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Achieving your 0 €&sonal B est®

What does achieving our personal best mean? No one deliberately makes bad
decisions. We only make them based on the scope of our knowledge and thinking.
0 éhieving your personal bes t @heans doing everything possible to

consistently make the best choice s. We need to approach each task in a way
that produces the best results. This means:

Asking the right questions;

Consulting with the best people;

Finding the best solutions;

Learning the best approach;

Making a plan that will produce the best results;

Feeling your best, confident and ready to move forward;

To achieve your personal best means that your thinking and attitude must be
motivated to produce the best results you are capable of.

X X X X X X X

Doing your best is not about comparing yourself against others or even about

the grade that you achieve . There will always be those who do better than you,
andthoset hat dondot do ltiaabouvsetting yoar goalg, and then striving
to achieve them. To judge whether you are doing well, you need to ask yourself 7 am
| ontarget?  That is why you need targets. If you have a target, you know when to
adjust your aim in order to have the best shot at hitting its centre.

Take the example of athletes. When an
interviewer asks if they are disappointed
that they didndét win
always focus on their personal best time.
If they achieve near this, or improve on it,
they are delighted. The interviewer is
usually only interested in the number of
medals. The athlete realizes that there
are only three of these to go around, and
the road to get t here is by continual
improvement

XCI:L

me d a l

a

Let me give an example. Suppose my friend and | get our assignments back, and my
friend achieves 68%, while | only get 58 %. This looks bad for me. H owever, my
friend is aiming for Physiotherapy at Curtin, which needs an ATAR of 90. To achieve
this they need a TEA of 276 (or an average of 69% in their four best subjects). | am
aiming for Business at Curtin which requires an ATAR of 70. To achieve this | need a
TEA of 219 (or an average of 55%). | am actually on track , but only just, while they
should be more disappointed and look for ways to increase their marks 1 or review
their expectations.

Am 1 ontrack ? € Isthisthe bestth atlcando ?...arethe best questionsto
ask.

Excellence is being the best that you can be
ExcellenceisNOTabout el itism or the achieviemeni
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Recent studies show that those who focus on the grades, rather than how they can

i mprove, dond6t d o Tha studyretlirned veotk tothlee groeips.dOne
group were only given a letter grade. The second a letter grade and a comment. The
third group just received a comment. The group with the letter grade, and the group
with the letter grade and comment did similarly , which is an interesting result. The
reason is probably because we tend to focus on the grade and forget the rest. The
group that showed the most improvement was the group with the comment only. For
progress to occur, we need to focus on how we can improve, rather than

what we have achieved . Iflife is only about the achievement of a gold medal, there

is usually only one of these to go around, and the rest are consideredé | oser s 6.

Four t hings th at will keep you from

achieving your OPesttdbsonal

Doing a bare minimum, doing only what you are required
We need to be aiming for the maximum , not scraping by with the minimum.

This means: not leaving things until the last minute; not concentrating on just what
we have to do; not just making it on time; not doing the least that we have to do. We
werenodt designed this way. OQur brain i

computer. We are designed for big things. God created only one man and one

woman to rule over the whole earth

q

b

Misunderstanding your past experiences
Your past is a very inaccurate predictor of your future . Failure at something
does not make you loser. You learn by your mistakes.
It enables you to move forward in a different direction

Excuses
| t 6 s n o notrhydault. Excuses@ars disempowering and stop us moving forward,
and | earning from our mistakes

Distractions
There will always be distractions, good and bad ones that capture your attention. A
distraction is anything that takes your vision away from where it was going (vision is
where you are going i your picture of your future). We have to plan for the long haul,
rather than just for tomorrow. We have to be immovable, steadfast, committed,
faithful T these are the things that keep us on track. Expressions of opinion, peer
pressure, mag azine articles, being offended T these are the things that get
us off track
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Ten Keys for your dersonal Best O0Toolkit
Key 1: Preparation

Preparation brings confidence.
The most successful leaders
have been the ones who were
thoroughly prepared . Four
men who valued preparation
were:

1. Winston Churchill  would ' e - y ‘
typically read nine newspapers g i
every morning over breakfast. Before anythlng else preparatlon . {
He would pour over reports, is the key to success 3 M
refusing to have his Staff digest Alexander GRON Bl &

information for him.

TIP  Excellence takes sacrifice. Are

2. Abraham Lincoln  was so anxious to be informed of events during the Civil War
that he would often go to the telegraph Office in order to obtain the latest
information  the instant it came in.

TIP  Keep up to date.

3. Harry Truma n was not perceived as a brilliant man, but was admired for always
being thoroughly prepared. He inherited a tremendous load of decisions for which he
bore sole responsibility. He would fastidiously examine every document and briefing
until he understood the issues and was thoroughly equipped to make a decision.
Truman became known for his decisiveness , which was enabled by his

meticulous preparation

7/IP  There are no short cuts or omagqgilic bull e

4. Atthe close of his autobiography, Billy Graham listed several things he would do
differently if he could live his life over again. Hesaid, i/ have fail ed many
would do many things differently. For one thing, | would speak less and study more .0

Billy Graham has preached to more peopleand has seen more conversions than any

preacher in history, yet he acknowledged that he needed to be better prepared

7TIP  Regularly assess where you are at.

