ORGANIZATION

Organization is a prerequisite for effective study skills and academic success.  Organization of school materials and assignments makes learning easier both at home and school.  When parents reinforce organizational skills at home, they become habits, which will increase a student’s effectiveness in all tasks.  A good study environment, which is free from distractions and interruptions, will increase student effectiveness.  Parents play an important role in creating this atmosphere.  

SKILLS TO IMPROVE:

· Keep a neat notebook with school papers separated for notes, tests, handouts, homework, etc.

· Take paper, pens, and pencils to school each day.  (A zippered pocket in a student’s notebook is very helpful.)

· Record homework assignments and their due dates daily for each class using your Hawk Planner.

· Ask the teacher to clarify questions you have before leaving class.  (Parents are encouraged to ask teachers questions related to homework and study skills.  Teachers are available by telephone or at Back to School Night and Open House.)

· Bring texts and materials home for study and homework tasks.  Students may not go to lockers after 4:00 p.m.  Students participating in athletics need to get their books from their lockers before going to athletics.

· Sit at a comfortable desk or table with good lighting, pens, pencils, paper, and other materials you may need.  (A bed is not a good place to study.)

· When appropriate, study with a partner or study group, especially when practicing a foreign language or reviewing for tests or quizzes.

· After studying, put all materials together to take back to school the next morning.

· Use your Hawk Planner to record grades for tests, quizzes, and homework for each class to better monitor your progress.

· Parents are encouraged to speak frequently to their student regarding academic progress, concerns, etc.

BEHAVIORS TO ELIMINATE:
· Tossing papers haphazardly into notebooks and texts.

· Leaving homework materials at school.

· Trying to study in a cluttered or noisy area.

· Interrupting your study time with phone calls or television.

· Jotting down homework assignments on scratch paper or relying on your memory.  Use your Hawk Planner.
· Listening to loud music or watching TV while trying to study.  (Sometimes soft “elevator music” may cut down on other distracting noises.)

· Going to bed without organizing materials for school the next day.  

TIME MANAGEMENT

Time management means making the best use of your time, a life skill essential for success.  Study time will be more effective by making and following a schedule.  A well-planned schedule will save time and energy in studying but must meet the individual needs and learning style of each student.  Students and their parents should work together to develop a schedule which meets the needs of the student and family.

KNOW YOUR MOST PRODUCTIVE STUDY TIME
The time of day you study will make a world of difference to your efficiency.  Every person has a body rhythm which influences performance.  Observe your own rhythm and plan your study time schedule accordingly.  If your time is not always your own to plan out, try doing the more mechanical chores during “down” times.

STEPS IN CREATING A SCHEDULE:
· Keep a trial study schedule for a week to determine how much time is needed to study for each subject.

· Block in all fixed obligations:  meals, school, appointments, athletics, work, etc.

· Plan the study time.  (This includes homework, review, and organization time.)

	Average students spend one and a half to two hours daily on study outside of class.  Schedule most difficult subjects during the time of day you are most efficient.  Adjust length of study per class based on type and difficulty of materials to be studied.  Include break time based on your ability to concentrate – many students need a five to ten minute break every thirty to forty-five minutes.  Schedule study time for long term assignments as soon as possible.  Weekends provide additional time for longer projects.  If a student is enrolled in Honors and Advanced Placement courses additional study time will be necessary.




· Arrange time for recreation and leisure activities – a must for good mental health.

FOLLOWING A SCHEDULE:

· Keep your study schedule in a safe place – posted on the wall, in front of the desk or in the student’s notebook.

· Make changes when necessary – sometimes schedules need to be revised.

· Follow your schedule until it becomes a good habit.

· Reward yourself for following your schedule.

