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STUDYING:

WHAT’S IT ALL ABOUT?

1. STUDY SKILLS CHECKLIST

2. WHERE DOES THE TIME GO?
3. 10 KEYS TO SUCCESS
4. STUDY SKILLS
5. REVISION: GET REAL!
6. STUDY HABITS
7. 10 TRAPS OF STUDYING
8. ACRONYMS
9. PROCRASTINATION
10. STRESS MANAGEMENT
11. KIP TIPS AND THE DAY OF THE EXAM!
STUDY SKILLS CHECKLIST SESSION

PURPOSE

· To find out about study habits including areas your pupil is good at and areas that need a bit of concentration

· Also helps discover attitudes to studying, perhaps any mental blocks (“I just can’t do it!”) that may be present.

USE IN MENTORING

· Could use this for both 3rd and 4th year students, it is relevant to studying for exams, tests and coursework assessments.

· Could be used as a way to get to know your pupil, if early in the relationship.  For example if they have a test and have identified that they are unsure as to how to study.  This could be a way of getting to know them and their lifestyle.

TOOLS

· Study Skills Checklist

TIME NEEDED: 20-30 minutes

INSTRUCTIONS

1. Either you or the pupil can the read the statements aloud (make sure pupil is comfortable reading aloud).

2. After each statement, discuss how they study and also how you have studied in the past for exams, interviews, test, etc …  See if there are any similarities and if there are, do you have any suggestions/ remedies for your pupil that helped you with your studying?

3. If there are any issues, that the pupil would like help with and that you do not feel comfortable with, ask the pupil’s guidance teacher/ or the Mentoring Co-ordinator for help.  They may want to help the pupil themselves, or you can both work together to help.

STUDY SKILLS CHECKLIST

Read each statement and consider how it applies to you.  If it does apply to you, tick ‘Yes’ and if it does not tick ‘No’.  The purpose of this inventory is to find out about your own study habits and attitudes.

	STATEMENTS
	YES
	NO



	1.  I spend too much time studying for what I am learning.
	
	

	2.  I usually spend hours cramming the night before an exam.
	
	

	3.  When I study enough, I don’t have a social life.
	
	

	4.  If I spend too much time on my social activities, I don’t have enough time left to study. 
	
	

	5.  I usually study with the radio or TV on.
	
	

	6.  I can’t sit and study of long periods of time without becoming distracted or tired.
	
	

	7.  I go to class but I doodle, daydream or fall asleep.
	
	

	8.  My class notes are sometimes difficult to understand later.
	
	

	9.  I usually get the wrong material into my class notes.
	
	

	10.  I don’t review my class notes periodically throughout the term in preparation for tests.
	
	

	11.  When I get to the end of a chapter, I can’t remember what I’ve just read.
	
	

	12. I don’t know how to pick out what is important in the text.
	
	

	13.  I can’t keep up with my reading assignments.
	
	

	14.  I lose a lot of points on essay tests even when I know the material well.
	
	

	15.  I often study in a haphazard, disorganised way under the threat of the next test.
	
	

	16.  I study enough for a test, but when I get in there my mind goes blank.
	
	

	17.  I often find myself getting lost in the details of reading and have trouble identifying the main ideas.
	
	

	18. I rarely change my reading speed in response to the difficulty level or my familiarity with the content.
	
	

	19.  I often wish I could read faster.
	
	

	20.  When my teachers assign a report/essay/project I feel so overwhelmed that I can’t get started.
	
	

	21.  I usually write my assignments the night before they are due.
	
	

	22.  I can’t seem to organise my thoughts into a report/essay that makes sense.
	
	


If you have answered ‘yes’ to two or more questions from any of the categories below, try to find some additional help/information, as these areas may not be your strongest areas.  If you have only one yes or less in a category, you are probably proficient enough in these areas and do not need much help.

· Questions 1, 2, 3 and 4: Time Scheduling
· Questions 5, 6 and 7: Concentration
· Questions 8, 9 and 10: Listening and note-taking
· Questions 11, 12 and 13: Reading

· Questions 14, 15 and 16: Exams
· Questions 17, 18 and 19: Reading
· Questions 20, 21 and 22: Writing skills
Is there anything you feel you need to work on?

Was this highlighted by your Studying Skills Checklist?

WHERE DOES THE TIME GO? SESSION

PURPOSE

· To assess where time goes and what excuses people find to avoid studying!

· Helps calculate where extra time for studying could come from.

USE IN MENTORING

· Useful if your pupil is telling you that they do not have time to study

· Helps to show if your pupil is procrastinating and making up excuses about not having enough time to study.  This could result in using this exercise as an introduction to talking about more efficient studying time.

· Could use this as an introduction to build a Study Timetable with your pupil.  This could help you and your pupil work out when they have time to study and when they do not.  A Study Timetable could be made up accordingly.

TOOLS

· The ‘Where Does Time Go?’ worksheet
· Pen
· Calculator
· If making up a Study Timetable, you will need paper too.
TIME NEEDED

· If only doing the worksheet, about 25 minutes

· If doing the worksheet and a Study Timetable about 50 minutes

INSTRUCTIONS

1. Go over each question together and discuss it.  Work out the calculations as you go along.

2. Once all questions are completed and you have worked out how many hours the pupil has left to study, you can discuss how to use this time efficiently.  