Consider this &

Ai ming for your opersonal best élavinggant he pur su
excell ent attitude changes your circumstances. Excellence is a lifestyle, not

an event é going beyond what Itissattmaciveu fbute d or
can equally bring applause OR criticism ). For an Olympic Swimmer,

swimming 150km per week is normal. It /s about going the extra mile, unti/

the extra mile is no longer the extra mile. Thisdoesndét mean t hat th
be less difficulties . Challenges will come. You need to get used to being an

overcomer ; to becoming Stronger, to lift  ing greater weights.
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Key 2. Time Management

Your ability to manage your time and stay organised is fundamental to success in all
areas of life, as well as in studying. No system of time management, no matter how
fancy itis, willeverwork i f you dondét use it consistently.

TIP  Time is an INVESTMENT, it needs be invested purposefully and w /sely

1.e. you are investing for

Most people waste an extraordinary amount of time. Even if you add up all the things

in your |ife, and a dtkstlhtyoucbul thinkloE yoswonld i al 6 ac
find that you would be losing a few hours every day. Two questions should be

considered:

x Do | always get as much study done each week as | set out to do?
YES/ NO

X Could I get more done in the hours that | have put aside to study?
YES/ NO

You might like to try the following simple four -step time management system:

" FF: 7 m" 85 F\s;« 1. Map out the year,
Q %5 N m Ntf =“ '” 2. Map out each week
"o, '(’)/ / % ; .
> \3\,5’“ i/ g a) Set out the ideal week;
AN Ak 9 4 o
”fxiﬁv ' & & °ﬁ“.3," b) Plan each week
P) i
\ 5 "\ it

3. Map out each day;
4. Evaluate and update.

Momm&w(,
2\
f%ﬁ Requirements
1. Your school diary;
Your assessment schedule
3. A weekly planner (create
CHOICES ‘ your own);

o 4. A vyearly wall planner;

(Officeworks sells these)

5. A pen and a few highlighters.

N

Step 1: Map out the year

x  Using your assessment schedules, mark all the assessment dates that you can,
and your exam blocks, on your yearly wall planner. Include the subject and nature of
the task as well as the weighting percentage.

x  Mark each assessment in your diary on the corresponding page, including all
relevant information about that task.

x  Put a two week reminder on the appropriate page for all your major assessments.
Include the subject the assessment is for and the weighting (the percentage it
contributes to your total assessment mark).

x  With a highlighter, clearly mark all your exam periods on your wall planner.

x  With a different highlighter, mark all the holiday periods on your wall planner.
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Step 2: Map out each week

x  Using the weekly schedule, plan what you would consider to be the i deal week.

Be sure to include: school; study; sport; relaxation; social activities;

Church/Youth Group; daily routines . 'You will need to do the ideal week routine

exercise a few different times throughout the year, as demands change. Most likely,

you will need to be allocating more study time in the last month leading up to

any exam blocks . I f you dondét reach your weekly st
week, make up the time on Saturday . You should also use the planner for holiday

periods. In Year 12 you should be allocating one week of these holiday break

weeks to study/revision/revision courses.

x  Plan eachw eek

Every weekend, you should sit down and plan the following week. Using your yearly

planner and your daily diary, identify the tasks that need to be done for that week.

Make sure that you include study (revision) time each week (right from the start

in Year 11 and 12). One hour per subject per week might be a good target in

terms of the time that shoul d bdcealegwdeakd ya mc
bl ank weekly planner and begin to map out th
tasks into the same time slots that you have allowed for these types of activities in

your oOideal week?©o. Keep tahdsscktweie Klsanplo | anner
of an o6ideal weekdé plan might |l ook | ike this

Thurs

Wed

,6' % NSleep Get- | Get Get Get
4 am &4 ready | ready ready ready
7 8 . Get Study/ Study/ /48 'Study/ | Study/
am ready Revise Revige Revise Revise
89/ | Travel Wravel Travel Travel Travel
am &read &iead &read &read & read
9i 3 School Schodl Schoaol School School
pm time time S.time time time
3i 4 B/ball Travel/ | “Bfball M@ths 2| | Travel
pm Jrain & read Game ”_,futor & read
4i 5% | <Travel Study: Trav el A Study Study
pm &.tead & read O
5i6 | SPaapg ) Sty i b A selERSIA | study
pm tipe, . ? v gl e : N
617 Dinner/ANnDiner. | Dinner’—«['Dinner/ | Dinner//,
. pm spare spare spare spare spared®
< Study: Study Study Shops Yauth
N pm _Sroup’ /
€ 3819 ¢ | Study Study. " | )'£Study Shopse® Yol
P >l i _/,Ea“r'o'up v
s 9i 10, Study/ ; wr‘T\?”"*‘”St‘Ud/y/ Trav 7 }r&y l"
200 “yRevise 7 =TV LA

TIP  If something is not working, change it.

