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LANGUAGE ARTS parts of speech

NOU N A WORD THAT NAMES A PERSON, PLACE, THING, A WORD THAT DESCRIBES OR MODIFIES

QUALITY, ACT, OR FEELING. ADJECTIVE | NouNs AND PRONOUNS. ADJECTIVES SPECIFY
COLOR, SIZE, NUMBER, AND THE LIKE.

Common nouns are general and do not refer to a specific
person, location, or object. —= Examples: red, large, three, gigantic, miniature

—D-Exﬂm])[g;; man, City, tonight’ honesty, happiness AdeCtiVCS have three forms: positive, comparative,
and superlative.

The positive form describes a noun or pronoun without
paring it to anything else.

Proper nouns are capitalized and refer to a particular
person, place, or thing.
—= Examples: Reggie, Market Square Arena, Saturday

PRONOUN | AwoRD THAT TAKES c ompares two things.

ree or more things.
gest of all!

a preposition.
—+ Examples: Please
Timothy’s outstand

the papers.
ice earned him the award.

The horse leaped over the fence.

s 'IlQi}hﬂoﬁko I Their team won the meet in spite of severa
o escaped el Masagh. igjured.
road.
ORD THAT CO INDIVIDUAL
Wolﬂby :

Possessive Case
—= Examples: The
Their car slid off

VERB

Number indicates
The verb and its s

Li® are: and, but,
ks. Two dogs bark. Coordinating conjunctions used in pairg
conjunctions. Common correlative co
or; neither, nor; not only, but also; bot
—= Examples: Both raccoons and squg
birdfeeders.

coordinating conjul for, yet, so.
led correlative

° ons are: either,

3 person and whethe bject is singular or plural. Verbs
usually have a different
the present tense.

—= Examples: Singular

1* Person: I stop. t and show the
2" Person: You stop. at are not equally
3" Person: He/She/It stops. ate conjunctions are: until,

Voice indicates whether the subject is the d8 M o
the action verb. s’A su PS

—= Examples: Cathy wrote the letter. (active voice)

. . . improve.
The letter was written by Cathy. (passive voice) , . .

If Thadn’t already made plans, I would have enjoyed going
Tense indicates when the action or state of being is taking place. to the mall with you.
—= Examples: We need the information now. (present)

;i he ball. A WORD THAT IS USED IN A SENTENCE
Reggie shot the ball. (paso) TO COMMUNICATE STRONG EMOTION
You will enjoy the school play. (future) INTERJECTIOIN | ©R SURPRISE. PUNCTUATION IS USED

TO SEPARATE AN INTERJECTION FROM
A WORD THAT DESCRIBES OR MODIFIES A VERB, THE REST OF THE SENTENCE.
ADVERB | AN ADJECTIVE OR ANOTHER ADVERE.
AN ADVERB TELLS HOW, WHEN, WHERE,
WHY, HOW OFTEN, AND HOW MUCH. —+ Examples: Hooray! We finally scored a touchdown.
Ob, no! 1 forgot the picnic basket.

—+ Examples: The ball rolled slowly around the rim. Yes! Her gymnastic routine was perfect.
Soccer scores are reported daily in the newspaper. Ab, we finally get to stop and rest.



LANGUAGE ARTS capitalization & plurals

CAPITALIZATION | THE FOLLOWING CHART PROVIDES A QUICK OVERVIEW OF CAPITALIZATION RULES.

All proper nouns —+ Shannon O’Connor, Orlando, Bill of Rights

All proper adjectives — Kraft cheese, Bounty paper towels, Phillips screwdriver
The first word in every sentence — Her dress is stunning.

Races, languages, nationalities — Asian, French, African-American
Nouns/Pronouns that refer to a supreme being =+ God, Yahweh

Days of the week — Sunday, Monday, Tuesday

Formal epithets — Ivan the Terrible

Bodies of water -+ Amazon River, Lake Hugg

Counties — Tippecanoe, Cork
Countries — U.S.A, Mexico, C3

Periods and eventg Etory —+ Middle Ages, Renaissance

Planets, heavenly/lL* 985 — ). Jupiter, Milky Way
Public areas — 4 stone NaSgnal =ik
Sections of a co [ dfor conti h@ N rf@sr,@h ddle East

Special events le of Lexington b
Streets, roads, ays —+ Rodeo Drive, I)(dtc 'taeS O O S
a :

Trade names da Accord, Kellogg’s Co kes A\ ]

The plural forms of
—+ Examples: bus = buse

ding in s, sh, x, z, and ch are made by adding es to the singular.
— diShCS | f‘()X = f‘()XCS | bLlZZ = bllZZCS | ChLll'Ch = ChLll'CllCS

—+ Examples: fly = flies | cop

The plurals of words ending in o precedg
—+ Examples: studio = studios | rodeo = rodeos

The plurals of words ending in o preceded by a consonant are formed by adding s or es.
—+ Examples: hero = heroes | banjo = banjos | tomato = tomatoes | piano = pianos

The plurals of nouns ending in f or fe are formed in one of two ways:
{1} If the fsound is still heard in the plural form, simply add s.

—+ Examples: roof = roofs | chief = chiefs

{2} If the final sound in the plural is a ve sound, change the fto ve and add s.
—+ Examples: wife = wives | knife = knives

Foreign words and some English words form the plural by taking on an irregular spelling.
—+ Examples: crisis = crises | criterion = criteria | goose = geese | ox = oxen

The plurals of symbols, letters, and figures are formed by adding an s.
—+ Examples: 5 = 5s

The plural of nouns that end in ful are formed by adding s at the end of the word.
—+ Examples: handful = handfuls | pailful = pailfuls | tankful = tankfuls
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LANGUAGE ARTS sentence structure & spelling rules

SENTENCE STRUCTURE

A complete sentence must express a complete thought and must have a subject and a verb.
—+ Example: He lost the game.

A sentence fragment results from a missing subject, verb or complete thought.
—+ Example: Because he was lost.

A simple sentence ma
—+ Examples: We enj
Amy and Scott wg

conjunction.
g fossils is fun, but I think identifying fossils is difficult. (conjunction)

Andy’s suit t ew; it jugingot back grom the cleaners. (gmicolon)
Erin came a r Easter, (™17 2 ) A [comnm/conjunction)
; and ong or more subordifate clauses (underlined
Dad says that good grade

0:0
u ﬂg 1\ 6/#}('1{/f, bCCL{LlSC l

1{ scéverd h()lll’S'JQ‘,“ ore | Can start STUAVyIL

odht Pt il
-

omplex sentence has t\\'o,Qr.lpgr.e.mam

a1 oes (i
lined). .°OA

When a multi-syllable word ends in a consa s’AEH ° _LN‘“A “ ecent is on the last syllable
and the suffix begins with a vowel — the same rulée yotl double the final consonant.
—+ Examples: prefer = preferred | allot = allotted | control = controlling

If a word ends with a silent e, drop the e before adding a suffix that

begins with a vowel.

—+ Examples: use = using | like = liking | state = stating | love = loving

When the suffix begins with a consonant, do not drop the e.

—+ Examples: use = useful | state = statement | nine = ninety

—+ Exceptions: argument, judgment, truly, ninth

When y is the last letter in a word and the y is preceded by a consonant, change the y to / before
adding any suffix except those beginning with /.

—+ Examples: lady = ladies | try = tries | happy = happiness | ply = pliable | fly = flying



LANGUAGE ARTS the writing process

WRITING VAR IABLES BEFORE BEGINNING ANY ASSIGNMENT, IT WILL HELP YOU TO FOCUS AND REMAIN CONSISTENT

IN STYLE IF YOU CONSIDER THE FOLLOWING VARIABLES.

For whom am I writing? A letter written to your ten-year-old sister will be much different in vocabulary, subject,
content, format, and sentence complexity than one written to your senator.

About what subject should I write? If possible, choose a subject that interests you. Research your subject well.

Why am [ wmtlng> Have a clear purpose in mlnd before starting

your paper. Are you writing to entertain, instruct,

What form will iff ¢ Cwriti iaries, ré ays, research papers, etc.,
have specific reg 3 ow the requirements

{1}
{2}
{3}
{a}
{5}
{6}
{7}

{8}
{a}

{10}
{11}

Select a ge

bject are St h I
Make a lisg r thougt G adab uQ Q@t
Use your | help focus on a specific t ltat} @r b O O k S

Decide w! want to say about the to nd write an introducteTy statement that re

Make a lis "\

{f} Punctuation is correct.
Read your revised paper aloud to check how it sounds.

Proofread your revised paper two times: once for spelling, punctuation and word usage, and again for meaning
and effectiveness.



_ANGUAGE ARTS punctuation

PERIOD | @

Use: to end a sentence that makes a statement or
gives a command not used as an exclamation.

—= Example: Go to your room, and do not come out
until dinner.

Use: after an initial or an abbreviation.
—= Examples: Mary ]. Jones, Mr., Mrs., Ms.

COMMA | 9 .

Use: to separate words or gro s in a series.

—= Example: 1 used worms, rva, bread balls,
and bacon for bait.
Note: Some styleboo chers require a comma before

and” in a series.

— Example: He ran d, and yelled.

e
Use: to separate aif, atory py
sentence.
—+ Example: Escaj

™e from fhe Ieit of the

2 deg th 1t Z mh

Use: to disting s in an address and in :
— Examples: Jo , 290 Main St. Midtown
September 20, 1

oy snails,

\ 48107

Use: to separate
—= Example: Joseplikh** Ws, Ph.D.

QUESTION >
o o

Use: at the end of a dire580 @
— Example: Did your relatiNg§ @
this summer?

jrect question.
you to visit them

Use: to punctuate a short questio ntheses.
—= Example: 1 am leaving tomorrow (i @ )
visit my cousins in France.