3. Could also do a Study Timetable with your pupil: working out what dates they have to study and what they are going to study.

WHERE DOES TIME GO?

Instructions

It may seem like there aren’t enough hours in the week to get everything done.  This may be true or it may be that you are not using your time as efficiently as possible.

To assess where your time goes, complete the inventory below.  Be as honest with yourself as you can.  

1. Some of the items are done every day and so will need to be multiplied by 7 to arrive at the weekly total.  

2. One item may be done any number of times a week so you will need to multiply it by the number of times each week that you do it.

3. Work out the calculations according to the instructions on the worksheet.

4. When a column has N/A within it, it means not applicable and that you do not need to do a calculation.

5. After you have answered all the questions, there is an opportunity to see how many hours remain during the week for studying.

WHERE DOES TIME GO INVENTORY

	
	Number of hours per day
	Number of days per week
	How to calculate?
	Number of hours per week

	1.  On average, how many hours do you sleep in each 24 hour period, including any afternoon naps or long lies?
	
	7
	Multiply
	

	2.  On average, how many hours a day do you use to get ready either to go out to school, work or to see friends?
	
	7
	Multiply
	

	3.  How many hours per week do you spend at school?
	
	5
	Multiply
	

	4.  On average, how many hours a day, do you spend on meals including preparation, eating and clean-up time?
	
	7
	Multiply
	

	5.  How much time do you spend commuting to and from school and how many times do you do this during the week?  Include time it takes to walk to the bus stop, etc..
	
	5 (?)
	Multiply
	

	6.  On average, how many hours a day do you spend doing errands and chores?
	
	5
	Multiply
	

	6. On average how many hours each week do you spend doing extra-curricular activities such as football team, gym, church, youth club, etc?


	N/A
	N/A
	N/A
	

	
	Number of hours per day
	Number of days per week
	How to calculate?
	Number of hours per week

	8.  On average, how many hours a week to you work at a job (include travelling time to and from your job?
	N/A
	N/A
	N/A
	

	9.  On average, how many hours per week do you spend with friends, going out to the cinema and to parties?
	N/A
	N/A
	N/A
	

	10.  On average, how many hours per day do you watch TV?
	
	7
	Multiply
	

	11.  Total of hours per week you spend in daily living activities and school activities
	N/A
	N/A
	Add up all the answers from column 4 for questions 1-10.
	

	There are 168 hours in a week.  To find out how many potential hours there are for studying, subtract the answer from question 11 from 168.
	N/A
	N/A
	Subtract number 11’s answer from 168.
	


10 Keys To Success session

Purpose

· Getting your pupil to think about studying and the skills it requires

· Allows your pupil to think about their attitude to studying

Use in Mentoring

· Would use this during 4th year and if your pupil cannot understand the concept of preparing for exams

· Could also use if the young person is very keen with their studying, perhaps becoming stressed.  This could show them what they are doing already and that they are on the way to success with their exams

· Use for an initial discussion on studying.  This will allow you to see what sort of attitude your pupil has to studying and if they have started.

Tools

· 10 Keys to Success Worksheet

Time Needed

Approximately 15-20 minutes

Instructions

1. Talk about the importance of studying and trying your best.  “School Assessment statistics show that when you give time and effort to your studies, you will succeed academically and also in developing your self-confidence and in your motivation to do well” (from St Ninian’s High School ‘Student Diary Study Guide’).

2. Both discuss the questions on the worksheet and write the answers in the space provided. 

10 Keys To Success

Listed below are the 10 key indicators for ensuring success in your studies.  Describe how well you think you are doing in each of the areas listed:

Self- Confidence:

Attitude to School:

Attitude to learning:

Study Habits:

Study Skills:

Achievements in your subjects in classroom and assessments:

Understanding your work and taking part in lessons:

Your relationship with your teachers:

How do you think you are doing in your work (self-assessment):

Enjoying and feeling good at your school:

Study Skills session

Purpose

· To initiate discussion on pupil’s study methods
· To get an idea of where your pupil is in terms of studying
Use in Mentoring

· Would use this after the initial subject of studying has been broached.  Initially discuss trying your best and the idea of studying.  Next move onto how your pupil studies.

· Again good exercise to use if pupil does not know how to study or learn.

Tools

· Study Skills Worksheet

· Study Skills Answer Sheet

Time Needed

· 20 minutes

Instructions

1. Complete the worksheet together, with you, the mentor, helping the pupil think of ideas for each question.  They may not realise what they are already doing.  

2. Go over the answer sheet together.  Discuss areas where the pupil could improve.

3. However always be positive (although the pupil may not be doing much studying at first, highlight what they are already doing and encourage them to do more)

Study Skills worksheet

What are the study skills you need to learn?

How much time do you give to the following?

Homework:

Studying:

How do you find out information for exams?  Do you use the library?

How do you learn from books and other sources of information?

How do you communicate ideas, facts and opinions?

How do you revise and recall what you have learned?

How do you review your progress?

Study Skills ANSWERS

What are the study skills you need to learn?