7IPage Year 11 & 12 Study Guidei 2017



Saturday has a planned study slot  between 9.00 and 1.00pm (or 2.00 til 6.00pm ),
depending on other activities, with more time devot ed if needed (i.e. when deadlines
occur or if the weekly timetable was interrupted ). The rest of the day would be free.
Sunday is put aside as a family day/Church/day of rest.

Key 3. Goal Setting

A goalis something you want to achieve. A short -ter m goal is something you want
to achieve soon. Examples of short-term goals are finishing your homework and
doing well on tomorrow's test. A /ong -term goal is something you want to achieve
by a later date. Examples of long-term goals are writing a paper or passing a class.

To set appropriate goals, you must know what is important for y ou to accomplish.
Then set specific and clearly stated goals. If you do not have clearly stated goals,
your effort will lack direction and focus. Write your goals to h ave a record of them.

TIP  Setting goals are great but creating a plan to accomplish the
goal is the key to achieving the goal. This is where you have a

chance to be your best. To be your be st means developing a realistic
and well -defined plan to achi eve your goals.

Characteristics of a ppropriate g oals

Each goal you set should state WHAT you will do and WHEN you will accomplish it.
Implied in each goal you set is your WILL (determination) to doit. For example, a
goal for a research paper might be stated as follows: / will (your determination) finish
gathering information for my research paper (what you will do) by 20 November
(when you will accomplish it).

Your goals should be:

1. Within your skills and abilities
Knowing your strengths and weaknesses will help you set goals you can accomplish.

2. Realistic
Setting a goal to learn the spelling of three new words a day is realistic. Trying to
learn the spelling of fifty new words a day is not realistic.

3. Flexible

Sometimes things will not go the way you anticipate and you may need to change
your goal. Stay flexible so when you realize a change is necessary you will be ready
to make the change.

4. Measurable

It is important to be able to measure your progress toward a goal. It is important to
recognize when you have accomplished your goal and need to go no further. Failure
to measure your progress toward a goal and recognize its accomplishment will result
in effort that is misdirected and wasted.

Tip  Improvement is the stepping stone t owards the

achievement of your personal best .
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5. Within your control

Other than when working as part of a group, accomplishment of your goal should not
depend on other students. You can control what you do, but you have little or no
control over what othe rs do. You may do what you have to do, but if others don't,
you will not accomplish your goal. At times your parents, teachers, and counselors
will set goals for you. Be accepting when they do. These are people who know what
is important for you and ar e concerned with your success. They can also help you
accomplish the goals they set.

TIP  Set goals in school that provide you with direction

and lead to success . Keep your focus on the goal ...
this is the reward for your sacrifices.

x  Regularly re view your g oals and keep them before you

You should have your goals written in big letters (or cut out some pictures if

you are a more visual person) over your study desk, if not on the wall of your
bedroom. This will constantly remind you of what you are trying to achieve, and why.
If you have given yourself enough reasons why you should achieve your goal, it will
show you why you need to sacrifice the time to go back to sitting at your desk, and
get on with the task .

REly

TIP Do not ru sh the pr ocess. Take some time to think about what
you wantto do. Do the research and get as much information
as possible. Evaluate the pros and the cons, the benefits and the risks.

x  Prioritise

What often holds people back is not knowing where to start. So metimes it is so
overwhelmi ng t hat vy o wnyjhiogsatall dfgau éver get t that point, ask
yourself what is the most important thing you have to do , and do that one
thing. When you have completed this, stop again and ask the same question and
then do that one thing. Even the tallest mountain is climbed the same way as
every other one: one step at a time . Break down your tasks, assignments or
study sessions into individual steps and simply deal with them one at a time.

x  Start small and bui |d your w ay up

There is no need to start will three hours of studying at a time straight away. Why
not increase by 20 minutes each day? Within two weeks, you will have eased
your way up to your target. Just start your momentum moving in a positive

direc tion .
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x Itisn evertool ate

Just get started right away . Even if you are only one month away from exams,
putting in a solid effort for the next month is better than not putting in any effort at
all. You have nothing to lose.

x  Plan your study t ime (have a schedule)
Having a set time  really helps you to stay on track.

x  Reward your e fforts

When you set a small goal, |l ike O6complete al
n i g bivedaurself a reward if you complete it on time . Itis good fun coming

up with the rewards, and gives you something to work towards.

TIP  Keep the end in mind . This means knowing what you want
the outcome to be and working backwards starting from the

top to achieve it. This means having a clear vision in your
mind to help you  set the proper goals.

What are my Career Options ?

Read through the following points, and do the research yourself. Start to take steps
to find out the things you will need to know. This will lead you to other sources
of information , and other questio ns to ask.

