
Introduction

So, it’s that time you dread, time to read another boring chapter out of another boring textbook.  You wonder how you’re going to manage to get through it this time:  how many times will you nod off into your book or how many times might you catch yourself day dreaming about the weekend?  You fear that terrible moment when you realize you’ve turned the page twice only to recall absolutely nothing that you have just “read”. 
Well, dread reading no longer - after completing this handy self-management worksheet you’ll be on your way to productive reading in no time!  

Tackle your distractions

Living with so many technological distractions can make focusing on academics very difficult.  Items prone to distract you may include: cell phone, computer (instant messenger, websites, email, etc.), television, pesky friends, roommates, radio, and many more.  

Question 1: List your top three distractions:

1 ___________________________________2 ___________________________________
3

___________________________________


My example:
1 Music

2 Cell Phone

3 Computer

Now it’s time to think a little harder: 

Question 2: How can you eliminate these distractions?

1 ___________________________________

2 ___________________________________

3 ___________________________________

My example:
1 Only put on instrumental music, anything with lyrics will distract me

2 Turn off my cell phone

3 Move away from my computer or turn it off.  If I have to be on my computer, log off of instant messenger and close any unnecessary windows

With your distractions taken care of, you’ll be more productive in no time.  As a matter of fact, how about you take care of those distractions right now so you can complete this worksheet?

Question 3: Did you eliminate those distractions?

A. Yes (great job!)

B. No (Better rethink that!)

 Tip: Make sure not to get too comfortable while reading; sit at a desk or another area that you use solely for studying so that you are not tempted to doze off!

Compose a plan

Now that all of your distractions are far from reach, it’s time to develop a plan to complete your reading.  College students are often overwhelmed with an intense schedule so it is crucial to make the most out of the time you set aside for a task such as reading.
First, set reasonable goals.  Be honest with yourself and determine how long you can concentrate on reading and how much material you can comprehend and retain in this amount of time.

Next, figure out exactly what you need to accomplish from your reading.  A good guideline to follow includes:

· Skim the reading material – point out the main ideas of the section and determine exactly what you should be getting out of the reading.  Tip: You could create an outline using the section headings so you can fill in details as you read. 

· Identify vocabulary – when you skim over the material, pay special attention to vocabulary or unfamiliar words.  If there are any words you are unsure of highlight these terms or even make a list on a separate piece of paper. Make sure to correctly identify these terms before you start reading so that they won’t throw you off.  Tip: If you are unfamiliar with vocabulary words in your reading, you may want to create flashcards in case these words pop up on any future assignments, tests, or quizzes!

Let’s review…

Question 4: Which of the following are effective ways to preview a reading assignment?

A. Create an outline of the chapter using section headings

B. Skim the chapter for subject matter

C. Identify and define vocabulary words

D. All of the above (Great!)

Active reading techniques

Now that you have a plan to tackle your reading assignment, use this handy key to pull everything together!  You can use the active reading key in a few different ways:

·  If you don’t mind writing in the book, go ahead and write the letter or symbol right next to the material.  When you complete the reading assignment go back to all of your markings and write a summary explaining why you chose to mark what you did!
· If you don’t want to write in your book, you can write the notes on post-it sticky tabs and adhere to the pages and then just review these when your reading is complete.


Here is the code:

A = Agree
D = Disagree
EG = You’ve got a good example. (You might add a note about it)
AP = You’d like to apply this to your own life or someone else’s
? = Not clear.  You may want to ask your teacher about this one.
* = A big deal. Real important.  Real interesting.
· Or, if you created an outline including the section headings you could include your active reading notes in your outline!

Question 5: How is your escape from distractions going?
A.  All of my distractions are still successfully un-distracting!

B. You caught me…(It’s okay, practice makes perfect.)

Closing

Now you should have all of the techniques and tips necessary to take at least a little bit of the edge off of completing reading assignments.  To pull everything together, how about you create a plan for a reading assignment you need to complete this week?

How I plan to read effectively and efficiently:

Question 6: Eliminate distractions (identify your top 2 distractions and how you will eliminate them):

1 ___________________________________

___________________________________

2 ___________________________________

___________________________________

Question 7: Set your goals
How long will you read without stopping?

___________________________________

How many pages, sections, chapters do you need to complete?

___________________________________

Question 8: Which active reading technique will you use?
___________________________________

___________________________________


My example:

Question 6: 
1 Cell phone – turn it off
2 My computer – walk away from it
Question 7: 

How long will you read without stopping?

30 minutes
How many pages, sections, chapters do you need to complete?

One chapter (25 pages)
Question 8: 

I will use the active reading code in the margin and write a summary when I complete my reading explaining why I selected to make notes for the parts of the reading that I did.
Lastly, for complete credit on this assignment use the techniques indicated on at least one reading assignment and bring your proof to your next Self Management class!
How to read effectively, productively and efficiently
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