How do you find out information for exams?  Do you use the library?

Class: taking notes for homework, having/reading texts that the teacher suggests are useful, keeping up-to-date with homework, 

Library: getting up-to-date information from magazines and newspapers, reading past papers of exams (What is the exam structure? What about past questions?), internet, CD Roms, computer packages, etc..

How do you learn from books and other sources of information?

Skimming:

Taking in the information; getting the general idea of all of the text but not reading it word for word.

Scanning:

Quickly scanning the page and glimpsing key words.

Close Reading:

Reading every word, when you know the text is going to be tested upon eg Being tested on key texts for English

Notemaking:

Using any of the above reading methods and making notes on what you have read.  It is generally better to make notes using your own words, as this makes you think about the text.  However when you have to memorise quotes, use the exact wording.

How do you communicate ideas, facts and opinions?

Oral: talking, discussion/debates, speeches

Written: plan your essay/paper; draft it; revise and then redraft; proof read to ensure it makes sense and you have not missed anything out; final copy; check for punctuation and spelling; hand in final copy.

Presenting your work: make a presentation using computer package such as Powerpoint, make sure any written assignment is neat and tidy (perhaps in a plastic ringbinder to ensure it does not get dirty).  Presentation using either of these is like a first impression, you can never re-take it, so do it right the first time!

Assessments/Tests: take notes, have revision cards, learn the information and then test yourself.
How do you revise and recall what you have learned?

Notes/spider diagrams

Revision cards and notes

Learn information (see later notes for tips on learning)

How do you review your progress?

Strengths and weaknesses.  List your 10 good points and list 3 targets to work on.

REVISION; 

STUDY HABITS;

10 TRAPS OF STUDYING 

SESSIONS

PURPOSE

· To explore the ideas of studying methods and preparing for exams

USE IN MENTORING

· These exercises give very practical methods of studying so they should be used before exams.  This could be either 3rd year exams (only some schools do these), Prelims, Standard Grades or Highers.

· The ‘Revision: Get Real’ and ‘Study Habits sheets are overall information sheets about revising and studying in general.  The ’10 Traps of Studying’ material is how to combat the traps we fall into to avoid studying!  This exercise is probably more suitable for fifth year pupils due to the language it uses.

TOOLS

· The relevant worksheets

· Photocopied study planners (if appropriate)

· Pen

TIME NEEDED

· Each sheet should take about 10 minutes.

INSTRUCTIONS

1. Read over the information sheets with your pupil.  As you read discuss how each item relates to your own methods of studying.  

2. Also after each item in the worksheet, discuss whether your pupil uses this method to study or uses this as an excuse not to study!  Next you could go on to talk about whether it would be realistic to use these methods as a form of studying.

3. Points to discuss:  whose responsibility is it to study for exams, what does your pupil want out of life and the value of exams in achieving their goals

REVISION

INFORMATION SHEET

Revision: Get real

· The odd hour here and there isn't enough. Make a revision plan you can stick to, with a daily outline that includes times for breaks and meals.

· Know your strong and weak subjects and mix them up on your timetable - you can't cope with all the nightmare topics at once.

· Set targets that you know you can reach, and tick them off as you hit them.

· You will need help at some point - go to parents, teachers and friends for support.

· Find yourself somewhere quiet to revise. Try working with other people - but if you can't concentrate, save get-togethers for breaks from the books.

· Get your exams into perspective - they are only one aspect of life.


Seven rules of revision

· Always make your own revision notes - you'll learn as you write and once you've got them, you're half-way there. 

· Be brief - check the syllabus or ask a teacher to make sure you've got the key areas sussed. 

· Concentrating on the plus points of revision helps keep you going - start by thinking how much easier you should find the exams. 

· Don't overdo it - your concentration lapses after about an hour, so take regular breaks and work at your own pace. 

· Experiment with different revision techniques - variety helps beat boredom. 

· Focus - don't make notes without knowing where you're headed. Look at past exam papers and see how questions could be asked. 

· Get confident - if you're positive about exams, you should take in more information and remember it when it counts. 


Which of these rules do you have to work on to make your studying more effective?

REVISION

INFORMATION SHEET (CONTD)

Making revision work - Six simple techniques

1. Condensing: Fitting notes onto one side of paper makes them easier to stomach - so re-write them, cutting down as you go.

2. Highlighting: Target key areas using colours and symbols - visuals help you remember the facts.

3. Recording: Try putting important points, quotes and formulae on tape - if you hear them and read them, they're more likely to sink in.

4. Talking: Read your notes out loud - it's one way of getting them to register.

5. Testing: See what you can remember without notes, but avoid testing yourself on subjects you know already.

6. Timing: Do past exam papers against the clock - it's an excellent way of getting up to speed.


Which of the above techniques do you think you would use?