Myths about career ¢ hoices

Myth 1: You must know now what you are going to do with the rest of your

life

It is impossible to know exactly what you are going to do, although you should have

some ideas about what you are interested in. You need to know what your options

are and what you need to do to pursue those options. It is good to have Plan A, Plan

B, Plan C ¢él fanRll am Andoesndt wor ldclesimgthat t hen |
door. And when He closes a door he will open another one for you. Remember that

His plan is always the best plan

Myth 2: Your decision is final

Whatever the decision you make, you can always change it . Even after your finish
school, it is amazing how quickly yoae can <ch
locked in. If you know your options well enough, a change of mind can be quite

easily accommodated because youodl |l know what
avenue.

Myth 3: University is the only way

In industries like hospitality and IT, there ar e other pathways open to students.

There are some excellent colleges that offer very good courses, and some will even

help you to find that job once you graduate.
University is not the way to go, it is simply not the ONLY way to go.

Do your research thoroughly. In many professions, University IS the only way, and if
you are going up against wuniversity graduate
very well in your course and have some significant experience.
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Myth 4 . The ATAR is the only way

There are other ways of getting to University, if that is what you want to do. An
increasing number of students are using the Certificate IV at TAFE as an entry to
University; Portfolio Entry  and the Uni Preparation Course  (check out these at
ECUI University Preparation Course,and Murdochi On Track Program) are other
pathways, especially if you dreak outdat the prospect of exams.

The importance of having career g oals

You can change your mind, but it is still critical to kn ow what you want and be
committed to doing whatever it takes to get there. You need a definite purpose or
target, or how do you kno w if you are on track? A career aim:

1. Givesyoua sense of certainty  about the future.

2. Relieves the pressure of thinking about what you are going to do.

3. Allows you to make future plans

4. Gives you atarget score to aim at.

How to research your career o ptions

Read

The following books can be very helpful:

Yy The 7/SC Guide published by the Tertiary Institutions Service Centre each year.
Contact TISC on 9347 8000 or visit their website at www.tisc.edu.au for information
on where to purchase a copy.

Yy The Job Guide formerly distributed to Year 10 students up till 2015, is no longer
produced. A job search guide is provided by Career Centre and can be found at
http://www.careercentre.dtwd.wa.gov.au  The Department of Training and Workforce
Development site at http://www.dtwd.wa.gov.au/ is also worth investigating.

Yy Information on TAFE courses isfound on the web. Visit the two main TAFE at
www.southmetrotafe.wa.edu.au/courses or www.northmetrota fe.wa.edu.au/courses
for course information.

Check out each website and download the course information. Circle the jobs and
the courses you like  the sound of, jot down a couple of sentences to explain why
you | i ke them and cr olke Ifgol do thisbvwer beakfasseaghou don
day, and you spend ten minutes per day crossing and circling and making notes, it
wonot even take yotegoiagthroogh elllsoutces ofentommptiore.

If you combine this with follow up phone calls , within only a few weeks you will have

figured out what you are interested in, and
getthere. Yo u 6| | yaéheadof the rest , and can concentrate on doing
well.

TIP  Think outside the box. Recognize that your thi nking is limited to
your knowledge and your experiences. Therefore, seeking

outside help and resources can enhance your ability to broaden
your thinking and your decision UEI IR

Attend ALL Open Days

Gotoallopendays at i nst i t unteiested 8. Lyaturedoonaes alie open for
inspection, information tents are set up, talks are given and question sessions are
held. Find out as much information as you can, collect all the relevant brochures and
speak to as many people as possible.
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http://www.northmetrotafe.wa.edu.au/courses

Where can | get Career| nformation ?

Check out the course information in each of the University Prospectus Guides
The University Guides are published for the start of the Open Days (these usually
occur in Terms 2 and 3). Investigate the following:

Yy Tertiary Institutions Service Centre www.tisc.edu.au

Yy South Metropolitan TAFE  www.southmetrotafe.wa.edu.au

Yy North Metropolitan TAFE  www.northmetrotafe.wa.edu.au

y  Curtin University  www.curtin.edu.au

Future Students Centre, Bentley Campus, Kent Street, Bentley, 6102.

Phone: 9266 100 or visit www.futurestudents.curtin.edu.au

y  Edith Cowan University = www.ecu.edu.au

Student Recruitment and Careers Office

Mt Lawley Campus, 2 Bradford St, Mt Lawley, 6050

Joondalup Campus, 270 Joamdalup Dr, Joondalup, 6027.

Phone: 134 ECU (134 328) or visit www.reachyourpotential.com.au

y  WAAPA www.waapa.ecu.edu.au

Yy Murdoch University  www.murdoch.edu.au

Prospective Student s,®0PountSt. Mdrdochséd300ns Centr e
Phone: 1300 MURDOCH (1300 687 3624)

Yy Notre Dame University =~ www.nd.edu.au

Prospective Studerts Office, 19 Mouat Street, Fremantle, 6959.