APOSTROPHE | 9

Use: to show that one or more letters or numbers have
been left out of a word to form a contraction.
—+ Examples: do not = don’t | I have = T've

Use: followed by an s is the possessive form of singular nouns.

—+ Example: | clearly saw this young man’s car run that
stop sign.

Use: possessive form of plural nouns ending in s is usually
made by adding just an apostrophe. An apostrophe and s
must be added to nouns not ending in s.

—+ Example: bosses = bosses’, children’s

[ ]
coLon | ¢

Use: after words introducing a

list, quotation, question, or example.

—+ Example: Sarah dropped her book bag and out spilled
everything: books, pens, pencils, homework, and makeup.

r an initial that folSws 2 name. ...0

" ON | §

-
L)

Use: to join co ces that are not connected
with a conjunction. o
= Lxample: 1t's elementa

is clearly responsible

Watson; the butler

Use: to separate groups of word
—= Example: | packed a toothbrush,
jeans, a raincoat, and sweatshirts; and

t, and perfume;

d tennis shoes.

QUOTATION MARKS

e: to fr All]c direq uot(mons in a sente ly the exact
S Zthin the quotat rks.
"/z hg said, “if 1 ble to afford

1H¢ tion.’ °®
is being di .
#sced [ replace d “always”
with “o
Use: to indicate that a word is slang. ®
= Lxample: Julic only bought that outfilf ¢ $low that she’s
“with it.”

Use: to punctuate titles of pocms, J{ ®
]CC[UI‘CS course ti[lCS C]]'lprfS o

ries, songs,
nd articles found

in mx: aga 17[1](8, new: Spdp(.] S, an ediaS.

—F-/:X/Z}///)/u‘ You Are My 58 Y “Violence in Our
~ . » o« L4

Society,” “The Road

o ION MARK | €)

e

0 punctuate a quotation within a quotation.
—+ Example: “My favorite song is Tve Been Working
on the Railroad,” ” answered little Joey.

EXCLAMATION MARK !

Use: to express strong feeling.
—+ Example: Help! Help!



LANGUAGE ARTS frequently confused words

accept | to agree to something or receive something willingly
except | not including

—+ Examples: Jonathon will accepr the job at the restaurant.
Everyone was able to attend the ceremony except Phyllis.

capital | chief, important, excellent. Also the city or town
that is the official seat of government of a state or nation
capitol | the building where a state legislature meets

the Capitol | the building in Washington, D.C., in which
the United States Congress meets

—+ Examples: The capital of France is Paris.
The capitol of Indiana is a building in Ig

arriving senators.

hear | to listen to

here | in this place
—+ Examples: Do you heg
The juice is right bere

it's | the contractio
its | shows owners

e to leqe Yor the ball game.
| in the mud O O

lead | a heavy, gr
lead | to go first,
led | the past ten pad

CS ill many ()ld(‘l‘

the waterfall.
ice to the hideout.

lose | to misplace or 'l loss of something
— Examples: Since sh&l{ @ Reight, many of her clothes
are loose.
If you Jose your money,

the park.

principal | the first or most imp
to the head of a school.
principle | a rule, truth, or belief

quiet | free from noise

quite | truly or almost completely
—+ Examples: Our teacher insists that all students are quier
during a test.

This enchilada is guite spicy.

their | belonging to them

there | at that place

they're | the contraction for they are

—+ Examples: Their new puppy is frisky.
Please place all of the newspapers over zhere.
Theyre coming over tonight.

Date

~
»oooo.....f'g\

to | in the direction of

too | also or very

two | the whole number

between one and three

—+ Examples: The paramedics

rushed #o the scene of the accident.

This meal is delicious, and it is low in fat, zo0.

Only rwo of the 10 runners were able to complete the race.

—l'-Ex/zmp/({»‘: Whos in chnrgc of the
Whose bicycle is out in the rain?

you're | the contraction for you are

your | the possessive form of you

—+ Examples: She called to ask if you7re pl

the party.
H

t@p;@wik@ S four weeks fr

ﬁ"\



LANGUAGE ARTS common prefixes & suffixes

COMMON PREFIXES A PREFIX IS A SYLLABLE ADDED TO THE BEGINNING OF A WORD TO CHANGE ITS MEANING.
Prefix Meaning Examples
auto- self automobile, autopilot
bi- two or twice bicycle, biannual, biweekly
com- with compare, communicate, company
con- with conference, concert, confide
dis- do the opposite of  disappear, dislike, distius
en- to make ge
extra- beyond
il- not
im- not or within
in- not or within
inter- between
ir- not tresponsible, irregular
mid- middle midnight, midstream, midway
mis- wrong mistake, misguidc, misunderstood
non- not or wi nonsense, nonfat, nonfiction
post- after postgraduate, postwar

pre- before srehistoric, precaution, preschool

re- eturpmre e, reagcle seact

sub- suPnrind sip @ sl e

supet- supernatural, - maikce tdpu oWeg

trans- transplant, tr & U @ WE nspe O O S
un- unsafe, unust nsure -

"\ﬁﬁ
)

CASES,
RD. FOR
| BEFORE

EXAMPLE, NERVE BECOMES NERVOUS. ALSO, CHANGE A FINA
ADDING ANY SUFFIX EXCEPT -ING.

Suffix Meaning Examples

-able able to be payable, movable, portable

-al of, like, or suit® logical, natural, comical

-an relating to, belorg American, European, librarian

-ance the condition or std performance, allowance

-ant a person or thing that @ contestant, peasant, servant

-ative having the nature of or rel8

-ent characterized by

-ful full of

-ian relating to, belonging to, or living in sicia gicia

-ity quality or degree activity, fatality, popularity

-ive have or tend to be active, attractive, impressive

-less without or lacking homeless, thoughtless

-ment act of payment, employment, achievement
-ness state of happiness, thoughtfulness

-or person or thing that does something actor, accelerator

-ous characterized by nervous, courageous, famous

-ship quality of or having the office of friendship, leadership, companionship
-ward in the direction of backward, homeward, westward



LANGUAGE ARTS root words & their derivatives

acer, acid, acri | bitter, sour, sharp
— acerbic, acidity, acrid, acrimony

ag, agi, ig, act | do, move, go

~ agent, agenda, agitate, agility, navigate,
ambiguous, action, react

anni, annu, enni | year

~ anniversary, annually, centennial

arch | chief, first, rule
~ archangel, architect, archaic, patriarchy

aud | hear, listen
~ audiology, auditorium, audition

belli | war

capit, capt | head
~ decapitate, capital, caprg

corp | body
—- COV]JSK, CDVPS, 47,

on, corpt C

crea | create
— creature, recred

cresc, cret, cr
— crescendo, conc

cycl, cyclo | whe
— bicycle, cyclic,

dem | people
~ democracy, demogr

dict | say, speak
— dictation, dictionary, ¢
dictator, edict, predict,

dorm | sleep
~ dormant, dormitory

dura | hard, lasting

— durable, duration, endure

equi | equal

~ equinox, equilibrium, equipoise

fall, fals | deceive

~ fallacy, fallacious, falsify

fid, fide, feder | faith, trust

~ confidante, perfidy, fiduciary, fidelity,
confident, infidel, federal, confederacy

fin | end, ended, finished

~ final, finite, finish, confine, fine, refine,
define, finale, infinity

fort, forc | strong

~ fortress, fortify, forte, fortitude

geo | earth
~ geography, geocentric, geology

grad, gress | step, go
~ grade, gradual, graduate, progress

here, hes | stick, cling
— adhere, cobere, inherent, cobesion

hydr, hydra, hydro | water
~ dehydyate, hydrant, hydraulic, hydrogen

ignis | fire
— ignite, igneous, ignition

liter | letters
- //,'[()m;:)r', literal, alliteration

magn | great

~ magnify, magnificent, magnitude,
magnanimous, magnum, magnate

man | hand

~ manual, manage, manufacture,
manicure, /}zzzmvlivr, maneuver

e | r§member
.

m

- 0, % v @ %
R 1 e 777 R

migra | wander

- migrate, emigrant, i1

¢ XX Y TP
mit, miss | sen®, e

~ emit, remit, submit, commit, trans
mission, missile, commissary, emissary

nat, nasc | to be from, spring forth
— innate, natal, native, renaissance

nov | new
~ novel, novice, innovate, renovate
omni | all, every

- ommnipotent, omniscient, OMnivoOrous

expedition, tripod,

pel, puls | drive, urge
— compel, dispel, expel, repel, propel,
pulse, impulse, pulsate, repulsive

poli | city

— metropolis, police, politics, acropolis
port | carry

~ portable, transport, export, support

punct | point, dot
- puna‘ud!, punctuation, puncture

ri, ridi, risi | laughter
— deride, ridicule, ridiculous, risible

00KS

salv, salu | safe, healthy
~ salvation, salvage, salutation

scope | see, watch, examine
— telescope, periscope, kaleidoscope

scrib, script | write
— scribble, inscribe, describe, prescribe,
subscribe, manuscript, inscription

sent, sens | feel
— sentiment, consent, dissent, sense,
sensation, sensitive, sensory, sensible

— tactile, tactual, conth
0nLgIions, contiguo?

— le ar 1enmpo o poml

r&l earth
— terrain, tervarium, O

o

— vacate, vacuum, vacant, evacuate

ven, vent | come
— convene, venue, venture, ﬂdl/@ﬂ)f

ver, veri | true
— verdict, verify, verisimilitude

vict, vinc | conquer

— victor, convict, convince, invincible
viv, vita, vivi | alive, life

— revive, survive, vivid, vitality

voc | call, voice
— vocation, convocation, evoke, vocal

zo | animal
— 200, zoology, zoomorphic, zodiac



LANGUAGE ARTS common editing marks

A1 insert a comma
—+ Her husbanqund};«decided to open his own repair business.

