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1. Get Into the Homework Habit 
You are more likely to tackle large assignments successfully if you have a daily study time. 

Work, read or review during this period—even if you don’t have anything due the next day. 

Here are some tips for setting up a homework routine: 

 Pick a study time. Any time is okay, as long as it's not late at night. The ideal 

time is when you are most alert. This might be after school, after dinner or early in 

the morning. 

 Choose a study spot. It should be comfortable, well-lit and stocked with 

supplies. If you study in the same place every day, you may find it easier to con-

centrate there than anywhere else. 

2. Organize Assignments Rights Away 
Throughout the school day, you are given assignments. A chapter to read in history . . . a math 

worksheet . . . or a report due next week. No matter what needs to get done, organization will 

help. Here are some steps to follow: 

 Write down assignments. You should have an assignment notebook. Clearly record each 

assignment and when it's due. Calendars can be used for planning big projects. 

 Use self-stick notes. You can attach them to books you need for homework. At 

the end of the school day, everything with a note on it goes home. 

 File papers. Divide a large binder into sections for each subject. Include areas 

for finished and unfinished assignments. Use a filing system at home for saving homework, 

handouts and tests. 

 Make "to do" lists. Each day, you should have a list of tasks 

to complete during study time. Crossing them off will help you 

stay organized and feel a sense of accomplishment. 

 Put books by the door. If your schoolwork is by the front 

door each morning, you will avoid searching for it—or for-

getting it altogether. 
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3. Set Up a Study Spot 
The best place to do homework is in an organized study spot. It can be as large as 

a room or as small as a desk, or at one end of the kitchen table, as long as it meets 

your needs. Find a place that is: 

 Well lit. How do you study best? Near a window? Under a bright light? Next 

to a soft lamp? 

 Quiet. Hang a "Do not disturb" sign. This means no 

TV, visitors, phone calls, loud music or other interruptions. 

 Comfortable. Some like studying at a table, while others sprawl 

out on the floor. See what works best for 

you. 

 Neat. It's hard to study in the middle of a mess. Shelves, files 

and desk organizers can make a big difference. 

 Stocked. Make sure you have all the supplies you need, such as 

pencils, paper, a dictionary, etc. This reduces disruptions and prep-

aration time. 

 Attractive. Decorations, such as plants and photos, can make a 

4. Don't Make These Study 

Mistakes 
The biggest mistake you can make when it comes to 

studying is having someone else do the work for you. 

You won’t feel the satisfaction of being able to do 

something yourself and takes away your opportunity to 

learn. Here are some other "don'ts": 

 Don't over-schedule. Studying is your biggest responsibility. If other activities interfere 

with it, cut back on them. 

 Don't compare yourself to others. You learn in unique ways and at 

different paces. Some people have an easy time remembering things, oth-

ers have to put more effort. 

 Don't expect perfection. Mistakes help you learn. Don’t get frustrated if 

you made a mistake.  Learn from your mistake and move on. 



5. Stick With a Study Routine 
To do your best in school, you need to study every day. If you don't have assignments, you can re-

view or do extra reading. Here are some common questions about how to arrange study time.  

 When should I study? Any time is okay, as long as it's not late at night. The ideal time is when 

you are most alert. If possible, study at the same time every day. 

 What should you study first? Probably the hardest subjects, because it demands the most ener-

gy and motivation. 

 How long should you spend on homework? That depends on your age and skills as well as the 

subject matter. Consider setting required working time so you don’t rush through assignments. Here 

are some guidelines: Jr. High 50 minutes to 2 hours per day and High School, 1½ to 3 hours per day. 

 Should I take study breaks? Yes. Short, regular breaks help most people think better. 

 Is it okay to play music or watch TV while studying? Some experts say quiet music 

(preferably classical) is fine, if you find it helpful. Experiment to see what produces the 

best grades. But TV should not be allowed during homework time. 

 Should I study with friends? Sometimes studying together helps. But group studying isn't for 

6. Plan Projects Step-by-Step 
Every large assignment can be divided into steps. Soon the whole project is done! Here 

are some steps for managing a large project: 

 Take clear, specific notes about assignments. For example, should a paper have a 

title page? What about footnotes? When is it due? Clear up any questions as soon as possible. 

 Divide the project into small parts. Make a planning sheet that describes how and when each 

step will be taken. Then write tasks on a calendar, along with the assignment's due date. 

 Check the calendar every day. Make "to do" lists and check off items when they're done. This will 

give you a sense of organization and accomplishment. 