STUDY HABITS:

INFORMATION SHEET

· Decide what to study and how long (keep it reasonable and do not set your sights too high) and how many chapters, pages, problems, etc...  Set and stick to deadlines.
· Do difficult tasks first.  For those who put off doing things, start off with an easy, interesting aspect of the project or chapter.
· Have special places to study.  Take into consideration lighting, temperature, surrounding noises, availability of materials (including tables, chairs, computers, printers, etc …)
· Study for 50 minutes and then take a 10 minute break.  Stretch, relax and have an energy snack
· Allow longer, “massed” time periods for organising relationships and concepts, outlining and writing papers.  Use shorter, “spaced” time intervals for rote memorisation, review and self-testing.  Use odd moments for recall/review.
· If you get tired or bored, switch task/activity, subject or environment.  Stop studying when you are no longer being productive.
· Do rote memory tasks and review, especially details, just before you fall asleep.
· Study with a friend.  Quiz each other, compare notes and predicted test questions.
10 TRAPS OF STUDYING

“I DON’T KNOW WHERE TO BEGIN”

· Take Control.

· Make a list of all the things you have to do.

· Break your workload down into manageable chunks.

· Prioritise!  Schedule your time realistically.

· Do not skip classes near an exam – you may miss an important review session.

· Use any free periods between classes to review notes (for S5 and S6)

· Interrupt study time with planned hour breaks.

· Begin studying early, with an hour or two per day, and slowly build as the exam approaches.

“I’VE GOT SO MUCH TO STUDY … AND SO LITTLE TIME”

· Preview what you have to study overall.

· Survey your reading materials and notes.

· Identify the most important topics emphasised by your teachers and the class materials and areas still not understood.

· Previewing saves time, especially with non-fiction reading, by helping you organise and focus on main topics.  Adapt this method to your own style and study material but remember, previewing is not an effective substitute for reading.

“THIS STUFF IS SO DRY, I CAN’T EVEN STAY AWAKE READING IT”

· Attack!  Get actively involved with the text as you read.  Ask yourself “What is important to remember about this section?”

· Take notes or underline key concepts.

· Discuss the material with others in your class.  Study together.

· Stay on the offensive, especially with material that you don’t find interesting, rather than reading passively and missing important points.  This means taking notes and gong over them at the end of each study session.

“I READ IT. I UNDERSTAND IT. BUT I JUST CAN’T GET IT TO SINK IN.”

· Elaborate.  We remember best the things that are most meaningful to us.  As you are reading, try to elaborate upon new information with your own examples.  Try to connect what you’re studying with what you already know.  This will make it more meaningful to you.

Some techniques include:

Chunking:

An effective way to simplify information and it more meaningful.  For example, suppose you wanted to remember the colours of the visible spectrum (Red, Orange, Yellow, Green, Blue, Indigo, Violet); You would have to memorise seven “chunks” of information in order.  But if you take the first letter of each colour, you can spell the name Roy G. Biv and reduce the information into 3 “chunks”.

Mnemonics:

Any memory-assisting technique that helps us to associate new information with something familiar.  For example, sound-alike associations can be very effective especially while trying to learn a new language.  The key is to create your own links, then you won’t forget them.

“I GUESS I UNDERSTAND IT”

· Test yourself by making up questions about key sections in notes or reading.  Keep in mind what your teacher has stressed in class.

· Examine any relationships between concepts and sections.

· Often by changing section headings you can generate many effective questions.  For example, a section entitled “Bystander Apathy” might be changed into questions such as “What is bystander apathy?”, “What are the causes of bystander apathy” and “What are some examples of bystander apathy?”

“THERE’S TOO MUCH TO REMEMBER”

· Organise - information is recalled better if it is represented in an organised framework that will make retrieval more systematic.  

· There are many techniques that can help you organise new information, including;

· Write chapter outlines or summaries; emphasise relationships between sections.

· Group information into categories or hierarchies, where possible

· Information mapping.  Draw up a matrix to organise and interrelate material.  For example, if you were trying to understand the causes of World War I, you could make a chart listing all the major countries involved across the top, then list the important issues and events down the side.  Next, in the boxes in between, you could describe the impact each issue had on each country to help understand these complex historical developments.

“I KNEW IT ALL A MINUTE AGO!”

· Review after reading a section and try to recall the information contained in it.  Try answering any questions you made up for that section.

· If you cannot recall enough, re-read portions you had trouble remembering.  The more time you spend studying, the more you tend to recall.  Even after the point where the information can be perfectly recalled, further study makes the material less likely to be forgotten entirely.  

· In other words, you cannot overstudy.  However, how you organise and integrate new information is still more important than how much time you spend studying.

“BUT I LIKE TO STUDY IN BED”

· Recall is better when the study context (ie the physical location, as well as mental, emotional and physical state) are similar to the test context.  The greater similarity between the study setting and the test setting, the greater the likelihood that the material studied will be recalled during the test.

“CRAMMING BEFORE A TEST HELPS KEEP IT FRESH IN MY MIND”

· Spacing: start studying now and space your studying over a longer period of time.

· Keep studying.  Begin with an hour or two a day about one week before the exam and then increase study time as the exam approaches.

· Recall increases as study time get spread out over time.

“I’M GONNA STAY UP ALL NIGHT ‘TIL I GET THIS”

· Avoid mental exhaustion.

· Take short breaks often when studying.

· Before a test, have a rested mind.

· When you take a study break and just before you go to sleep at night, don’t think about academics, try and switch off from studying.  Relax and unwind, mentally and physically.  Otherwise, your break won’t refresh you and you’ll find yourself lying awake at night.  It’s more important that ever to take care of yourself before an exam!  