& | insert an apostrophe
— Mary hadrft planned on a sixth party guest.

W\ insert quotation marks
— The students were required to rcag

A | insert written sugges o\\\:‘
— Jean-Pierre said his Pcountry to visit was the State
Uﬂréet’l

s delete

— Jim warng

e space
- Jeff didn’t d wa1t1ng%ut he was running out of time.

= | capitalize
—+ They traveled to the capitol to meet the vice president.

2. lowercase
— Tim fondly remembers playing football in High 3chool.

sp | spell out @

— Tt was Kim’s {(sptrip to the@@

stet | stet (let it stand)
~ I don’t lik&%o hurt other people’s feelings.

rrrrr

GLEE{:J
10



LANGUAGE ARTS outlining

OUTLI NING OUTLINES CAN HELP YOU ORGANIZE YOUR IDEAS. YOU MIGHT USE AN OUTLINE TO PLAN A SPEECH,
COMPOSITION, OR TERM PAPER. YOU ALSO MIGHT USE AN INFORMAL OUTLINE TO TAKE NOTES.

A formal outline lists the main points of a topic and shows the An informal outline uses as few words as possible. Supporting
relative importance of each and the order in which these points details are written below each heading. Numerals, letters, or
are presented. It also shows the relationships among them es may be used. Informal outlines are especially useful for

Formal Outline Format: o N OT su
%
/ 7'

L.
A.

- positively ;md negat
particles separate

—  positively charged parti
collide with negatively ch}
particles on ground

. II. Forms oflighmin(r
School =~
No new subdivill ¢ should be smfcSn| ¥ 8o SA N —  stre: 11\
two points to b  in the new division. T .ual 1t e b G ‘K §
each 7 must ha¥f "®& each ~ must have a 4. 9 oy M

Q@)
= : : Y
Formal outline§#*8be cither a sentence outline or a topic ﬂ;\ /
outline. noooo.....ﬁ

A sentence out 9
and subpoint. A §@(T,

point and subpoi

—+ Here is an examp}
Thesis or Introducto
I Gasoline shortage
A. Long lines
B. Gas “rationing”

A. Gasoline

B. Electricity

C. Home heating fuel
III. Forced energy conservation

A. Fuel allocation

B. Speed limit

C. Airline flights

D. Christmas lighting

Conclusion

11



LANGUAGE ARTS MLA style of documentation

YOUR WORKS-CITED LIST

Your works-cited list should appear at the end of your essay. It provides
the information necessary for a reader to locate and retrieve any
source you cite in the essay. Each source you cite in the essay must
appear In your works-cited list; likewise, each entry in the works-cited
list must be cited in the text.

According to the Modern Language Association Handbook for Writers of Research Papers, Sth edition:

{1} Double-space all entries.

{2} Begin the first line of an entry flush with the left margin, and indent lines that follow by one-half inch.

{3} List entries in alphabetical order by the author’s last name. If you are listing more than one work by the same author,

alphabetize the works according to title. Instead of repeatine

then give the title.

{4} ltalicize the titles of works published ig
published independently.

{5} If the titde of a book you are ci
{6} Use quotation marks to indi

{7} Separate the author, ti
{8} Use lowercase abbrey

{9} Use the shortene
name alone.

{10} Use the phrase

or editms ior /o
Location (| 197! 31 01 Nd

hor’s name,

type three hyphens followed by a period, and

dﬁ [0} @nl

ner sdfumtunu if book), Other contributd m

ublisher, Pub. Date,
lsrs =

FlL ()rhe
Version, Numbu Ubllshu Ul @ 1()11(1[ . of Acce

ibutors,

PAGE ON A

“How to €hange \(ﬂﬂ(ﬁ.b(md—[

how-oil.html. Accessed 5 Jan. 2019.

ARTICLE IN A
JOURNAL FRO

A WEBSITE
(ALSO IN PRINT)

ARTICLE IN

A PERIODICAL
(GENERAL GUIDELINES)

Doe, Jim. “Laws of the Open Sea.” Maritime Law, vol. 3, no. 6, 2018,

BYLINED ARTICLE
FROM A DAILY
NEWSPAPER

ity. “Where Many Elderly Live,

UNBYLINED ARTICLE
FROM A DAILY
NEWSPAPER

gy s s ad

“Infant Mortality Down;
12 Mar. 2018, p. A12.

ace Disparity Widens.” Washington Post,

ARTICLE FROM A
MONTHLY OR
BIMONTHLY MAGAZINE

Willis, Garry. “The Words that Remade America: Lincoln at Gettysburg.”
Atlantic, June 2019, pp. 57-79.

ARTICLE FROM A
WEEKLY OR BIWEEKLY
MAGAZINE

Hughes, Robert. “Futurism’s Farthest Frontier.” Zime, 9 July 2019, pp. 58-59.

EDITORIAL

“A Question of Medical Sight.” Editorial. Plain Dealer, 11 Mar. 2019, p. 6B.

12



_ANGUAGE ARTS MLA style of documentation

BOOK
(GENERAL GUIDELINES)

Author’s last name, first name. Book title. Publisher, publication date.

BOOK BY ONE AUTHOR

Wheelen, Richard. Sherman’s March. Crowell, 1978.

TWO OR MORE BOOKS
BY THE SAME AUTHOR

Garreau, Joel. Edge City: Life on the New Frontier. Doubleday, 1991.
---. The Nine Nations of North America. Houghton, 1981.

BOOK BY TWO OR
THREE AUTHORS

Purves, Alan C., and Victoria Rippere. Elements of Writing About a Literary Work.
NCTE, 1968.

BOOK BY FOUR OR »]® o ~
MORE AUTHORS Pratt, : ughton, 1956.
e

(B.':ggEOBRYA?E AUTHOR ckefeller Panel Reports. Prospect for America. /By 1961.
BOOK BY AN Literary Market Place: The Directory of the Book Publishing In Y 03 ed., Bowker,
ANONYMOUS AU 2002.
BOOK WITH AN
AUTHOR AND Toomer, Jean. Cane. Edited by Darwin T. Turner, Norton, 1988. N
EDITOR :

L)
A WORK IN AY. ml IOTQ‘I Isr ack in the Floods.” V} ;mtcc/zf/) Century Brt inor Poets,

ANTHOLOGYNW o

edited by 1ar QW d LY 1€urel Edition, 1 . 35-52.

AN EDITION R
THAN THE

Chaucer, GE8Ttrey. 7he Riverside (Az)(u Edited by Lar son. 3l ®
Houghton, 1987.
200000y,

SIGNED ARTIE: »
A REFERENC K

Wallace, Wilson D. Supus‘tl Ton. t/ 2dia. 1970 ed., A

Macmillan, 2019. ®

13



_ANGUAGE ARTS APA style of documentation

YOUR REFERENCE LIST SHOULD APPEAR AT THE END OF YOUR ESSAY. IT PROVIDES THE
YOUR REFERENGE LIST INFORMATION NECESSARY FOR A READER TO LOCATE AND RETRIEVE ANY SOURCE YOU CITE

IN THE ESSAY. EACH SOURCE YOU CITE IN THE ESSAY MUST APPEAR IN YOUR REFERENCE LIST.
LIKEWISE, EACH ENTRY IN THE REFERENCE LIST MUST BE CITED IN THE TEXT.

BASIC RULES

According to the seventh edition of the Publication Manual of the American Psychological Association:
—+ Indent your reference list one-half inch from the left margin, excluding the first line of each reference, which should

Double-space all references.
Capitalize only the first word of a g 2 . itali journal titles. Italicize titles of

+ 4

more than six authors (i j name to indicate the
rest of the authors). by a particular
author, order them b 8 article). When

An article in a cal (such as a journal @ &r‘ o] %} Q Q k
—+ Author, A. 4 L. hor, B. B., & Author, C publication year, m();ﬁb( 1y) le of art

er (mm numbu) pages.

A nonperiodical |
—+ Author, A. A.

Part of a nonperiod
—  Author, A. A., & A

abbreviation, however, does 10%

BASIC FORMS FOR

efore t/)( page 71117}1/}(}5 in /)uzod/uz/ n_/mmu (xuprfor

*
”vo

A web page

An online journal or magazine

— Author, A. A, & Author, B. B. (Date of publication). Title of article. Title of Journal, volume number (issue number),
page range. doi:0000000/000000000000

Since online materials can potentially change URLs, APA recommends providing a Digital Object Identifier (DOI), when it is

available, as opposed to the URL. DOIs are unique to their documents and consist of a long alphanumeric code.

An online journal or magazine (with no DOI assigned)

—  Author, A. A., & Author, B. B. (Date of publication). Title of article. Title of Journal, volume number (issue number),
page range. URL

Email

Because email is a personal communication, not easily retrieved by the general public, no entry should appear in your reference list.
Instead, parenthetically cite in text the communicator’s name, the fact that it was personal communication, and the date of the
communication: The novelist has repeated this idea recently (S. Rushdie, personal communication, May 1, 1995).

14



LANGUAGE ARTS APA style of documentation

EXAMPLES

Journal article, one author
—+ Harlow, H. E (1983). Fundamentals for preparing psychology journal articles. Journal of Comparative and Physiological

Psychology, 55, 893-896.

Journal article, more than one author
—+ Kernis, M. H., Cornell, D. P, Sun, C. R, Berry, A., & 0 . There’s more to self-esteem than whether it is high

example, if Seidenberg and nd’s zmr/e is cited in Coltheart et al. and you did not read the origind® st the Coltheart et al.
reference in your reference e text, use the following citation:

P90, April 9). Making the grade in today’s schools. 7ime, 135, 28-31.

