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I. How to Stay Organized 
 
 
First, avoid a giant mess of papers! Get a good Notebook! 
 

• Use 3 Ring binders, one for each class.   
• Hole punch every handout. Use your teacher’s hole puncher or get a mini ones for your notebook. 
• Don’t store stuff in the pockets. You can put stuff there when you first get it, but by the end of the day 

everything should be hole punched and put in the right place.  
• The right place? Either arrange EVERYTHING chronologically, or use dividers to make sections of: 

o Class Notes & Classwork  
o Homework 
o Quizzes and Tests 

• As soon as the notebook is full, start a new one! Don’t cram stuff in. Don’t throw old notes out! 
 
Keep track of your assignments. Get a mini notebook for homework! 
 

• Write down something for each class, every day! Even if its “No homework and History” 
• Write down long term assignments every day, from the first day assigned to the day its due. 
 That way the due date won’t creep up on you!  
• If you’re absent call a friend or email a teacher to find out what the homework is.  

 
Be ready to use that notebook! 

 
• Make sure you have at  least 2 or 3 pens and pencils with you at all times. 
• Bring your notebook to class, not just a sheet of paper. A single sheet of paper is destined to be lost! 
• Always have extra paper in your notebook! Keep package of hole-punched line paper in your locker. 

 
Take Good Notes! 
 

• At the top of each page write the date, topic, and if possible the section in the book.  
• Write everything that the teacher writes. Examples, Definitions, Notes.  
• Write extra tidbits about things you got wrong or questions you have.  
• Add reminders, like “don’t forget the  
• Highlight important stuff.  

 
Leave no notes behind! 
 

• If you’re absent get any notes and handouts you missed. Ask your teacher or a classmate  
• If you missed something (the teacher wrote fasts or you faded out) make sure you fill it in.  

 
 
 
 
 
 



II. How To Do Your Math Homework 
 

• Write the date and assignment at the top of the page. 
 
 

• One organizational strategy is to draw a vertical line down the center of the page. 
 
   

• Do all work vertically. 
 
 

• Number each problem. 
 
 

• Write down the original problem. 
 
 

• Write neatly so that you can look back at your work if you make a mistake. 
 
 

• Write out all steps to each problem.  Do not skip steps. 
 
 

• Draw a diagram.  Do all graphs on graph paper. 
 
 

• If you do not know how to complete a problem, star it and leave room on your paper to complete the 
problem in class.  Then go on to the next question.  Make some comments next to the problem about 
why the problem confused you (be specific). 

 
 

• Attempt all problems. 
 
 

• Check your answers to the odd numbered problems in the back of the textbook.  Rethink any problems 
that you got wrong. 

 
 

• Call a classmate with any lingering questions. 
 
 

• When reviewing your homework in class, make corrections using a different colored pen or pencil. 
 
 

• By the end of the day an assignment is due, you should have every question answered.  If you could not 
correct something in class, ask a friend who got it correct or see your teacher during office hours. 

 
 

• If you have a lot of trouble with a particular assignment, do not just wait to review it in class.  See your 
teacher or drop into the Math Center in the morning. 

 



III. How To Approach Challenge Problems 
 

• Identify the concept(s) being discussed. 
 
 

• Take a few minutes to review those concepts by looking through your notes or the text.  Note any 
relationships between the concepts. 

 
 

• Make a list of any given information that is part of the problem. 
 
 

• Draw a diagram to help you visualize what the problem is describing. 
 
 

• Create a strategy for solving the problem.  Often times, this strategy is similar to strategies discussed in 
your math class. 

 
 

• If you arrive at a solution, check your work by asking yourself if the answer makes sense given the 
context of the problem ("sanity checking" results). 

 
 

• If you get stuck, there are a few things you can do to help you solve the problem: 
  

• Do not lose faith.  If you get frustrated, your chances of solving the problem greatly diminish. 
 
   

• Work on a different problem for a while.  Your brain is still working on the challenge problem 
even though you are not, so when you come back to it after some time, you may begin to notice 
possible solution methods. 

 
 

• Talk to a classmate or seek out the teacher for help.  Have specific questions in mind when you 
approach the teacher. 

 
 

•  Just keep writing.  Often, just by virtue of writing down any given information, drawing 
diagrams, or trying out different ideas, this is all that is needed to gain access to the problem. 