· Eat well, sleep and get enough exercise.

ACRONYMS SESSION

PURPOSE

· An interesting (and fun!) method to remember facts and sequences 

SUGGESTED USES IN MENTORING

· Helping your pupil remember sequences that they need to know eg science subjects.  

· Can also be used for remembering study notes, if your pupil has lots of study notes but cannot remember them.  Put the information under headings, list the headings and then make an acronym of all the headings.  Useful in social subjects such as History or Modern Studies where you have to remember information for essays.

TOOLS

· Acronyms Information sheet

· Pens

TIME NEEDED: 10 minutes

INSTRUCTIONS

1. Talk to your pupil about their studying methods, do they use acronyms?  If so, give examples.

2. Go through the information sheet and answer the question at the bottom of the worksheet.

ACRONYMS

INFORMATION SHEET

The use of acronyms can be helpful when a list of facts or sequence of items must be remembered.  An acronym is a word or phrase made from the initial letter/s of the successive parts or major parts of a term.

For example, the business acronym PERT stands for Programme Evaluation and Review Technique.

Acronyms can also be created by students to remember specific items.

An example could be trying to remember planets in our solar system in sequence.  These are:  Mercury, Venus, Earth, Mars, Jupiter, Saturn, Uranus, Neptune and Pluto.  Taking the first letter of each word, you would have m, v, e, m, j, s, u, n and p.  So you could make up a nonsensical phrase that could help you remember the exact order such as “My very elegant mother just served us nine pies”.  This sentence is easier to remember than the planets in their correct order.

Make up a similar acronym to remember the biology concept regarding fertilisation:

Fertilisation is a random process involving an element of chance.

What is your acronym?

PROCRASTINATION SESSION

PURPOSE

· To look at reasons/excuses we have for not studying as well as looking at ways that we put off doing things that we do not like doing!

· It could also be utilised to look at issues other than studying eg putting off reports, homework, tidying your room, etc…

USE IN MENTORING

· We all procrastinate therefore this could be used to discuss ways that everyone (including you!) puts things off.  As a result, communication could be improved between you and your pupil through discussing shared experiences.

· Could be used prior to prelims and Standard Grades.  Helps pupil to look at their own excuses for not studying and see that other people feel the same.  They are not alone and they are not the only one who says “I’ll start tomorrow!”.

TOOLS

· The Procrastination Information sheets.

· Pen and Paper

TIME NEEDED

· 10-20 minutes (depends on how well the discussion goes)

INSTRUCTIONS

1. Talk about how we all put things off today that we do not want to do whether in work, school or our spare time.  See information sheet (page 1).  The information sheet is quite in-depth so perhaps read it beforehand and only read out the parts that are relevant to your pupil.

2. Initially, discuss the excuses and reasons we come up with for not going to the gym, starting that diet, putting off that report, tidying up out room, etc…  See if there are any shared ‘excuses’!  Worksheet also mentions a few (page 1).

3. What are the reasons for procrastination according to the ‘experts’ (page 2).  Do you both agree with these?

4. Now begin to discuss remedies for getting over this feeling (page 3).  The mentor can talk about personal experiences.  Does your pupil use any of the same remedies?  Discuss the remedies in the worksheet, would any of these work for you?  Talk about reasons for and against certain methods.  Complete the answers as you go through the worksheets.

ALTERNATIVES

· You could add an extra exercise and set goals for your pupil and yourself.  If there are activities/work that you are both putting off, perhaps try and use some of the remedies and set some goals.

· Write these goals down and look at them during the next meeting, did you do anything about them?!  If you have the Goal Setting booklet, this includes as Action Plan that you could use.

PROCRASTINATION:

TEN WAYS TO “DO IT NOW”!

INFORMATION SHEETS

We’ve all been plagued by procrastination at one time or another.  For some, it is a chronic problem.  Others find that it hits only some areas of their lives.  The net results though are the same:

· Wasted time

· Missed opportunities

· Poor performance

· Self-deprecation

· Increased stress

Procrastination is letting low-priority tasks get in the way of high-priority tasks.  Its’ socialising with friends when you know that you have studying or an important report for work to do!

We all have activities we want to do or enjoy doing for fun.  But when we perceive tasks as difficult, inconvenient or scary, we may shift into our ‘putting off’ mode!  We have clever ways of fooling ourselves!  See how many of the following hit home:

· I’ll wait until I’m in the mood to do it.

· It’s ok to celebrate … besides I’ll start my diet tomorrow.

· I need to relax too so I will just watch Eastenders, and then I will get on with it ….. Ooooops!  Something else has come on that I want to watch ……   Ooooooh, I like this programme too!

· My health problem isn’t that bad.  Time will heal the pain and by the time I get a doctor’s appointment it will be away.

· There’s plenty time to get it done.

· Why does the Boss give us so much work to do?  It’s not fair!

· It’s too hard to talk about.  I don’t know where to begin.

· I work better under pressure so I don’t need to do it right now!

· I’ve got too many other things to do just now.

· I’ll just get this finished and then I will do that.