Phone: 9433 0555.

Yy University of W.A.  www.uwa.edu.au

Prospective Student Office, Admission Centre 35 Stirling Highway, Crawley, 6009.
Phone: 6488 2477 or visit www.studyat.uwa.edu.au

EDUCATION Career s ites
A range of self-assessment quizzes can be found
6GOALS \l, VISION on the net. They highlight your interests, abilities
\ (Z and personality, then suggest a range of jobs for
: : you to consider. Theywon 6t make the dec
CAREER for you, but they are a great starting point .
P4,
VALWES 1;\ SKILLS Career Centre
A This is a free service open to the general public.
INTEREST It is located on the 7th Floor, GPO Building, 3

» & Forrest Place Perth, 6000 (phone 13 23 98). Visit
' AR " their website at:

Ry http://www.careercentre.dtwd.wa.gov.au

1

Setting Targets (TISCOnline Website)

This can be located at www.tisc.wa.edu.au/calculator/atar -calculator.tisc

This site has a TEE Calculator to calculate your ATAR You can google ATAR
Calculator TISC and the site will pop up. Once you click into it, you put in your TEA (a
score out of 410, made up of the % score of your 4 best TEE suljects, which must
include 1 x List A and List B subject). Putin 2016 as the Year 12 completion date and
hit the Calculate key. This gives you an ATARestimated score (which determines
your eligibility for University entrance).
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Potential ATAR targets

Target = 4 Subject | Aim/ Course / University
Average

96 (ATAR | 308 77% Curtin Excellence Scholarship (ATARof
96 and Curtin as first preference); $5000 per
year

90 (ATAR | 276 69% Physiotherapy/ Law ( Curtin);
Law (Murdoch)

88 (ATAR) | 268 67% Midwifery (Curtin)

80 (ATAR | 243 61% Occupational Therapy / Speech Pathology
(Curtin); Arts, Commerce, Design, Science
(Min ATAR for UWA)

75 (ATAR | 230 58% Nursing (Curtin); Engineering (Murdoch)*

70 (ATAR) | 219 55% Business / Education (Murdoch); Education
(ECU)
(Min ATAR for Murdoc h, Curtin and ECU)

ATAR assistance (details are posted on the main noticeboard)

Yy Weekend and term holiday ATAR revision classes, and essay writing, study skills
and speed reading courses arerun by Academic Task Force at Applecross and Perth
Modern. Cr eel manés Exam Qu e are avalable thrBugloAcddentics
Task Force, Campon and OfficeMax. Details are at www.academictaskforce.com.au.
Yy Weekend and holiday ATAR revision classes arerun by Academic Associates
(www.academicassociates.com.ay at Rossmoyne, Churchlands, Perth Modern UWA
and Notre Dame.

Yy Mid -year revision courses  are available at Wesley College . Visit
www.wesley.wa.edu.au/daily-life/college-services/wace-revision-seminars/

The courses are usuallyrun in the Term 2 and 3 holidays.

Yy ATAR revision, study skills courses and tutoring are run by Master Mind

Australia (www.mastermindaustralia.com.au) at Christchurch, Hale, Wesley and
Willetton.

Yy ATAR revision classes are run at UWA byTEE Consultants at UWA and
Murdoch. Details can be found at www.teeconsultants.com.au

SCSA Awards and Exhibitions  (visit www.scsa.wa.edu.au)

Awards (winners are listed | Selection Criteria (2017 )
in the January newspaper)

Beazley Medal WACER VET | Students with top score in WACE & VET

General Exhibition 50 general exhibitions are awarded to the top 50
students, based on scaled exam marks

Subject Exhibition Awarded to the student who achieves the highest
exam mark (subjects >100 students)

Certificate of Excellence Awarded in each ATAR cairse (>100 students) to
students achieving highest 0.5% exam mark

Certificate of Merit and Awards based on letter grades given by school. Each

Certificates of Distinction ATAR OAd grade gains 10 g
points; Gener al OAO gains 8

Certificate of Merit=150 -189;
Certificate of Distinction =190 -200
10 x O A0 Yeanrldd¥s=200points
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ACTIVITY 1: Estimate

your ATAR Score

Subject

Semester Mark

Exam Mark

Final Mark

OO~ WIN|F

Step 1  Estimate your Semester, exam, and final marks in each subject.

Step 2  Choose your best 4 ATARsubjects (i.e. highest marks).