— Calfee, R. C m alencia, KS Cl h-lQ Q ing mgnuscripts for journgl publication.
Americ hological Association. t b k S

—+ National Inst Mental Health. (1990). Clinical training in serious mental illnesy
¢ Printing Office.

Use quotation marks and itals
as follows: (Merriam-Webster’s,

(Orlglnal work pubhshed 1814).

A review of a book, film, television program, etc.
—+ Baumeister, R. E (1993). Exposing the self-knowledge myth [Review of the book The self-knower: A hero under control].

Contemporary Psychology, 38, 466-467.
An entry in an encyclopedia
—+  Bergmann, P. G. (1993). Relativity. In The new encyclopaedia britannica (Vol. 26, pp. 501-508). Encyclopaedia Britannica.

An online journal article (no DOI assigned)
—+ Kenneth, I. A. (2000). A Buddhist response to the nature of human rights. Journal of Buddhist Ethics, 8

htep://www.buddhistethics.org/2/inadal

A web page
— Daly, B. (1997). Writing argumentative essays. http:/[www.ltn.lv/ - markir/essaywriting/frntpage.htm

15
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LANGUAGE ARTS manuscript writing

Position of Paper for Manuscript Writing

Ww  Xx Yy ZZ
1\23;*%'5678%0?.




LANGUAGE ARTS cursive writing

Position of Paper for Cursive Writin

Lo Yy %’
I 23UEET G )
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LANGUAGE ARTS frequently misspelled words

absence
absorb
accept
accidentally
accompany
accuse
ache
achieve
acquaintance
acquire
affect
afraid
against
aggression
aggressive
all right
alot
already
always
amateur
ambition
among
apology
apparent
appearance
appreciate
arctic
argument
article
associate
athlete
attendance
attitude
author
awful
beautiful
beauty
because
beginning
believe
benefit
bicycle
biscuit
boundary
Britain
brilliance
brilliant
bureau
business
captain
career
carrying
cemetery
certain
challenge
chief
children
chocolate
chosen

Christian
cinnamon
climbed
climbing
clothes
colonel
college
column
commercial
committee
completely
concentrate
conscientious

destroy
develop
dictionary
didn’t
difficult
dinner
dining
disappear
disappoint
discipline
discussion
disease
dissatisfy
doctor
does
doesn’t
dropping
during
easier
easiest
easily
effect

either happiness
embarrass hear
enough height
entertain here
envelope history
equipment hoping
equipped hospital
escape humor
especially

lmagme

immediate

immcdiatcly

immensely
excellent incident
except independent
excitement Indian
exciting innocent
existence instead
expense intelligence

intellgrent

expergnent
,'Pel O @: ret
P al'l

1pt peculiar
amlhcs nr (é b @ @ k
fascinate frmalrent
fasten it’s f\ﬁpcrsua :
fatigue jealous ,-q\ eng
favorice "'°°bm.\. ~N
fiction know
fictitious kno\\'lcdgc plain
field laboratory plane
finally laid planned
first leisure pleasant
forecast library poison
foreign lightning possess
foresee literature possession
lonely possible
loose practically
lying prairie

magumc

front mathematics
fulfill meant
government medicine
governor millionaire
grabbed miniature
grammar minute
grateful mischievous
guarantee model
guard mosquito
guess narrative
guest necessary
handsome neighbor
happen nervous
happiest niece
happily nineteen
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ninety
notice
noticeable
nuisance
obedience
occasion
occur
occurred
occurrence

opposite
original
other
pageant
pamphlet
parallel
parents
parliament
particular
passed

Plcparation
principal
principle
privilege
probably
profession
prophecy
psychologist
psychology
pursue
quantity
quiet

quite
raspberry
realize
really

receive
receiving
recess
recognize
recommend
reference
referring
rein

reign
relative
relief

rhythm
ridiculous
running
safety
Saturday
scent
chedule

semester
@ scnse
separate
separation
sergeant

sponsor
squirrel
stationery
stepping
stopping
stories
strengthen
stretch
studies
studying
succeed
successful
suggest
summarize
summary

superintendent

suspense

suspicion
swimming
synagogue
temperament
themselves
there
therefore
they
they’re
thief
thoroughly
thought
through
tobacco
together
tomorrow
tragedy
tried
trouble
truly

whether
which
whole
whose
witch
woman
women
wonderful
wreck
writing
written
wrote
yolk
your
you're



LANGUAGE ARTS exploring French

GREETINGS

Hello/Good morning/Good afternoon | Bonjour

Good evening | Bonsoir
Hi/Bye | Salut Bye | Ciao
Goodbye | Au revoir

How are you doing? | Comment allez-vous?
(Informal: Comment vas-tu?)
'm... | Je vais...
(very) well | (trés) bien
(very) poorly | (trés) mal
So-so. | Comme-ci, comme-ga.

How'’s it going? | Ca va?
It's okay. | Ca va.

It's going poorly. | Ca
Not bad. | Pas mal.
And you? | Et vous mal: Fr cu?)

(Informal: Comi
My name is... |

Please | S’il vous plait (Inf€
Thank you | Merci
You're welcome. | Je vous en pr
No problem. | De rien.

Excuse me. | Excusez-moi. (Informal:

RESPONSES

Yes | Oui

No | Non

I don’t know. | Je ne sais pas.
Of course. | Bien siir.

OK | D’accord.

Maybe | Peut-étre

TITLES

Miss | Mademoiselle
Mrs./Ma’am | Madame
Mr. /Sir | Mongienr

BASICS

Who | Qui
Where | Ou
When | Quand
Why | Pourquoi

How do you say...? | Comment d
I need help. | J’ai besoin d’aide.

Help! | Au secours!

| am lost. | Je suis perdu.

Monday | lundi
Tuesday | mardi

MONTHS

January | janvier
February | février
March | mars

April | avril

May | mai

June | juin

July | juillet

August | aofit
September | septembre
October | octobre
November | novembre
December | décembre



LANGUAGE ARTS exploring Spanish

GREETINGS

Hello | Hola

Good morning | Buenos dfas
Good afternoon/evening | Buenas tardes
Good night | Buenas noches

Goodbye | Adiés/Chao

See you later | Hasta luego/Nos vemos

How are you? | ;Cémo estds?
I'm... | Estoy...
(very) well | (muy) bien
(very) bad | (muy) mal

How’s it going? | ;Cémo v3
It's okay | Est4 bien

Not bad | No estd mal,
And you? | ;Y usted/

INTRODUC

What'’s your na
My name is... |
Pleased to mee
Likewise | Iguals
I'd like you to
This is... | Este(a

PLEASAN

Please | Por favor
Thank you | Gracias

No problem. | No hay pro
Excuse me! | ;Disctilpeme!
Sorry | Perdén

RESPONSES

Yes | Si

No | No

I don’t know | No sé
I don’t remember | No me acuerdo
Of course | Por supuesto

OK | Bueno

Maybe | Quizds/De pronto
Absolutely | Claro

TITLES

Miss/Ms. | Sefiorita (Srta.)
Mrs./Ma’am | Sefiora (Sra.)
Mr./Sir | Sefior (Sr.)

20

BASICS

Who | ;Quién?
Where | ;Dénde?
When | ;Cudndo?
Why | ;Por qué?
What | ;Qué?

A lot | Mucho
The | El, La, Los, Las

PHRASES

Do you speak English?
How do you say...?

;Cémo se dice..
I need help | Necesito ayuda
| am lost | Estoy verdido(a)

| Me gustarfa que conozcas a... ~

»ooo......ﬁ

Monday | lunes
Tuesday | martes

MONTHS

January | enero
February | febrero
March | marzo

April | abril

May | mayo

June | junio

July | julio

August | agosto
September | septiembre
October | octubre
November | noviembre
December | diciembre



LANGUAGE ARTS exploring German

GREETINGS

Hello/Good morning/Good afternoon | Tag/Guten

Morgen/Guten Tag

Good evening | Abend/Guten Abend
Hi | Hi/Hallo/

Goodbye | Tschiiss.

How are you doing? | Wie geht es Thnen?

(Informal: Wie geht’s dir?)
m... | Mir gehts...
(very) well | (sehr) gut
(very) bad | (sehr) schlecht
I'm ok. | Es geht.
How's it going? | Wic ge
It's okay. | Es geht.
It's going well. | Es ge

(Informal: Wie
My name is... |
Pleased to mee

Please | Bitte

Thank you | Danke
You're welcome. | Bitte.
No problem. | Kein Problem.
Excuse me. | Entschuldigen Sie.

RESPONSES

Yes | Ja

No | Nein

I don’t know. | Ich weifd es nicht.
Of course. | Natiirlich.

OK | Zustimmung

Maybe | Vielleicht

TITLES

Miss | Friulein
Mrs./Ma’am | Frau/ gnidige Frau
Mr./Sir | Herr/ mein Herr

BASICS

Who | Wer
Where | Wo
When | Wann
Why | Warum
What | Was
e Wie

Monday | Montag
Tuesday | Dienstag

Wednesday | Mittwoch
Thursday | Donnerstag
Friday | Freitag
Saturday

Y3173y . ) aad B

January | Januar
February | Februar
March | Mirz

April | April

May | Mai

June | Juni

July | Juli

August | August
September | September
October | Oktober
November | November
December | Dezember



LANGUAGE ARTS exploring Chinese Mandarin

GREETINGS BASICS
Hello | #%4F nihao Who | # shéi
Good morning | +k4F zao shang hao Where | £7F 2 zai na 1i
Good afternoon/evening | T4 / % k45 xia wu hao/ When | #+ 4 #4% shén mé shi hou
wan shang hao Why | A4 wei shén mé
Good night | ¥4 wdan an What | 44 shén meé

Goodbye | &L zai jian & 44 zén mé yang
See you later | A% / —& L zai hul /yi hul jia i

How are you? | %37 ni hdao ma?