Once exposed, these self-defeating statements don’t sound so convincing.  But when we privately tell ourselves these excuses, they seem quite believable.  Don’t be fooled by how innocent they sound!  They get us to postpone important tasks and duties. 

CAUSES OF PROCRASTINATION

Procrastination is a bad habit and like other bad habits there are 2 general causes:

· Crooked thinking

· Behavioural patterns

Crooked thinking reveals 3 major issues in delaying tactics: 

1. Perfectionism: those who believe they must turn in the most exemplary report may wait until all available resources have been reviewed or endlessly rewrite draft and draft.  Worry over producing the perfect project prevents them from finishing on time.

2. Inadequacy: those who know for a ‘fact’ that they are incompetent often believe they will fail and will avoid the unpleasantness of having their skills put to the test

3. Discomfort: Fear of discomfort is another delaying tactic and yet the more we delay, the worse the discomforting problem (like toothache!) becomes.

Do you fall into any of the above categories?

Behavioural Patterns are the second cause.  Getting started on an unpleasant or difficult task may seem impossible. A way of viewing it is: avoiding tasks reinforces procrastination, which makes it harder to get things going.  A person may be stuck too, not by the lack of desire but by not knowing what to do.

Here are some things to break the habit.  Remember, don’t just read them, DO THEM!

REMEDIES FOR PROCRASTINATION

1. RATIONAL SELF-TALK

Those old excuses really don’t hold up to rational self-inspection!  The ”two-column technique” can help.  Write down all your excuses on one side of the paper.  Start challenging the faulty reasoning behind each of the excuses.  Now write down your realistic thought on the opposite side of each excuse.  Here is an example:

EXCUSE:
REALISTIC THOUGHT:

I’m not in the mood just now.
Mood does not get my work done, 
actions do.  If I wait for the right mood I might never get it done.

What are your excuses?

2. POSITVE SELF-STATEMENTS

Incorporate a list of self-statements into your thoughts.  Consider the following and then add your own.

“There’s no time like the present”

“The sooner I get it done, the sooner I can go out with my friends”

“There is no such thing as perfectionism.  It’s an illusion that keeps me from doing what I have to do right now”

“It will be cheaper and less painful if I do it now rather than wait until it gets worse”

Add your own if you can:

3. DON’T AWFULISE!

Jumping to the conclusion that you will fail or that you are no good at something will only create a wall of fear that will stop you doing what you want or need to do.  Recognise that your negative predictions are not facts.  Focus on the present and what positive steps you can take toward reaching your goals.

Write down an example of when you have awfulised a situation.  What really happened?  Did your awful prediction come true?

4. DESIGN CLEAR GOALS.

Think about what you want and what needs to be done.  Be specific.  If it’s getting that work project completed by the deadline, figure out a timetable with realistic goals at each step.  Keep your sight within reason.  Having goals too big can scare you away from starting.

What is your goal?  Figure out your timetable of achieving this goal, step by step.

5. SET PRIORITIES

Write down all the things that need to be done in order of their importance.  The greater the importance or urgency, the higher their priority.  Put “messing around” (distractions) in its proper place – last!!!  Start at the top of your list and work your way down.

Things to do:



Priority Ranking:

a.

b.

c.

d.

e.

6.  PARTIALISE THE TASKS

Big projects feel overwhelming.  Break them down into the smallest, most manageable subparts.  You’ll get more done if you can do it piece by piece.  For example, make an outline of a report you have to write before you start composing or do a small portion of chores rather than all at once.  Partialising work especially well with the unpleasant jobs.  Most of us can handle duties we dislike as long as they’re for a short time and in small increments.

7.  GET ORGANISED:

Have all your materials ready before you begin a task.  Use a daily schedule and have it with you all the time.  List the days of the week when you have time realistically.  Score off tasks when you have completed them.

8.  TAKE A STAND:

Commit yourself to doing the task.  Write yourself a ‘contract’ and sign it.  Better still, tell a friend or supervisor about your plans.

9.  USE PROMPTS:

Write reminders to yourself and put them in conspicuous places like on the TV, fridge, bathroom, mirror, etc…  The more we remember, the greater the likelihood we’ll follow through with our plans.

10. REWARD YOURSELF:

Self-reinforcement has a powerful effect on developing a “do it now”  attitude.  Celebrate, pat yourself on the back, smile and let yourself enjoy the completion of even the smallest of tasks.  Don’t minimise your accomplishments.  Remember, you’re already that much closer to finishing those things that need to be done.  Go ahead, get started ….NOW!


What is your goal:

     What is the first step that you are going to take to achieve this?

     What are you going to reward yourself with?  

STRESS MANAGEMENT SESSION

PURPOSE

· To discuss the idea of stress and how it relates to everyday life.
· Exploring how we react to stress
· Discuss coping mechanisms of dealing with stress
USE IN MENTORING

· Useful to use prior to exam time especially if your pupil is prone to
stress or is a worrier!
· Could also use if there are stressors in your pupil’s life.  The remedies

section be especially useful in this case. 
· This could also be a way to allow the young person to face up to the
fact that they are becoming stressed if they do not realise it.  If they accept the fact that they are stressed, then they can try and deal with it through relaxation methods.