Your best four MUST includea List A (English/ Humanities) and a List B (Maths /
Science)even if not part of your top four. English or Maths do NOT have to be one of
these. To work out your final score, take 75% or your exam score and add it to 25%
of your Semester mark (in Year 12, half your marks come from the ATAR Exam, plus
high proportion of your school marks come from the Semester Exams). Scaling and

moderation also affects your final marks, but

disregard these factors

Subject Semester Mark Exam Mark Final Mark
(75% from exam)
1
2
3
4
TEA Score ATAR Score (based on 2016 data)

340 (a 4 subject average of 85%)

98.95 (top 1.05% of students)

320 (a 4 subject average of 80%)

97.5 (top 2.5 % of students

300 (a 4 subject average of 75%)

95.5 (top 4. 5% of students)

280 (a 4 subject average of 70%)

91.05 (top 8.95% of students)

260 (a 4 subject average of 65%)

85.75 (top 14.25% of students)

240 (a 4 subject average of 60%)

79.1 (top 21.9% of students)

220 (a 4 subject average of 55%)

70.7 (top 29.3 % of students)

Step 3 Add your 4 marks together to make up a score out of 400 (TEA).

Total (out of 400) = TEA

ATAR Score

An ATAR score of 80 is needed for a direct pathway into UWA, while 70 is the
minimum for a direct pathway into Curtin, Murdoch and ECU. However, there are
other pathways which students can investigate (e.g. portfolio entry, or entry via the
completion of a Certificate V).

Step 4 How close to a SCSA Certificate are you? (see page 13)

Subject ATAR/ General Letter Grade Points Awarded
1
2
3
4
5
6
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Key 4. Organisation

The difference betweenag ood result and a great result are th e little things.
Here is a list of some of the little things that you can do to maximise your study
performance

Make the m ost of your class
time

To achieve this you should:

1. Listen and take notes
Especially when you hear things like:
AYouodl | knowahesdor your =
exanmsBThis will be Srlm /N
assessmearti Tthd sk d s 'C/PF gl — g —
oriYou need t.o know EbEhis®O — L . .

It is often in the in-class discussions that teachers give you hints on what to

expect in exams and assessments . Taking good notes is a three-stage process in
which there are certain things you should do before class, during class, and after
class. Here are the three stages of note taking and what you should do during each
stage.

x Get Ready to Take Notes (before Class)

Review your notes from the previous class session before you come to class. This will
help you remember what was covered and get you ready to understand new
information your teacher provides. Complete all assigned readings before you

come to class . Your teacher will expect that you have done this and will use and
build upon this information. Bring all note taking materials with you to class. Have
several pens and pencils as well as your notebook.

x Take Notes (during Class)

Keep your attention focused on what your teacher is saying. Listen for "signal
statements” that tell you that what your teacher is about to say is important to write
in your notes. Examples of signal statements are "The most important point ..." and
"Remember that ..."

Be sure to include in your notes information that your teache r repeats or writes on the
board. Write quickly so that you can include all the important information in your
notes. Do this by writing abbreviated words such as med for medicine, using
symbols such as % for percent, and writing short sentences. Place a? next to the
information in your notes which you are unsure about, or where you are unclear

about the meaning.

Consider this &

Demand the best from yourself, because others will demand the best from
you. Successful people d on't simply give a project hard work. They give it
their best work. Don't be afraid to give your best to what seemingly are
small jobs. Every time you conquer one it makes you that much stronger.

If you do the little jobs well, the big ones will tend t o0 take care of
themselves .
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x Rewrite Your Notes (after Class)

Rewrite your notes to make them more complete by changing abbreviated words into
whole words, symbols into words, and shortened sentences into longer sentences.
Make your notes more accurate by answering any questions you had when writing
your notes in class. Use your textbook and reference sourcesto obtain the
information you need to answer your questions. If necessary, ask your teacher or
other students for help.

Check with other students to be sure you did not leave out important information.
Having good class notes will help you to be better prepared for tests. Research
indicates that the amount of information you retain after 30 days when you

listen is only 10%; when you tak e notesitgoesupto 40 -50%; when you
are act ively involved AND take notes it goes up to 90%.

x | f you doné6t under sskand somet hing,
2. Create an ideal study environment (refer to Key 5)

To be more effective when you study you should:

x Have agood att itude

Approach your study from a positive frame of mind. Focus on what you want to

achieve and how youoll feel when you have ac

x  Study in a quiet environment
Research shows that todayods music (which bea

yourbrainés ability to retain information. So
beats per minute (e.g. classical baroque) which can actually help study, background

music i s not advised. Dondét study in front
place.

x  Beorganised

3. Take study breaks

You should take breaks when you study. Most people can concentrate for about 45
minutes to one hour. That is about the time frame to study and then take a break.
Five minutes is a good break time as ta king them too often or too long may
cause you to lose momentum . If you go on for too long, you will burn out, and
feel like your brain is going numb. You need to keep fresh, or you will not take the
information in. The same thing can occur when you work too late at night. Try
working earlier if you can, or getting up early in the morning to study
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4. Study for the right amount of time

Set a minimum amount of time you will study each school night and on weekends, but
also set a maximum. Here is a plan that would be suitable for Year 12 TEE

students for this stage of the year:

On normal school nights

Yy Monday to Friday: A minimum of three hours and a maximum of four.
y  Saturday: Study in your normal school hours and have the night off.