Also| & yé
Alot| &%
The | A/ / x4 zhe

'm...| & ..wo0
(very) well | (7%) 4% hén hao
(very) bad | (4%) R%4F hén b

PHRASES

It’s okay. | &7 hai xi
Not bad. | £F4 hai

Fr

Do you speak English? | #3557
ni shuo6 ying yu ma?

ZH . wo xu yao
. womilulé.

I need help. | %
I | am lost. | &i&E#% T

What'’s your na
ni jido shén m
My name is... |
Pleased to meet
hén gao xing r

~.School ©
Datebeoks

0 jico...
BB SHINIRAR. 7
ni. Aﬁ y
Likewise. | #& o yé yi yang. "'00...../? =4
I'd like you to m LRA2 T wo lai jie shao xia.. N
This is... | X422 ei shi. 4| si o~
5| wa 10|+ sh

DAYS OF THE WEEK

Please | i qing
Thank you | ## xie xie
You're welcome. | R& 4.
No problem. | & FA. méi w8
Excuse me! | ~4F& %! bu hao Y
Sorry | #F~#& dui bu qi

Monday | Z41— xing qi yi

Tuesday | 241 = xing qli
Wednesday | Z#

RESPONSES
Yes| #F / & dui / shi MONTHS
No| R*F/ &£ /&% ba dul /bu shi/méi you
| don’t kI'IOW.| K AR 4iE. wo bu zhi dao. January| —A yi yué
| don’t remember. | & Ri2/F 7. wo ba ji dé le. February| =/ ér yue
Of course. | %%. dang rdn. March| =A san yue
OK| #/47 hao xing April| @A si yue
Maybe | T4 / & ké néng/yé xi May| ZHA wi yue
Absolutely | #5545/ £49 jué dui dé/kén ding dée June| A lid yue
July| €A qi yue
August| A A ba yue
TITLES September| JLA jit yue
October | + A shi yue
Miss/Ms. | 48 / &+ xido jié /nt shi November | +— A shi yI yue
Mrs./Ma’am| XX / %+ tai tai/na shi December | +=# shi ér yue

R /Qinl £ A4 vidn chAane
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SCI ENCE the solar system

SUN

moving points of light t
Those first planets were
Mars, Jupiter, and Sat

other planets. These

d Uranus | 81, Nepfne in 1846, and
Pluto in 1930, whid Jin. ¥

ter redefined

g ‘\\';11‘1' anfl. csts.
thousands of astero m lcomets fill nivee, Wos®astSeAds o t
e g- ul, E

F are Mercury, Venus, Earth, and Mars. Those

between Mars and Comets exist beyond Pluto’s

have rocky surfacd
beyond Mars’ orbi
Jovian planets, me

er, Saturn, Uranus, and Neptune, are called
bas giants.”

weight on the sun: 100 arth would weigh 2,700 Ibs on the sun.

MERCURY
Named for the Roman messé
any other planet.

diameter: 3,031 miles
rotation: 59 Earth days
mean distance from the sun: 35.98

VENUS

Named for the Roman goddess of love and beauty, it is the only planet

that rotates in the opposite direction of its orbit around the sun.
diameter: 7,521 miles temperature: 55°F to 864°F
rotation: 243 Earth days revolution: 243 Earth days
mean distance from the sun: 67.23 million miles

closest distance to Earth: 26 million miles

weight on Venus: 91 Ibs on Earth would weigh 88 Ibs on Venus.

EARTH

Earth is the only planet known to harbor life and the only planet with
liquid water on its surface. Water covers 70 percent of the planet.
diameter: 7,926 miles temperature: -126°F to 136°F
rotation: 24 hours revolution: 365.2 days

mean distance from the sun: 92.96 million miles.
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Named for the Roman god of wal
rich in iron oxides.

diameter: 4,221 miles

rotation: almost 25 Earth hours

ure: -225°F to 95°F
. 687 Earth days

JUPITER

The largest planet in our solar system was named

oman gods. Its bandgof color can be seen with
YOOKS
iol E? oS revolution

me, ¥stance from the s [lion mil
j e to

Named for the

planet known by the an®®n ¢S Its rings are co
diameter: 74,500 miles

rotation: almost 11 Earth hours

f ice particles.
288°F average
).5 Earth years

Saturn.
URANUS

K far from the sun as Saturn.
temperature: -353°F uniform

diaimeter: 31,
i00dd revolution: 84 Earth years

MSIASH ° ‘.ud the sun: 1,784.89 million miles

€ to Earth: 1.6 million miles
Veight on Uranus: 100 Ibs on Earth would weigh 89 Ibs on Uranus.

NEPTUNE

Named for the Roman god of the sea, Neptune’s layer of methane gives it
a blue coloring. Winds tear through its clouds at more than 1,200 mph.
diameter: 30,775 miles temperature: -391°F

rotation: 16 Earth hours revolution: 165 Earth years

mean distance from the sun: 2,793.12 million miles

closest distance to Earth: 2.68 billion miles

weight on Neptune: 100 lbs on Earth would weigh about 119 lbs on
Neptune.

DWARF PLANETS

Named for the Roman god of the underworld, Pluto is the coldest,
smallest, and outermost planet in our solar system. In 2006, Pluto
was reclassified as a dwarf planet. Other dwarf planets are Ceres, Eris,
Makemake, Haumea, and Sedna.




SCI ENCE the human skeleton

| FRONTAL BONE |

EYE SOCKET |
| CHEEKBONE |

| AUDITORY OPENING |

UPPER JAW

LOWER JAW |

| CLAVICLE (COLLARBONE)

|STERNUM I
| HUMERUS I

RIB

SPINAL COLU

PHALANGES
(FINGERS)

TARSUS
METATARSAL BONES |
PHALANGES (TOES)
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SCI ENCE major organs of the human body

| BRAIN I

[iwer

LIVER

KIDNEYS

SMALL
INTESTINE

HEART
) )
O k TOMACH
-~ ) ™y
LARGE
<o INTESTINE
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SCl ENCE Periodic table of the elements
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SClENCE physics laws & formulas

Mass Density Torque
mass density = % T=FR
Speed (T=torque; F=tangential force; R=radius)

distance covered
elapsed time
Acceleration piVi=p.V2
Av Vg - V]
At of -0
(a=average acceleration; v=velocity; t=time;
vp=final velocity; vi=initial velocity; tz=fing
ij=initial time)

average speed = Boyle’s Law when temperature constant:

a=

m;my
F G d2 - .
lllumination on a Surface Perpend
(F=force of attraction; =the masses of to the Luminous Flux
the two bodies; d=dist3 een the centers I

E -
al constant) 2

of m; and my; G=gra

(E=illumination; I=intensity of the source; r:
from source to surface perpendicular to the be

work =
cal Length of Mirrors and Lenses
Power CNOOLT
power = E above definition of wo a te b Q k S
al gt Cr §Nared dcimage distd

Kinetic Energy

KE - mv2 Imlagesau\ wrors an
) 2 ) ..........G _ﬂ
(KE=kinetic en mass; v=velocity) -

. (h=image height;
Specific Heat d,=object distance)

Q = cmAt

(I=strength of the current flowing in a
V=the potential difference applied tg

Electric Current - Stre
I —

(I=the c1t1rrent strength; Q=quan® 4’ oe; t=time)
Momentum 0
momentum = (mass)(velocity)
Mass-Energy Equivalence
E = me?

(E=the energy [measured in ergs] equivalent to a mass
m [measured in grams]; c=speed of light [measured in
centimeters per second])

Power Expended in an Electric Appliance
P=1V

(P=power in watts; I=current; V=voltage)

Newton’s Second Law of Motion

force=(mass)(acceleration)
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SCIENCE unit conversions

ENGLISH TO METRIC CONVERSIONS

210 —
200 —
180

180 —

170 —

To Convert—= Multiply By—+ To Find—»
AREA
square inches 6.45 square centimeters
square feet 0.09 square meters
square miles 239 square kilometers
acres 0.40
LENGTH
inches centimeters
feet meters
yards meters
miles kilometers
MASS AND WEIG
ounces 28.35 grams
pounds 0.45 kilograms
pounds-force 4.45 newtons
short tons 0.91 metric tons
voLuve chool
cubic inches 16.39 subjeceftignetesrs
cubic feet 0.03 D a tcu c mdkel b O
quarts 0.95 iters ~ i
gallons 3.79 liters f'<\ )
N\
009 Y ./ \
METRIC TO

1o Convert—

AREA
square centimeters
square meters
square kilometers
hectares

LENGTH
centimeters
meters
meters
kilometers

grams
kilograms
newtons
metric tons

VOLUME

cubic centimeters
cubic meters
liters

liters

MASS AND WEIGHT

0.04
2.20
0.23
1.10

0.06
35.31
1.06
0.26

To Find—

square inches
square feet
square miles

ounces
pounds
pound-force
short tons

cubic inches
cubic feet
quarts
gallons

o
M

e nrmmme

[THTTITERTTITITIOT

[
0

00

90

I
o
o

;llIIIIIH]]lIIIIIIII TTEHTIT

I
=~
o

Lh
L=

F. 9
=}

(=

Py
L=

I} |! [TTTTTRLITITTITT Uﬂllllf’llllllllw
=

Freezing Point of Wate

TEMPERATURE
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Fahrenheit to Celsius:
subtract 32, then multiply

by 5 and divide by 9.

Celsius to Fahrenheit:
multiply by 9, divide by 5,

then add 32.