TOOLS

· The information sheet on ‘stress management’.
· Reactor and Over-reactor questionnaire
· Helpful Hints
· Paper and pens
TIME: 30 minutes

INSTRUCTIONS

1.  In terms of the information sheet, you could either take this sheet along to the meeting and read it together or you could read it prior to the meeting and make notes if you wish to discuss it with your pupil.  Points you may wish to cover: we all get stressed, it is a very natural reaction; the way our bodies react to stress; why problems with stress occur.
2. Once you have discussed the concepts, then both of you could complete the worksheet “Are you a Reactor or an Over-Reactor?”.  This will allow you to explore how you both react to stress in certain situations.  

3. Now you have discussed how you react to stress, you can talk about 

how you both cope with it.  Read the worksheet “Some Helpful Hints”.  Discuss if you use any of these methods or if you could in the future.

STRESS MANAGEMENT: SELF-CARE TECHNIQUES

INFORMATION SHEET

Many people do not realise it, but stress is a very natural and important part of life.  We need stress (eustress) but not too much stress for too long (distress).  Our body is designed to react to both types of stress.  Eustress helps to keep us alert, motivates us to face challenges and drives us to solve problems.  These low levels of stress are manageable and can be thought of as necessary and normal situation.

Distress on the other hand, results when our bodies over-react to events.  It leads to what is called a ‘flight or fight’ reaction.  Such reaction may have been useful in times long ago when our ancestors were frequently faced with life or death matters.  Nowadays, such occurrences are not usual.  Yet, we react to many daily situations as if they were life or death issues.  Our bodies really do not know the difference between a Sabre-toothed tiger and a boss/teacher correcting our work!!!  It is how we perceive and interpret the events of life that dictates how our bodies react.  If we think something is very scary or worrisome, our bodies react accordingly.

When we view something as manageable, our body doesn’t go anywhere; it remains alert but not alarmed.  The activation of our sympathetic nervous system (a very important part of our nervous system) mobilises us for quick action.  The more we sense danger (social or physical), the more our body reacts.  Have you ever been asked to give a talk to a big group of people and found that your heart pounded so loudly and your mouth was so dry that you couldn’t do it?  That’s what you call an over-reaction.

Problems can occur when over-reaction of the sympathetic system is unnecessary.  If we react too strongly or let the daily hassles pile up, we may run into physical, as well as psychological problems.  Tummy problems, depression or severe headaches can come about from acute distress.  Insomnia heart disease and distress habits (drinking, overeating, smoking) can result from an accumulation of small distress.

What we all need to learn approach matters in more realistic and reasonable ways.  Strong reactions are better reserved for serious situations.  Manageable reactions are better for the everyday issues that we all have to face.

STRESS MANAGEMENT

ARE YOU A REACTOR OR AN OVER-REACTOR?

Below are situations that cause stress in some and distress in others.  Imagine yourself in each one right now.  How are you reacting?  Either write it down in the space provided or discuss.

· Getting a last minute assignment/report in on time:

· Misplacing something in the house:

· Having something break while using it:

· Dealing with incompetence at work or school:

· Planning your budget:

· Being blamed for something:

· Waiting in a long line at the grocery store or bank:

STRESS MANAGEMENT:

SOME HELPFUL HINTS

Basically, we need to modify our over-reactions to situations.  The following suggestions are designed to reduce distress.  Try them ….they work!

· Learn to relax

Throughout the day, take ‘mini-breaks’.  Sit down and get comfortable, slowly take a breath in, hold it and then exhale very slowly.  At the same time, let your shoulder muscles droop, smile and say something positive like “I am relaxed”.  Be sure to get sufficient rest at night.

Do you use this as a de-stressor?        Yes/No

· Practice Acceptance

Many people get distressed over things that they won’t let themselves accept.  Often these are things that can’t be changed, like someone else’s feelings or beliefs.  If something unjust bothers you that is different.  However if you act in a responsible way, the chances are you will manage stress effectively.

Do you practice acceptance as a de-stressor?        Yes/No

· Talk Rationally to Yourself

Ask yourself what real impact the stressful situation will have on you in a day or a week and see if you can let the negative thoughts go.  Think through whether the situation is your problem or the others.  If it is yours, approach it calmly and firmly;  if it is the others, there is not much you can do about it.  Rather than condemn yourself with hindsight thinking like “I should have …”, think about what you can learn from the error and plan for the future.  Watch out for perfectionism – set realistic and attainable goals.  Remember, everyone makes errors.  Be careful of procrastination – breaking tasks into smaller units will help and prioritising will help things get done.

Do you use this as a de-stressor?        Yes/No     

· Get Organised

Develop a realistic schedule of daily activities that includes time for work, sleep, relationships and recreation.  Use a daily “things to do” list.  Improve your physical surroundings by cleaning your house and straightening up your office.  Use your time and energy as efficiently as possible.

Do you do this?        Yes/No

· Exercise

Physical activity has always provided relief from stress.  We need to develop a regular exercise programme to help reduce the effects of stress before it becomes distress.  Try aerobics, walking, jogging, football, swimming, etc..