Yy Sunday: Maintain a day of rest

During s chool holidays

Yy One weeki Monday to Saturday: Normal school hours

y Second week: Have a weekods break

Be organised enough not to need to do an Oal
These usually do more harm than good.

5. Make use of all available resources

Your teachers are your most valuable resource. Teachers know the material, they
know the problems and they know the little things that will give you the edge.

Always ask for help when you need it. Teachers are absolutely committed to
helping you achieve. Libraries, newspapers and study groups are valuable resources

6. Keep up to date

It is very important to keep -up-to -date with all your assignments and with making
your summary notes and your executive summares. Allow time each week or each
night to update these sets of notes. Do them as you go because once you get
behind, it is very difficult to catch up.

7. Get the big picture

Dond6t be satisfied with j ustanundensamdibge raf ng you
your work. This understanding will massively improve your exam performance

because your answer will flow better.

8. An easy way to begin
Start by reading the syllabus . See your teacher i f they hav
one. Examiners use these when constructing TEE questions.

9. Getsome reall Iife

examples

Stay up-to-date with current events
and issues, especially for subjects like
English or Geography. Put a plastic
sleeve at the start of each subject and
place relevant newspaper

clippings . Read the newspaper
when you can (this is accessible
online) and spend just 5 minutes
scanning it for articles that might be
relevant.

T
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10. Organise your study n otes

There are different ways to store your notes, including the purchase of note books,
already divided into different sections (available from Officeworks, for example).
This can work well, particularly if you are not the most organised person, and you
tend to lose pieces of paper. You do need several of these notebooks (one for each
subject). This is a more expensive alternative. Multiple notebooks are also heavier
and a little more restrictive , but this is a preferred method used by some students .

The following method is recommended as it is the most versatile and works best for
most students. All your notes should be on loose leaf and stored in large two-ring
lever-arch folders. If you type your notes and print them, hole punch them and store
them in the same way. You should have the following:

x  One folder, with dividers for all your subje cts. Keep your initial notes, handouts
and assignments on all the topics you are currently working on at school in this
folder. This is the folder that you take to and from school. It is better to have the

one folder to reduce the weight of things that you need to carry around with you, and
it keeps everything in the one location.

x  One folder per subject at home with all your previous initial notes in it. Use

the dividers to keep them organised in topics, with handouts and returned

assigoment s i n topics, and a section for tests
at these prior to your next test or exam. No matter how well or how badly you have

done in the past, you can always reinforce the good things you have accomplished in

the past, and learn something about how to do things better by looking back over

previous papers.

x  One folder per subject at home for your summary notes and exam
preparation. Keep these organised anduse file dividers as well. Put a large divider
behind your summary notes and store your executive summary here (for the

di fference bet weTheaFour BtepsSeidy Farneufa e 16.) Stooe capies of
practice papers and other revision material here, in a designated section.

Come up with your own system, if you like. The most important thing is that you
have a system and that it is clearly and uniformly labelled . However, the use
of folders and dividers is highly recommended by past students at both Secondary
and University level.
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Key 5: A Good Place to Study

You need a good study place to be prepared to study.

You sho uld be able to answer YES to ALL  the following questions:

1. Ismy study place available to me whenever I need:it?

Your study place does you little good if you cannot use it when yo u need it. If you are
using a study place that you must share with others for any reason, work out a
schedule so that you know when you can use it.

2. Is my study place free from interruptions?
It is important to have uninterrupted study time. You may have to hanga DO NOT
DISTURB sign on the doa or turn off your mabile phone .

3. Is my study place~ifree from-distractions?
Research shows that most students study best in a quiet environment. If you find
that playing a stereo or TV improves your mood, keep the volume lo w.

4. Does my study place contain all the study materials | need?

Be sure your study place includes reference sourcesand supplies such as pens and
pencils, paper, ruler, calculator, and whatever else you might need. If you use a
computer for your schoolwork, it should be in your study p lace.

5. Does my study place contain a large enough desk or table?

While working on an assignment or studying for a test, use a desk or table that is
large enough to hold everything you need. Allow enough room for writing and try to
avoid clutter.

6. Does my study place have enough storage space?

You need enough room to store your study materials. Be sure you have enough
storage space to allow you to keep your desktop or other work surface clear of
unnecessary materials that can get in the way.

7. Does my study place have a comfortable chair?

A chair that is not comfortable can cause discomfort or pain th at will interfere with
your studying. A chair that is too comfortable might make you sleepy. Select a chair
in which you can sit for long periods while maintaining your attention.

8. Does my study place have enough light?
The important thing is that you ca n clearly see what you need to see without any
strain or discomfort.

9. Does my study place have.a comfortable temperature?

If your study p lace is too warm, you might become sleepy. If itis too cold, your
thinking may slow down and become unclear. Select a temperature at which your
mind and body function best.
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Key 6. Effective Study Habits

A habitis o6 al are gtue nd e n c \Btudy iIs N@Tr santethingahatéyou can
do in the week before exams or the night before the test

ACTIVITY 2: Doyou h ave good Study H abits?
Answer the following questions and add up your score.