SCl ENCE weights & measures & formulas

WEIGHTS AND MEASURES

[ ENGLISH | [ METRIC |

Area Area

1 square foot (ft?) ------------------- 144 square inches (in?) 1 sq centimeter (cm?) -------------- 100 sq millimeters (mm?)
1 square yard (yd?) 9 square feet 1 sq meter (m?) 10,000 sq centimeters
1 acre 43,560 square feet 1 hectare (ha) 10,000 square meters
1 square mile (mi?) 640 acre gmeter (km?)---------------—-—- 1,000,000 sq meters

Capacity

1 cup () —mmmmmmmmmmmmeemmeeeeeeee—- ST N8 02) 1 millilicer (TUNRGLD o8 - .001 liter (L)

L () R e .\ = ups 1 centiliter (cl) -G aY o B - -~ - .01 liter

1 quart (qt) —--------mmmem- RN 2 pints 1 deciliter (dl) ——————————————————— 1 liter

1 quart ——-eeeeeemeeeee A N 4 cups 1 dekaliter (dal) ~-—---------" Q. s Y- --------—-——- 10 liters

1 gallon (gal)---------- N 4 quarts 1 hecroliter (hl)---mmmmmommeee - I -~ 100 lizers
1 kiloliter (kl)----mmmemmm ey - 1,000 liters

Length

1 foot (fr) 12 inches (in) Length

1 yard (yd) 36 inches 1 millimeter (mm) ------------meemeeeemm 01 meter (m)

1 yard _ ;’)/g” 1 centimeter (cm) .01 meter

1 mile (mi) -2 - 80 feet I 1 decimeter (dm) -.1 meter

1 mile . ) & | 1 dekameter (dam) 0 meters

C O hegtometel (hm) «««««««««««««««««««««««« 00 meters

Time a t e b)l »»»»»»»»»»»»»»»» E 0 meters

1 minute (min) 60

1 hour (h) > 7711711/1‘(3 M@WE@] '

1 day (d) 24 hours @i”i‘? am (mg) -l gram (g)

1 week (wk)----- oat —'?d/a@o... AN cedtigram (cg) -4 oo e- 0] gram

1 year (yr) 12 months (mo) T O 0) e 1 gram

1 year = 52 weeks 1 dekag agram (Q2 10 grams

1 year —---—--——— B 365 days 1 hectogram (h%) O 100 grams

1 century (c) 100 years 1 kilogram (kg) (o) ,000 grams
1 metric toN () =mmmmmmmmmmm g 00 kilograms

Weight

1 pound (Ib) ------------ - 16 ounces (0z)

1 short ton (T) -----—-—--- 2,000 pounds

FORMULAS

Perimeter of a rectangle --------——-----%@&d ¢ M2 +w) Surface area ofally R ¥ - SA = 212 + 2mrb

Perimeter of a square ha F+bP=7

Perimeter of a regular polygon ------------------=3 (sides of a right triangle)

(n = number of sides)

Area of a rectangle A=lw

Area of a square A=¢ | FoRMULA KEY |

Area of a parallelogram A=0bh A= area 1 = length

Area of a triangle A = Vabh b = base, length of any side of a P = perimeter

Area of a trapezoid A="2hb,+b) plane figure r = radius

Area of a circle A = i B = area of base s = side

Circumference of a circle ~----------————-—- C = nd, or 2nr d = diameter sa= surface area

Volume of a rectangular prism --------------e--oo-- V=lwh h = height, perpendicular V= volume

Volume of any prism V =Bh distance from the furthest w= width

Volume of a cylinder V=mnrh point of the figure to the

Volume of a pyramid V= 1/3Bh extended base

Volume of a cone V = 1/3nr°h

Simple interest [ = prt I = interest, p = principal, r = rate, t = time

Nictanra P — A Aictrmrs v — wato + — +isno
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MATHEMAT'CS Roman numerals & place value

ROMAN NUMERALS

IN THE ROMAN NUMBER SYSTEM, NUMERALS ARE REPRESENTED BY 7 CAPITAL
LETTERS FROM OUR ALPHABET. THESE LETTERS ARE COMBINED IN DIFFERENT WAYS
TO FORM NUMBERS. THE VALUES OF THE LETTERS ARE ADDED TOGETHER, UNLESS

A LETTER WITH A LESSER VALUE COMES BEFORE ONE WITH A LARGER VALUE. IN THIS
CASE, THE VALUE IS THE DIFFERENCE OF THE TWO LETTER VALUES.

FOLLOWING ARE THE 7 LETTERS AND THEIR VALUES:

I —+ ONE
fifty °
—+ on€ hundred y A
, D - five hundred S
M - one thousand
PLACE VALY,
* S h I Number Zeros
A - C, O Thousand 3
@ @ @ T > N\ 6
c @ = (o) b)
§EERIE s Datebo S
= = =3 @ ) :
(= c|§|@ s S| 5 |8 o f;\lrillim
Tl =|=|D TI=|=E(Tv|3|0|T .
|l ® glgs|8lcs|sl : p)
s|F|F|B g = S | |F.|5 @9 ®e0eg 7
Slec| o]t Clec|lo|E|c|E || @ O
=} o c =] =] o c =2 ) c =] o [ 0 )
I —-|O|X BT - O|T|F|O|T|F|O O 3 21
Septillion ® 24
115/4|3 1/5(4|6|2|1|/0|0 Octillion 27
Nonillion 30
Read this number 8 @ Bhundred fifty-four trillion, Decillion 33
three hundred nine illion, seven hundred fifteen Googol 100 ®
million, four hundre o o thousand, one hundred.
Write this number as 1 o Bl 5,462,100,
"
NUMBER PREFIXES D)
‘ 9
uni- . =
bi- two
tri- three
quadri- four
quint- five
sex- six
sept- seven
oct- eight
non- nine
deci- ten

30

L J

=]
2=l
e=
w=lV
3=\
=V
m=VII
®=VIII
9= X
(103=X
1=X|
=X
=XIII
-B-XIV
=XV
=XVI
m=-XVII
us=XVII
19=XIX
20=XX
Bor=XXX
or=XUL
o=
woy=LX
03=LXX
801=LXXX
903=XC
{1003=C
s003=PD
{10003=[\1




MATHEMATICS fractions

FRACTIONS A NUMBER THAT NAMES PART OF A WHOLE, SUCH AS 1/2 OR 1/3.

The top number of a fraction is called the numerator.

The bottom number of a fraction is called the denominator.
The denominator tells the total number of parts that a whole i

The denominator remains the same.

Example:

= 3
8 + 8



MATH EMAT'CS squares & square roots

SQUARES & SQUARE ROOTS

32

N N2 | {N N N2 | N

1 1 1.00 51 2,601 | 7.14

2 4 1.41 52 2,704 | 7.21

3 9 1.73 53 2,809 | 7.28

a 16 2.00

5 25 2.24 DU .
6 36 2.45 o 3,136 | 7.48

7 49 2.65 57 3,249 | 7.55

8 64 2 58 3,364 | 7.62

9 81 59 3,481 | 7.68
10 100 4" 60 3,600 | 7.75
11 12 2 61 3,721 | 7.81
12 1 46 62 3,844 | 7.87
13 3.61 63 3,969 | 7.94
14 3.74 64 4,096 | 8.00
15 0 3.87 65 4,225 | 8.06
16 : 4.( 4856 | 8.12
17 . 4.\5 C h Qg O4,ls9 8.19
18 M= 4.24 8 t;e lys
19 1 4.36 [}a . &)\ ) (
20 0 4.47 70 4,900 | BQN N
21 4.58 71 5,041 /{?Zi\
22 4.69 7200054 ) 8:

23 ) 4.80 73 5,320 o

24 4.90 74 5,476 | 8.60
25 5.00 75 5625 | 8.66
26 5.10 76 5776 | 8.72
27 o 5.20 77 5929 | 8.77
28 78 29 78 6,084 | 8.83
29 841 \We 79 6,241 | 8.89
30 900 * 80 6,400 | 8.94
31 961 81 6,561 | 9.00
32 1,024 | 5. 82 6,724 | 9.06
33 1,089 | 5.74 o 83  (,889 | 9.1
34 1,156 | 5.83 056 3
35 1,225 | 5.92 ! -
36 1,296 | 6.00 86 . :

37 1,369 | 6.08 87 7,569 | 9.33
38 1,444 | 6.16 88 7,744 | 9.38
39 1,521 | 6.24 89 7,921 | 9.43
40 1,600 | 6.32 90 8,100 | 9.49
41 1,681 | 6.40 91 8,281 | 9.54
42 1,764 | 6.48 92 8,464 | 9.59
43 1,849 | 6.56 93 8,649 | 9.64
a4 1,936 | 6.63 94 8,836 | 9.70
45 2025 | 671 95 9,025 | 9.75
46 2,116 | 6.78 96 9,216 | 9.80
47 2209 | 6.86 97 9,409 | 9.85
48 2,304 | 6.93 98 9,604 | 9.90
49 2401 | 7.00 99 9,801 | 9.95
50 2,500 | 7.07 100 10,000 | 10.00

N N | N
101 10,201 | 10.05
102 10,404 | 10.10
103 10,609 | 10.15
104 10,816 | 10.20
105 11,025 | 10.25
6 11,236 | 10.30
11,449 | 10.34
OV i1,664 | 10.39
1 881 | 10.44
110 B 10.49
111 10.54
112 12 0.58
113 12,7 .63
114 12,9988, «¥0.68
115 13,225 2
116 13,456
117 13,689
) k:S 13,924
14,161
+2a_ Wpio0 | fe
14,641
14,884
15,129
15,376 4
125 15625 e 8
126 15,8704 .22
127 16, 1.27
128 168« W 11.31
129 11.36
130 11.40
130 \W161 | 11.45
7,424 | 11.49
17,689 | 11.53
° 4 17,956 | 11.58
135 18,225 | 11.62
136 18,496 | 11.66
137 18,769 | 11.70
138 19,044 | 11.75
139 19,321 | 11.79
140 19,600 | 11.83
141 19,881 | 11.87
142 20,164 | 11.92
143 20,449 | 11.96
144 20,736 | 12.00
145 21,025 | 12.04
146 21,316 | 12.08
147 21,609 | 12.12
148 21,904 | 12.17
149 22201 | 12.21
150 22,500 | 12.25