 
• Understand that solving difficult problems takes time.  Not all problems can be solved in five minutes.  

Sometimes, one must work on a single problem for at least fifteen to twenty minutes just to understand 
the question precisely.  So do not give up.   

 
 
 
 
 
 
 
 



 
IV. How to study for tests 
 
 

• Don’t just look at stuff. Do stuff.  
 
• Look through old homework and classwork problems, but DONT STOP THERE.  
      Write down all the problems you had trouble with on a separate piece of paper or flashcards. 
       Do them over and over again until they’re easy.  

 
• Going into the test, you should have every homework and classwork question from the unit corrected.   

o Do this on a daily basis as you review HW or when you receive it back from your teacher. 
o If you don’t understand something the first time, go back to it when you study for the test.   
o Now is the time to ask your teacher about that got away from you.  

 
•  Never go into a test saying, “I get everything except…”  That means guaranteed points lost.  
       If you also make some small mistakes on what you understand, you can end up with bad grade              
    
• Make flashcards. They don’t just work in History and English. In math use them for… 

o Formulas 
o Vocabulary 
o Tough Problems 
o Problem solving methods and steps  
 

• Do problems out of context. In other words, don’t just do all the section one review problems, 
      Then all the section two review problems… Tests give problems all mixed up, so prepare for it.   
       If you know something well, you should know it out of context. Flashcards are great for that.  

 
• Go ask your teacher for extra practice problems! They may say yes or no, but it’s worth a shot.  

 
• Don’t just settle for finishing a problem. Once you get a tough problem done, wait a minute or two, go 

back and see if you can do it again faster.  
 

• CHECK YOUR WORK!!! 
 

• If you know you made a mistake on a question, but can’t find it, stop looking for the mistake.  
      It’s much easier to just redo the problem from scratch on a separate piece of paper.  
 
• When you first get the exam take a quick look through it. Get an idea for what’s there, what isn’t, and 

how long it is. Pace yourself. 
 

• DO NOT GET STUCK ON ONE PROBLEM. Move on and go back.  
 
 
 
 
 
 

V.  How to Take Timed Tests 
 



Training Regimen (preparing for the test) 
In order to be successful on timed tests, you must be able to do math quickly, efficiently and accurately (i.e., 
without making any “careless” errors.)  Just like an athlete who wants to run quickly needs to train her body to 
do so, you must train your mind to work quickly.  Here is a training regimen that you can follow to improve 
your “math” speed. 
 

• Every night (or at least a couple of nights per week), pick 5 homework or classwork exercises 
that you have recently completed and rewrite them on a separate piece of paper (just the 
questions, not the answers). 

 
 • Then, redo the exercises as quickly as you can.  Really go fast. 
 
 •  Then, check your answers. 
 

• As in any training regimen, the more often you repeat this exercise, the more effective it will be. 
 

• The night before the exam, get plenty of rest.  Go to bed early and place your math binder under 
your pillow so that you dream of math.  On the day of the exam, eat a healthy breakfast (or 
lunch, as the case may be) leaving yourself plenty of time to digest before taking the exam.   

 
Race Day (During the Exam) 
 

• In general, do the problems in order.  Often, the most straightforward problems are located at the 
beginning of the test, while the more challenging ones are at the end.  You can build momentum 
and confidence if you successfully complete the easier questions first.  In addition, you don’t 
want to spend too much time on a difficult question at the beginning of the test and then not have 
enough time at the end to complete the easier questions. 

 
• Keep your work organized.  The more organized, the more credit you’ll get if you don’t end up 

answering the question correctly. 
 

• Work through the test efficiently.  If you think you know how to do a problem, then do it.  If you 
have no idea how to do a particular problem, skip it and go back later. 

 
• Work quickly, but know when to slow down.  Just as a racecar drive needs to slow down as her 

car approaches curve, you need to slow down as you approach a difficult problem. 
 

• Specifically, know where troubles may arise for you.  When you get to these on a test, slow 
down and work with care (sometimes even do basic calculations twice).  In essence, you are 
checking your work as you go just in case you don’t have time to check it later. 

 
 • Speed up at the places on the exam where you are confident you know how to do a problem. 
  (Like the racecar driver accelerating on the straight-aways). 
 
 • Stay calm and focused and don’t forget to breathe. 
 


