dependable.  You have a routine that you follow.  You are very determined and persistent.  You feel very guilty if you don’t do what is assigned to you.

	Type 4:
	You like rules to follow.  You are driven to do what is asked of you.  You are very organized.



Now here’s some guidance on who you want to work with and who would not be a good study buddy. 

	Type
	Try to study with
	Avoid Working with

	1
	Type 3
	Type 1, 2

	2
	Type 3, 4
	Type 1, 2

	3
	Types 1,2,3,4
	None

	4
	Types 1, 2, 3, 4
	None



When you look at the above table, you will notice that your best friend may not be a good study buddy.  That’s often the case.  People you enjoy hanging out with may not be the best people to study with. 
Preparing a Cheat Sheet


A cheat sheet is a document (generally only one page front and back) that contains all of the key information that is likely to be on a test.  In some courses, a professor will actually let you bring a cheat sheet to a test to reduce the need for memorization.  Even if you can’t use the cheat sheet on a test, the preparation of a cheat sheet is a great way to prepare for a test. 


Here are some guidelines for preparing a cheat sheet.

1. Develop the cheat sheet by adding new items on the cheat sheet following each class.  This is a way to develop discipline and review the key points covered in class. 

2. Write out the cheat sheet by hand. You can get more on the document that way.

3. For Math, Physics, Engineering courses, include the following items on your cheat sheet.

· Formulas

· Example problems worked out

· Reminders of things to look out for in doing a problem

· Any rules used to solve problems

4. For Chemistry classes, include the following on the cheat sheet

· Chemical symbols

· Sample problems

· Rules governing chemical reactions

· Terms/definitions

5. For GEC classes, include the following

· Names of people and key facts

· Theories and what they mean

· Definitions of terms

· Dates of significant events

· Key concepts and how they apply

6. See if you can find old tests.  Include information about test questions on your cheat sheet

7. Update your cheat sheet after the exam to include information on the exam but not on your cheat sheet.  This will be very helpful for your final.  Give yourself a grade on what percentage of the test questions you anticipated. 

8. Review your cheat sheet for at least 15 minutes everyday for a week ahead of the exam.  This continual review will help you remember the concepts without having to spend long hours of memorization.

9. Use your exams as a guideline to prepare cheat sheets for future exams.  You’ll know more of what the teacher tests on.

10. Use your cheat sheet as the primary study resource for the final.  If you have kept these up-to-date, you should be able to reduce your preparation time for finals. 
Keeping Track of Your Grades


Often students who don’t do well in a course don’t keep track of their grades.  When you talk to a student who has a good GPA, they can tell you virtually every grade that they have received in each class.  Students with bad GPA’s don’t seem to know their grades.  Often they have not even picked up their tests.


Attached you will find a grade reporting template.  You will also find a sample of how the template is filled out.

Week of____________________________

Class:______________________________                                         Class:_________________________________

	Grade Elements
	This Week’s Grades
	Cumulative Grades to Date
	Grade Elements
	This Week’s Grades
	Cumulative Grades to Date

	Hourly Tests

Homework

Quizzes

Projects

Research Papers

Lab Grades

Other Grades
	___ out of ___

___ out of ___

___ out of ___

___ out of ___

___ out of ___

___ out of ___

___ out of ___
	___ out of ___

___ out of ___

___ out of ___

___ out of ___

___ out of ___

___ out of ___

___ out of ___
	Hourly Tests

Homework

Quizzes

Projects

Research Papers

Lab Grades

Other Grades
	___ out of ___

___ out of ___

___ out of ___

___ out of ___

___ out of ___

___ out of ___

___ out of ___
	___ out of ___

___ out of ___

___ out of ___

___ out of ___

___ out of ___

___ out of ___

___ out of ___

	Class: _____________________________
	Class: _____________________________________

	Grade Elements
	This Week’s Grades
	Cumulative Grades to Date
	Grade Elements
	This Week’s Grades
	Cumulative Grades to Date

	Hourly Tests

Homework

Quizzes

Projects

Research Papers

Lab Grades

Other Grades
	___ out of ___

___ out of ___

___ out of ___

___ out of ___

___ out of ___

___ out of ___

___ out of ___
	___ out of ___

___ out of ___

___ out of ___

___ out of ___

___ out of ___

___ out of ___

___ out of ___
	Hourly Tests

Homework

Quizzes

Projects

Research Papers

Lab Grades

Other Grades
	___ out of ___

___ out of ___

___ out of ___

___ out of ___

___ out of ___

___ out of ___

___ out of ___
	___ out of ___

___ out of ___

___ out of ___

___ out of ___

___ out of ___

___ out of ___

___ out of ___


Learning from Your Mistakes


In college, the first tests in any class can be a disaster.  You don’t know what will be on the test, and you don’t know how the teacher grades.  Grades on the first test tend to be lower than other grades.  Some of this improvement is just familiarity with what to expect on the test.  But students who get good grades have a structured approach for learning from their mistakes.


Think about how you approach a new video game.  You are probably not very good at first, but you get better as you learn from your mistakes.  Doing well in college involves the same approach.  You learn from what you did wrong and get better.


To learn to do better in classes, you need to ask yourself these questions.

1. What did the teacher emphasize on the test?

2. Were the test questions from the lecture exclusively or did some questions come from the reading?

3. Were the questions like the homework or were some questions extensions beyond what was done on homework?

4. Were you hurried in doing the test?  Do you need to practice working faster before the next test?

5. Were there trick questions or were questions straight forward?

6. Did the teacher give any tips about what was going to be on the test by his/her points of emphasis in class?

7. When partial credit was given on problem tests, what seemed to get the most partial credit?

8. If you had old tests to study from, were the questions on this test similar to those on previous tests?  How can you use any similarity you find to prepare for the next test?