MATH EMAT'CS algebra & multiplication table

ALGEBRA
Expanding Laws of Exponents Logarithms
{1} a(b+c) = ab+ac {1} a"a®= a™* {1} Log (xy) = Log x+Log y
{2} (a+b)’= a’+2ab+b’ {2} a'/a’= a™* {2} Log x"=r Log x
{3} (a-b)’ = a’-2ab+b’ {3} a"a’/aP = a™*P {3} Log x = n «3»x = 10" (Common log)
{4} (a+b)(a+c) = a’+ac+ab+bc {4} (a")’=a"™ {4} Logx = n «—x = a"(Log to the base a)
{5} (a+b)(c+d)=ac+ad+bc+bd {5} (ab)"=a'b* = n 4> x = ¢" (Natural log)
{6} (a+b)’ = a’+3a’b+3ab’+b’ {6} (a/b)'5 »]® o og x-Log y
{7} (a-b)’ = a>-3a’b+3ab’-b’ {7} 2% 27
(8} a*-b’= (a+b)(a-b) ° =
(9} a'+b’= (a+b)(a-absb?) § are positive integers - Q)

{10} a’b-ab =ab(a+1)(a-1)
{11} a*-2ab+b?=(a-b)? A
{12} a’-b’=(a-b)(a?+ab+bZK*

Quadratic Formula

When given a formll s ailfthe form of a quadratic equation—+

J Schoo

L]
The solution canfll ® ®rived using the quadmtiDmla

[ J
XX TS
MULTIPL~I1CN TABLE ¢
L

1] 2 a[s[e[7][8]o 120 [ 19 ] 20
1 1 2 ® 5 6 7 8 9 10 11 12 13 14 15 16 19 | 20
2 2 4 6 10 12 14 16 18 20 22 24 26 28 30 | 32 ® 36 | 38 | 40
3 3 6 9 U 18 21 24 27 30 33 36 | 39 | 42 | 45 54 | 57 | 60
al s s 12| 10RM24 | 25 52 36 40|44 ]48] 5256 60 8| 7276 s0
5 | s |1wf15]20 35 | 40 [ 45 [ 50 [ 55| 60| 65] 70 0 85|90 | 95 | 100
6 |6 |[12]18]24]30 o e 48 | 54 | 60 | 66 | 72| 78 96 [ 102108 | 114 ] 120
7|7 1421 28]35]4 A0 05 [112] 119|126 | 133 | 140
8| s |16]2432]40](48]56 - - A 112 ] 120 [ 128 | 136 [ 144 | 152 | 160
9| o |18]27|36]45|54]63|72]s1 108 | 117 [ 126 | 135 [ 144 | 153 [ 162 ] 171 | 180
1010|2030 [40]s0[60]70]80]90[100]110[120]130(140] 150 160] 170 180] 190 | 200
1|11 223344 5566|7788 99 [110]121f132]143[154] 165176 187|198 ] 2009 [ 220
12| 1224|3648 | 60|72 ]84 96 |108[120] 132144156 168] 180192204 |216]228 240
13| 1326390526578 91 [104]117[130]143 [ 156|169 [ 182] 195|208 221|234 247 | 260
14| 14 |28 | 42 [ 56|70 | 84 | 98 [112] 126 | 140|154 [ 168|182 [ 196|210 | 224 | 238 | 252 | 266 | 280
15| 15 [ 30 | 45 [ 60 | 75 [ 90 | 105|120 135|150 165 [ 180|195 [ 210|225 [ 240 | 255 [ 270 | 285 [ 300
1616|3248 [ 64|80 96 |112]128]144[160]176[192]208 [ 224240 | 256|272 | 288 | 304 | 320
17 | 17 [ 34 | s1 [ 68 | 85 [102] 119|136 153|170 | 187 [ 204 | 221 [ 238 | 255 [ 272 | 289 | 306 | 323 | 340
18| 18 [ 36 | 54 [ 72 | 90 [ 108|126 | 144 | 162 [ 180 | 198 [ 216 | 234 [ 252 | 270 | 288 | 306 | 324 | 342 | 360
19| 19 38|57 [ 76|95 [114]133[ 152171 [ 190|200 [ 228 | 247 | 266 | 285 | 304 | 323 | 342 | 361 | 380
20 [ 20 | 40 | 60 | 80 | 100120 140 | 160 | 180 | 200 | 220 | 240 | 260 | 280 | 300 | 320 | 340 | 360 | 380 | 400
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MATHEMATICS area & volume

PARALLELOGRAM |

ISOSCELES TRIANGLE

RECTANGLE

RIGHT TRIANGLE

A

Area = ab/2
+ b2 (Pythagorean Theorem)

CIRCLE

hoo

D ~
Circumference of a :

Area of a ¢j =
ooo.....
r Y

cre =

SPHERE

Surface area of a sphere
= 4qr?
Volume of a sphere
=4nr3/3

CYLINDER

urface area of a pyramid
= B + Lateral area (Lateral
area=sum of triangular faces)
Volume of a pyramid
= Bh/3 (B = area of base)

CIRCLE THEOREMS

/x=90°
(PQ is the diameter)

S

C is the center of the circle

&

La=/Lb
(Both angles intercept arc AB)

A
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MATH EMATICS geometric angles & congruence cases

GEOMETRIC ANGLES
90° 180°
»]e o
A right angle - A straight angle
is exactly 90° ° 0° is grea is exactly 180°

\)

360°
e
L)
: Schoo
; S
Compl ary angles Supplementary s ) ompleté @ Jgle of
a o 90° add up to A8D° otation °
R e T ":\
P v

1}

GEOMET ONGRUENCE CASES ® ~
S.5.S. POSTULATE S.A.S. POSTULATE | A.S.A. POSTULATE | H.S. P © IATE
) (RIGHT, Y)
B B B ®
//\\ i A/\ /\\
(g
A it H C A } } Cc
E L R ¢
//\\ * L\f/\
D H F | K L\ s X : z
Side-Side-Side Side- - e -Angle Hypotenuse-side
AABC = ADEF AABC = AKL BC = APRS AABC = AXYZ

EQUILATERAL TRIANGLE

ISOSCELES TRIANGLE

SCALENE TRIANGLE

60°

60° A 60°

3 Sides of Equal Length

2 Sides of Equal Length
3 Angles of 60° Each

2 Base Angles are Equal

3 Unequal Sides
3 Unequal Angles
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CIVICS Bill of Rights

AMENDMENT | |

Congress shall make no law respecting an establishment of
religion, or prohibiting the free exercise thereof; or abridging
the freedom of speech, or of the press; or the right of the people
peaceably to assemble, and to petition the government for

a redress of grievances.

AMENDMENT

No soldier shall, in

without the conseg

peace be quartered in any house,
e owner, nor in time of war, but

School
\Y

e to be secure in their persons, houses,
nst unreasonable searches apd ¢ o o
blated, and no warrants shall issue,
e, supported by oath or affirmation,
g the place to be searched, and the

ized.

AMEND

The right of the
papers and effec
seizures, shall no

himself, nor be deprived of life, liberty, or property, without
due process of law; nor shall private property be taken for
public use, without just compensation.

a t e&lbi\mﬂ 0 n )esuired\ nor excq
N 1 d Su 8 N ks
f'\ﬁ -

.....ﬂ\

AMENDMENT \/ I

In all criminal prosecutions, the accused shall enjoy the right
to a speedy and public trial, by an impartial jury of the state
and district wherein the crime shall have been committed,
which district shall have been previously ascertained by law,
and to be informed of the nature and cause of the accusation;
to be confronted with the witnesses against him; to have

@iy process for obtaining witnesses in his favor,

ance of counsel for his defense.

e re-examined in
any court of the United States, than a8 g to the rules of the

common I;I\V.

AMENDMENT

-nts inflicted

&)

The enumeratio
not be construed to deny or disparage ot
people.

rights, shall
ained by the

AMENDMENT

d States by the
O the states, are reserved
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GEOG RAPHY states & state capitals

{AL} Alabama - Montgomery {MT} Montana-----------------——--—- Helena
{AK} Alaska Juneau {NE} Nebraska - Lincoln
{AZ} Arizona -----------ememeee o Phoenix {NV} Nevada------—-m- Carson City
{AR} Arkansas------------------ Little Rock {NH} New Hampshire------------ Concord
{cA} California ~-------—---—---—-— Sacramento {NJ}  New Jersey ------------------- Trenton
{co} Colorado ------------mmeeemmmm- Denver {NM} New Mexico ----------------- Santa Fe
{cT} Connecticut----------------- Hartford {NY} New York---—-—-— Albany
{DE} Delaware -----------——--—-—-—-Dover | {NC} North Carolina-----------—--- Raleigh
{FL}  Florida - JalifiSee” "\ . T P eich Dakota ----------—---- Bismarck
{GA} Georgia -V EUA A1V /- Yo - Columbus
{HI}  Hawaii-—--- 5 _-- Oklahoma City
(D} Idaho-KGT - i R} Oregon Sl S

{IL} ingl N Springfield {PA}  Pennsylvania

{IN} Ip@ANF Indianapolis {RI}  Rhode Island----

»»»»»»»»»»»»»»»»»» Des Moines {sc} South Carolina ---—--3
Topeka {sSD}  South Dakota-----------

(Y ==mmmmmmm e Frankfort {TN} Tennessee--------------=----
Qe Baton Rouge {TX} Texas
««««««««««««««««««««««««« Augusta Uity WUisleeemeeeeeeeeeeme =
Maryland ------------------- Annapolis {VT} Vermont ------------------ ’

Massgemusetts---g------------ Boston {VA} Virginia————————— ic
Michiwg -£---F-- —e 1g| {WA} Washington ----------------- )
I\'Ii[l O ta-= o=l docl fom, ———j {\\ \'} \\”CS( \ril‘ w ar.