7. Notes Make Listening More Productive 
No matter how well you listen in class, you can't remember every important point. Notetaking Tips: 

 Be brief. Don't write down everything the teacher says. Focus on the main points and im-

portant details or examples. 

 Listen & watch for cues. Teachers give lots of hints about what to write down. They may 

repeat something several times, write on the board. point to things and use hand gestures. 

 Be organized. A popular way to take notes is to write major points on the left side and details on 

the right. 

 Paraphrase. Put things in your own words rather than quoting the teacher exactly. This makes 

notes way easier to understand later. 

 Write legibly. Notes don't have to be perfect and you shouldn't need to recopy all your notes. 

 Review daily after class. Highlight key points, add missing details and rewrite confusing sections.  



8. Making Memorizing Easier 
No matter what kind of test you are studying for, there's one thing you will probably have to do and 

that is memorize. Here are some memorization tricks to try: 

 Acronyms. Make a word out of the first letter of terms to be memorized. For ex-

ample, HOMES for the Great Lakes: Huron, Ontario, Michigan, Erie, Supe-

rior. 

 Sentences. Use the first letter of words to make a sentence, such as 

"My very excellent mother just served us nine pizzas." For 

the planets in order of their distance from the sun: Mercury, 

Venus, Earth, Mars, Jupiter, Saturn, Uranus, Neptune, Pluto. 

For order of operations: Please Excuse My Dear Aunt 

Sally 

 Flash cards. Start by dividing the cards into small groups. Learn one group at a 

time, shuffling the cards occasionally. Keep them handy so studying can be done an-

ytime. 

 Audio tapes. Make a tape of notes and questions. Saying them out loud can improve memory. 

Playing the tape is a fun way to review. 

 Grouping. Study similar things together. For example, instead 

of memorizing every state or province in the country, divide them 

into geographic regions. Then memorize each region. 

 Recitation. Repeating something out loud can help with memo-

rization. Instead of reciting mindlessly, focus on the meaning of what's being 

said. 

 Rhymes. Think of rhymes that describe facts, like "In 1492, Columbus sailed the ocean blue." 

 Images. Draw or imagine a picture of what's being studied, or find one in a book. Choose an im-

age that includes many important facts. Mentally refer to it during the test. 

 Personalization. Make personal connections to information. For instance, a 

relative's birthday might also be a famous date in history. 

 Acting. Role play all kinds of things, such as historic events, scien-

tific principles and simple math problems. 

 Singing. Remember the ABCs? That is proof that songs are a great 

learning tool. Make up a song or put new words to a familiar tune. 

 Representation. To remember something long, like a speech, pick 

a word to represent each section of it. ("Hello" might represent the 

introduction.) 
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10. Step-by-Step Method 

Helps to Study for Tests 
Here's How to Do a Self-Test Review - After becoming 

familiar with the subject through daily study, all you will 

need to do before a test is a self-test review.  

 Make up test questions ask if you were the teacher. 

 Review your notes, handouts, textbooks and learning objectives. 

 Relate things you need to learn to things you already know. (If you need 

to know the capital of Kansas,  you might relate that you have 

an aunt who lives in Topeka.) 

 Memorize facts and formulas. (Make memorizing a game.) 

 Get a good night's sleep the night before a test. 

9. A Craftsman Can't Work Without the Right Tools 
Just like all workers, students need to be properly "equipped" to do their job—both at home 

and at school. Being prepared for class tells the teacher you are responsible and serious about 

learning. 

School Work Survival Kit - A school work survival kit contains everything 

you need to make studying and learning easier. Be sure to 

include information and material important to your study-

ing. This might be phone numbers of "study buddies," a 

calendar and weekly schedule, perhaps a list of books 

teachers have recommended. A typical kit might fit in a 

backpack. It might include: 

 A plastic pouch for pens, pencils, erasers, calculators and other school supplies. 

 A folder with front and back pockets for storing important papers. 

 Extra notebook paper. 

 Planning, goal setting and assignment sheets. 

 Personal telephone directory. 

 A memo pad for "do lists" and quick notes. 

 A small dictionary and thesaurus. 

The Tools of Learning Can Make Learning Fun—It is worth 

noting that, for many students, the tools and accessories of learning can actually make learn-

ing more fun and effective. Getting the right tools to help you learn can be a good invest-

ment. A special pen, ruler, highlighter or note pad may give learning a whole new look!  

 