Do you use this as a de-stressor?        Yes/No

· Reduce Time Urgency

If you frequently check your watch or worry about what you do with your time, learn to take things a bit slower.  Allow plenty of time to get things done.  Plan your schedule ahead of time.  Recognise that you can only do much in a given period.  Practice the notion of “pace is not a race”.

Do you do this?        Yes/No

· Disarm Yourself

Every situation in life does not require you to be competitive.  Adjust your approach to an event according to its demands.  You don’t have to raise your voice in a simple discussion.  Playing tennis with a friend does not have to be an Olympic trial.  Leave behind your “weapons” of having the last word, putting someone else down and blaming.

Do you become competitive during times like this?        Yes/No

· Quiet Time

Balance your family, social and work demands with special private times.  Hobbies are good antidotes for daily pressures of work or school.  Unwind by taking a hot bath, listening to music, reading a book, etc..

Do you use this as a de-stressor?        Yes/No

· Watch Your Habits

Eat sensibly – eat a balanced diet will provide all the necessary energy you will need during the day.  Be mindful of the effects of excessive caffeine and sugar on nervousness.  Put out cigarettes – they restrict blood circulation and affect your stress response.

Do your habits become more excessive in times of stress?        Yes/No

· Talk to Friends

Friends can be good medicine.  Daily doses of conversation, regular social engagements and occasional sharing of deep feelings and thoughts can reduce stress quite nicely.

Do you use this as a de-stressor?        Yes/No

KIP TIPS AND THE DAY OF THE EXAM SESSION

PURPOSE

· To help your pupil calm their nerves prior to the exam
· To help them focus on what they can do before an exam instead of panicking.
USE IN MENTORING

· If your pupil is very nervous or highly strung, this may help them settle down the night before their exams.  It will give them something to read and it focuses on methods to make sure they do their best in an exam situation.
· A way of telling your pupil to try their best and to think about how they are going to handle their exams.
TOOLS

· Information sheet
TIME NEEDED: About 5–10 minutes
INSTRUCTIONS

1. Talk to your pupil about the actual exam, asking them how they think

     they will feel and how they are going to prepare for it.

2. Go over the information sheet

3. Points to cover:

a.
Kip Tips: do they think they will be able to sleep? Will they try any of these hints at sleeping better?

b.
Day of they Exam: talk about any experiences you have had, good and bad!  Encourage your pupil to try their best, that is all anyone can ask of them.  If they know they have tried their best, they can be proud of themselves.

4. Give them a copy of the information sheet to take with them so they can look over it prior to the exam.

KIP TIPS AND THE DAY OF THE EXAM

Coping with the night before your exam can be tricky. Don't overdo it - just get a decent night's sleep and you'll perform better. Avoid beginning to revise completely new areas as it'll only freak you out. Stick to key points and summaries, rather than big chunks of text. And remember, it always feels like nothing's going in, so don't panic and the revision will pay off!



Kip Tips (hOW TO GET A GOOD SLEEP THE NIGHT BEFORE)

· Insomnia is a nightmare. It makes you irritable, irrational and unable to concentrate.

· Try and go to bed and get up around the same time each day.

· Avoid caffeine-packed coffee, tea and cola late at night.

· Relax - a long soak in the bath can really help you wind down.

· Going to bed on an empty stomach makes sleeping harder.

· If you're having real problems sleeping, see your GP.

· Stress kills sleep. Get these exams into perspective. There's more to life, so try not to worry.

Exam Time - How to cope on the day


Read: 

· All the instructions carefully so you know how many questions to answer, what they're worth and which ones are compulsory.

· All the questions - avoid leaping on the first 'easy' one you spot.


Write: 

· Answers to the questions that have actually been set, not the ones you'd hoped to see!

· As concisely as possible - keep to the point.  Do not ramble!

· As neatly but also as quickly as you can - try not to spend too long on any single question, however much you get 'into' it.

· A concise list of what you would have put in your answer if you find yourself running out of time - that way you should still score some points.


Plan: 

· Which questions you want to answer and in what order.

· How much time you've got for each one.

· To use any spare time you have at the end of the exam for checking through your answers.

Avoid: 

· Even thinking about cheating - it's not worth the stress and you're bound to get caught.

· Panicking - sometimes your brain takes time to find facts. Calmly re-read the paper and you'll soon get back into gear.


Working out your next step
Finally, getting those results is bound to make you nervous - but remember, exams aren't the only thing that decide your future.  If it's good news, great.  If it's not, you've still got lots of options.  If you're unsure what they are, then why not speak to your Careers Officer at your school or at their local office, it will be in the telephone book under ‘Careers Service’.


They think it's all over - it is now!
Reasons to party once your exams finish:

· You've been through a tough time - you deserve it.

· You won't have to get up the next morning.

· You need to do some serious catching up with your friends.

· All those postponed dates definitely add up to a good night out.

· It's summer and everyone else will be partying!
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These Studying Sessions are 11 exercises to help you and your pupil talk about studying.  It includes practical ways to deal with the issues surrounding studying and exams, as well as quizzes and checklists to see how suitable current methods of studying are.  Most exercises can be used for 3rd, 4th and 5th year pupils as they link just as well to coursework as they do to preparing for exams.
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