STUDY SKILLS

THE ASSIGNMENT BOOK

1. This book is your best friend. Keep it with you all day at school and
take it home with you each afternoon.

2. At the beginning of each day and at the top of each page of the assignment
book, put the day and date. Use the pages consecutively.

3. Keep this book open on your desk so it is ready for recording assignments.

4. Write all the pages of the homework and any other important information that
will help to direct you later when you might easily have forgotten the details you
need. Always indicate “Due Date.” Words like “read”, “outline”, “memorize”, “do
#1-9”, “correct and return”, etc. are all vitally important to completing your work

successfully.
5. If you have no homework in a class, enter “none.” No blank spaces!

6. Atthe end of each lesson, check to be sure that you have written all the
information you will need to do the assignment.

7. Before you leave school, check your assignment book to see which books
you will need to take home.

8. A good rule is to begin doing the assignment you consider to be the hardest
while you are freshest.

9. After you finish each assignment, check it off in your book as “completed.” If
an assignment is due on a date later than the next day, be sure to bring it
forward each day until it is completed. If there is a test scheduled for the
near future, bring that reminder forward each day until the test has been
given. This is very important!

10. When your homework is finished, put your completed work in one folder or
vinyl pocket designated for homework. Work scattered in the pages of a book
makes locating it the next day too hard. Gather your books, papers, and your
assignment book together for the next morning. Packing your backpack each
evening will make the morning easier. Put your backpack by the door from which
you leave in the morning.



SELF-CHECK:

At the end of each day, follow these steps:
Look back at today’s entries.

Do you have the date at the top of the page?

Did you write the source, the page, the question numbers, and the
due date for each entry?

Did you check “completed” for each task you finished?

Did you bring forward to the next day any assignment due later than
the next day?

If you have been notified of a test that is coming up, did you bring that
forward? Do this on each day until the test has been taken. Apply
the same routine for long term assignments until each has been
turned in to the teacher.

Did you enter “none” for any subject for which there was no
assignment that day?

Do not skip any pages in your assignment book. Use pages
consecutively.

Are your entries clear enough for anyone else to read?

If you have not followed each step, try to be faithful to these
tomorrow and every day after!



Helpful Hints:

» Decide where and when your study efforts are most productive.
Make these habitual.

» Gather around you all the supplies you will need to complete each
task. Breaking your concentration to go in search of a ruler or stapler
only extends the time you spend on your work.

» Have a designated folder or file for all your completed work.
Papers that have been folded, soiled, wrinkled, torn, etc. make a very
poor impression on your teacher before he/she even reads your work.

* Never put away a completed assignment without first checking for
the heading on your paper. Be sure it is in the format required by that
teacher. ALWAYS PUT YOUR NAME ON YOUR WORK.

« Choose one day every week to go through your backpack. Clean
out all toxic waste and evaluate each loose paper just in case one
that you need got away from you.

* If you have followed the directions for effective use of your
assignment book, you should seldom have to turn in a late
assignment. Forgetting it at home is a poor excuse. It should have
been put in your completed work folder and immediately into your
backpack.

» From which door do you exit as you leave for school each

morning? That is where your packed and ready to roll backpack
should spend the night. Your work is not finished until you do this. In
the morning, there are too many things to do. You may not be at your
best in the morning.

» Have you heard the old saying that you can take a horse to water

but you can’t make him drink? No one can make these steps a habit
for you. You alone can make the best choices for you a part of your
daily routine. YOU CAN DO THIS! GOOD LUCK!



WAYS TO IMPRESS YOUR TEACHER:

» Look at your teacher when he/she is speaking.

 Politely use your teacher’s name at least once a day when
speaking to him/her.

+ Make one good comment or observation in class each day.
* Arrive on time for class and smile! Look ready!

» Get ready to leave only when excused or when the bell rings.

* Never slam your book shut! A bad attitude earns you no points.

» Always say “thank you” when your teacher offers suggestions or
helps you with a correct answer.

« ALWAYS HAND YOUR PAPER IN ON TIME. If you feel you need
more help with the lesson or concept, indicate that, but always make
an effort. Doing nothing earns you exactly that—NOTHING.

* If you do not understand something, ask the teacher for more
explanation or more examples.

« If you make a mistake, neatly cross out the error with one thin line
and continue. Do not smear and scribble over errors.