9. When you missed a question what was the reason?

· Didn’t know the specific material related to the question

· Made a silly mistake

· Was confused by the question

· Other reason

10. How well were you prepared for the test?

· Did you study enough?

· Did you get a good night’s sleep?

· Did you study the right material?

· Did you answer the questions first that you knew? 

· Did you pace yourself?

· Did you rework the problems you were unsure of?

11. What will you do differently on the next test in this class?

The key to learning from your mistakes is to answer each of these questions in writing.  When we actually write out an answer, we tend to go into more depth into what we can learn from a test experience. 
The One Up Rule


One of the challenges that college students face is developing the discipline to go to class.  Every college student has heard people tell them why it’s so important to go to class, but students often rationalize excuses for not attending.  Common excuses include

· I had a headache

· My alarm didn’t go off

· The PRT wasn’t working

· I had to go home

· My car wouldn’t start

· I got stuck in traffic

· I had a doctor’s appointment

· My friend needed my help

Most teachers will give you a limited number of absences to accommodate legitimate excuses.  Once you have used up your limit on your excuses, you will lose points for attendance no matter what your reason was for missing.  Often poor attendance can affect your grade by at least one letter grade.

The one-up rule is a way to developing discipline in just about anything you do.  Here’s how it works on class attendance.

1. When you miss a class for the first time, you have to then attend two classes in a row.  This applies to all of your courses.  Thus missing Sociology would mean that you have to attend every course at least two classes in a row.

2. When you miss a class the second time, you then have to attend all of your courses three times in a row.

3. When you miss a class the third time, you then have to attend four classes in a row.

4. The one-up rule continues on in the same fashion.

If you follow this process, you will find yourself developing the discipline to go to class.  If this works for attending class, you can apply this for getting your homework done on time.  You can also apply this approach for other activities as getting the right amount of sleep, working out, managing your weight, etc.
Developing a Recovery Strategy


Let’s say that your grades are miserable.  You realized that you screwed up.  You’re at a loss for what to do.  You need a recovery strategy.


Before we examine the strategy itself, here are some principles for recovery that you need to consider:

1. It’s hard to make the recovery by yourself.  You need a coach to help you through the recovery process. 

2. Recovery doesn’t work like a light switch.  You don’t suddenly turn things around.  Recovery comes in small steps.

3. Recovery isn’t necessarily steady improvement.  You may have set backs.  The key is working through these tough moments.

4. Recovery doesn’t usually happen unless you are measuring your progress on tests, homework, going to class, time spent in studying, etc.

The first step in the recovery process is accepting the need for change.  Complete Exhibit A.  When you were filling this out, did you do so with a real sense of regret of what you did to yourself? Or did you do this survey just to do it.  If you are ready for a change, your conscience should be a continual nag for you to change. 

The next step in your recovery is to develop an action plan for your recovery.  Complete Exhibit B to get an indication on the changes you want to make.

Look at the action categories that have the greatest difference between where you are now and where you want to be.  These are the actions that you need to focus on.

The third step in the recovery process is to win the moments of truth.  So far you’ve accepted the need for change; you know what you need to do.  Now you have to do it.  Moments of truth tend to occur at those times when you are under the most stress. 

There is not one answer for these moments of truth.  In some cases, you just need to maintain discipline.  In other cases, you may need professional help.  Here are some general guidelines for handling these situations that may be helpful:

1. Remember that you are preparing yourself for the rest of your life.  There is almost nothing short term that should divert you away from your future.

2. The experience of winning a moment of truth may be the most important thing you learn in college.

3. Seek out help.  Even someone who just listens to you can be very valuable in winning the moments of truth.

Winning a moment of truth is not something that you do on your own.  This is when you need a coach.  Here are some guidelines for seeking out a coach.

· Give yourself a stop-loss date.  You need to tell yourself if things don’t get better by this date, I’ll seek out help.

· Seek out the right person.  Your coach should be someone who knows what you are going through and is genuinely interested in helping you.

· Quit rationalizing that things will get better.  Improvements don’t happen on their own.  You need to tell yourself that you need help.

· Follow the advice you are given – A good coach can generally help you make the recovery, but you need to follow through on the advice.  Don’t just pick and choose among items you are advised to do and do what was easy.

The final step in the recovery is to help others after you have made the recovery.  When you help others, you are helping yourself by being a good role model.  And you are continuously reminding yourself of how you made the recovery.

Exhibit A
Accepting the Need for Change
· I’m upset with my own performance (describe how you feel about your grades this semester)


· I’m happy with my performance in the following areas



· In classes where I have bad grades they are due to

· Not attending classes

· Not learning in class

· Not doing homework

· Not spending time on classes

· Not becoming more effective with study habits

· Not becoming more disciplined

· Not finding others to study with

· Not saying no to others when I have work to do


· I know that I need to make changes in

· I have made the following bad choices that affect my grades

· I accept the fact that I need help from others


· I’m committed to making changes

Exhibit B

Taking Actions

Here are some key actions you need to take to do well

	Action
	Current Status *
	Where I need to Be *

	· Going to class every day
	
	

	· Learning in class
	
	

	· Keeping an assignment planner
	
	

	· Studying with classmates
	
	

	· Using time wisely during the day
	
	

	· Preparing for test conscientiously
	
	

	· Doing all homework
	
	

	· Doing the reading
	
	

	· Being a smart test taker
	
	

	· Keeping a grade monitor
	
	

	· Avoiding getting down on myself
	
	

	· Staying mentally alert
	
	

	· Staying healthy
	
	


* Use A – F grading scale