Question All the | Some- Very
time times rarely
I have difficulty deciding 2 1 0
where to start
| am disturbed by noises 2 1 0
outside
| leave everything until 2 1 0
the last minute
| do all-nighters for 2 1 0
assignments
| have no study plan 2 1 0
| avoid study in the 2 1 0
holidays
My notes are mixed up 2 1 0
I dondét do s 2 1 0
my class notes
Il dondét r ea-d 2 1 0
outs 1 6m ¢
| often forget to do 2 1 0
homework
| study on the bed for 2 1 0
comfort
| study in the lounge 2 1 0
room for company
| study in front of the 2 1 0
computer
I have the radio on when 2 1 0
| study
I never get all my work 2 1 0
done when | say | will
|l canét und{ 2 1 0
notes
| put my social life before 2 1 0
my study
| put part -time work 2 1 0
before my study
| daydream when | am at 2 1 0
my desk
I dondét see 2 1 0
studying
| am not sure when my 2 1 0
assignments are due
| study in big, long 2 1 0
sessions
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To find out if your study habits are

remember what | study

|l &m not sur e 2 1 0

| hate making study 2 1 0
notes

| study, b 2 1 0

Total i add your score
for each column

Grand Total i add your
column totals

matches your score.

You

serious.
21IPage

effective, read the description that

Score

Description

0T 10

You are doing really welll It can never hurt
to get a few more tjps though.

107 20

You are clearly a good student, but there /s
room for improvement. You would benefit
from fine tuning your studying techniques.

2071 30

Not bad at all. By applying what you can
learn about study techniques, you will
greatly improve.

307 40

There is some work to be done here. You
have a fair idea of what is going on, bu t you
are lacking structure and time management
Skills.

407 50

You have some seriou
panic though. If you start now, there is
time to make a difference. Take your time
and work on one area at a time. By learning
how to study, you are more likely to be
focused when you sit down and do it.

Source: Sheahan P & Ramsay L., Mastering the TEE

college, career,

canbét cram your way to success.
and preparation 1 in fact, from sustained hard work
good study habits now, rather than waiting till the last moment before you get

Singapore. Pascal Press, 2003, pp31-32.
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Key 7. Overcoming Procrastination

What is the killer of e ffective Study H abits?

| t @led peocrastination . Thisis
when we put off doing our stud y and find
other things to do. We are all guilty of
doing this from time to time . However,
excessive procrastination can result in
guilt feelings about not doing a task
when it should be done. It can also
cause anxiety since the task still needs to
be done. Further, excessive
procrastination can cause poor
performance if the task is completed
without sufficient time to do it well.

Why d o students p rocrastinate?
There are many reasonsi here are the most common:

x  Perfectionism
A student's standard of performance may be so high for a task that it does not seem
possible to meet that standard.

x  Fear of Failure
A student may lack confidence and fear that he/she will be unable to accomplish a
task successfully.

x  Confusion
A student may be unsure about how to start a task or how it should be completed.
No clear direction.

x  Task Difficulty
A student may lack the skills and abilities needed to accomplish a task or may lack the
knowledge about how to study.

x  Poor Motivation
A student may have little or no interest in completing a task because he/she finds the
task boring or lacking in relevance or may lack the discipline.

x  Difficulty Concentrating
A student may have too many things around that distr act him/her from doing a task.

x  Task Unpleasantness
A student may dislike doing what a task requires.

x  Lack of Priorities

A student may have little or no sense about which tasks are most important to do.
This can occur by looking at all the tasks as one big challenge, rather than breaking
them down into smaller, manageable ones.
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So what most often  leads to pro crastination ?

Disorganiz ation

This would be the number one
characteristic of unsuccessful people

Disorganization is apparent in three main
areas:

1. Poor time management and a

lack of routine

2. Forgetfulness

3. Poor study environment

How do | know if | procrastinate e xcessively?

You procrastinate excessivelyif you agree with five or more of the following
statements:

1. 1 often put of f starting a task | find difficult .

2. | often give up on a task as soon as | start to find it difficult.

3. | often wonder why | should be doing a task.

4. | often have difficulty getting started on a task.

5. | often try to do so many tasks at once that | can not do any of them.

6. | often put off a task in which | have little or no interest.

7. 1 often try to come up with reasons to do something other than a task | have to

8. | often ignore a task when | am not certain about how to start it or complete it.
9. | often start a task but stop before completing it.

10. I often find myself thinking that if | ignore a task, it will go away.

11. | often cannot decide which of a number of tasks | should complete first.

12. | often find my mind wandering to things other that th e task on which | am trying
to work.

If procrastination is the opposite of good study
habits, then the way to develop good study

habits would be to counteract the causes
Constantly remind yourself 1 that problem
wonot just fybudampphkednavec |
it most likely will come back stronger.
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