StePayl g ~—-mme
Mississippi --------— l\;st bﬂQ1@uk5 _________
Missouri ----------—— B rSCi® 7Y ) JyMefngd - et - __C
) : \\«5
o)

L

A3y « 1N
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ClVlCS United States presidents

No.
{1}
{2}
{3}

President

George Washington
John Adams
Thomas Jefferson
Thomas Jefferson
James Madison
James Madison
James Monroe
John Quincy Adams
Andrew Jackson
Andrew Jackson
Martin Van Buren

{4}

{5}
{6}
{7}

{8}
{9}
{10} John Tjler
{11} James K. Polk
{12} Zachary Taylor*
{13} Millard Fillmore
{14} Franklin Pierce
{15} James Buchanan
{16} Abrabam Lincoln
Abraham Lincoln*
{17} Andrew Johnson
{18} Ulysses S. Grant
Ulysses S. Grant
{19} Rutherford B. Hg
{20} James A. Garfie
{21} Chester A. Arth,
{22} Grover Clevela
{23} Benjamin Ha
{24} Grover Cleve
{25} William McK

{26} Theodore Roo

Theodore Roo
{27} William H. 1}
{28} Woodrow Wi

{30} Calvin Coolidge

Calvin Coolidge
{31} Herbert C. Hoove,
{32} Franklin D. Roosev

Franklin D. Roosevelt
Franklin D. Roosevelt*

{33} Harry S. Truman
Harry S. Truman

{34} Dwight D. Eisenhower
Duwight D. Eisenhower

{35} John E Kennedy*

{36} Lyndon B. Johnson
Lyndon B. Johnson

{37} Richard M. Nixon
Richard M. Nixon*

{38} Gerald R. Ford

{39} James E. Carter, Jr.

{40} Ronald Reagan
Ronald Reagan

{41} George H. W, Bush

{42} William J. Clinton
William ]. Clinton

{43} George W Bush
George W. Bush

{44} Barack H. Obama
Barack H. Obama

{45} Donald Trump

{46} Joseph R. Biden, Jr.

{47} Donald Trump

William Henry Harrison™*

Party
Unaffiliated
Fed.
Dem.-Rep.

Dem.-Rep.

Dem.-Rep.
Dem.-Rep.
Dem.

Dem.
Whig
Whig

Dem.

Rep.
Rep.

Rep,
Dun
Repe

Dem.
Rep.

Rep.

Rep.

Dem.

Rep.
Rep.

Dem.

Dem.

Rep.
Dem.
Rep.

Native State
Virginiat
Massachusettst
Virginiat

Virginiaf
Virginiaf

Massachusettst
Carolinast

Pennsylvania
Kentucky

North Carolina

Ohio

Ohio
Ohio

Verhont
cno @
)b 1d

New ]
Ohio
New York

Qhio
Virginia

Ohio

Vermont

Towa

New York

California
Nebraska
Georgia

Illinois

Massachusetts

Arkansas
Connecticut
Hawaii
New York

Delaware
New York

ew Hampshire

ooo..h‘}‘ mt) Mikse p

Dates of term(s)

April 30, 1789-March 3, 1797
March 4, 1797-March 3, 1801
March 4, 1801-March 3, 1805
March 4, 1805-March 3, 1809
March 4, 1809-March 3, 1813
March 4, 1813-March 3, 1817
March 4, 1817-March 3, 1825
March 4, 1825-March 3, 1829
March 4, 1829-March 3, 1833
March 4, 1833 March 3, 1837

_]U]} 10, lbv) \/l11d1 3,1853
March 4, 1853-March 3, 1857
March 4, 1857-March 3, 1861
March 4, 1861-March 3, 1865
March 4, 1865-April 15, 1865
April 15, 1865-March 3, 1869
March 4, 1869-March 3, 1873
March 4, 1873-March 3, 1877
March 4, 1877-March 3, 1881
March 4, 1881-Sept. 19, 1881
Sept. P, 1881-March 3, 1885

li 1885- '\[11L13 1889

4, 158 \Allth 3, 1893
‘[1 h ‘%‘) D
March 4, 190 14, 1901
Sopt.14,190;.5@5;315,1907

March 4 Mar,

March ®, =
March 4, l‘)l7 \/[llt,h 3,
March 4, 1921-August 2, 1923
August 3, 1923-March 3, 1925
March 4, 1925-March 3, 1929
March 4, 1929-March 3, 1933
March 4, 1933-Jan. 20, 1937
Jan. 20, 1937-Jan. 20, 1941
Jan. 20, 1941-Jan. 20, 1945
Jan. 20, 1945-April 12, 1945
April 12, 1945-Jan. 20, 1949
Jan. 20, 1949-Jan. 20, 1953
Jan. 20, 1953-Jan. 20, 1957
]an 20, 1957-Jan. 20, 1961

]an 20 1973-. Aug 9,1974
Aug. 9, 1974-Jan. 20, 1977
Jan. 20, 1977-]Jan. 20, 1981
Jan. 20, 1981-Jan. 20, 1985
Jan. 20, 1985-Jan. 20, 1989
Jan. 20, 1989-Jan. 20, 1993
Jan. 20 1993-Jan. 20, 1997
Jan. 20, 1997-Jan. 20, 2001
Jan. 20, 2001-Jan. 20, 2005
Jan. 20, 2005-Jan. 20, 2009
Jan. 20, 2009-Jan. 20, 2013
Jan. 20, 2013-Jan. 20, 2017
Jan. 20, 2017-Jan. 20, 2021
Jan. 20, 2021-Jan. 20, 2025
Jan. 20, 2025-

(*did not finish term; tborn as subjects of Great Britain before United States was established)
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a“°

Vice President
John Adams

Thomas Jefferson
Aaron Burr
George Clinton
George Clinton*
Elbridge Gerry*
Daniel D. Tomkins
John C. Calhoun
John C. Calhoun*
Martin Van Buren

Richard M. Johnson

Schuyler Colfax
Henry Wilson*
William A. Wheeler
Chester A. Arthur

‘homas A. Hendricks*

1 I’ \4()1mn
u enson
()1);11‘(’

Charles G. Dawes
Charles Curtis
John N. Garner

Henry A. \Valla

Hubert H. Humphrey
Spiro T. Agnew*
Gerald R. Ford*

ORDER OF
PRESIDENTIAL
SUCCESSION

{1} The Vice President
{2} Speaker of the House

{3} President pro tempore
of the Senate

{4} Secretary of State

{5} Secretary of the
Treasury

{6} Secretary of Defense
{7} Attorney General
{8} Secretary of the Interior

{9} Secretary of Agriculture

Nelson Rockefeller
Walter Mondale
George H. W. Bush

Dan Quayle
Albert Gore, Jr.

Richard B. Cheney
Joseph R. Biden, Jr.
Mike Pence

Kamala Harris
JD Vance
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GEOG RAPHY United States map

books

t
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GEOG RAPHY United States map with longitude & latitude

Datebooks

A
)y
)
®
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INSERT STATE MAP
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G EOG RAPHY U.S. & Canada time zones

SCh[ggtlebooks

A
)y
[ ]
®
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ENVIRONMENTAL AWARENESS recyciing

Be kind
e In Given our

to your

moth

alternatives,

mammals

year from eating or
becoming entangled

in plastic debris.

Every year, Americans
— toss away enough
office and writing
paper to build a
12-foot-high wall
spanning the miles
between New York
City and Los Angeles.

45

Share your old
stuff. Rather than
throw them away,
give your old toys,
clothes, sports
equipment, books,
backpack, etc., to

people who can use
them.

Dish it. Use real

silverware and dishes
instead of disposable
ones.

Opt for email to
save paper.

% wart when
p

op. Some
& s have found
o-friendly
ke their
‘tagonia,
utfitter,
thetic

s instead

fill the

meone saves
.uts down on air
Jtion, and is more

Be your own bottler.
Convince your family
to invest in a water-
purification system
or buy water in those
huge reusable bottles.
Then you can refill
water bottles rather
than buy hundreds of
individual ones each
year.



ENVIRONMENTAL AWARENESS recyciing

FACTS

—+ The normal faucet flow is around 3-5 gallons
of water per minute.

An aluminum can that is not recycled will still
litter the earth almost 500 years later.

—+ Showers can account for up to 32% of home —+ The average office worker throws away about

water use. 180 Ibs. of recyclable paper every year.
—+ 280 million tires are discarded every year —  Hot dogs last up to 20-25 years in a landfill.

in the United States. »10 ° trash that people throw away can
— Dolystyrene foam is not biodegra 5

lt)ernils,.thf: floam coug you t}lro ° 1l still ~» Fach pe way an average of 1,460

e sitting there 500 years pounds of ga ear.
o1 o . A
Whep mog)r oil is EOt 'fp ropet l«v’{lF C]j'n —= Americans throw a A h aluminum every
secp into the groun aminate our drinxing three months to rebull@Z«JRntire commercial

water. Just one quagfi ¢

gallons of drinki

tor oil can pollute 250,000

air fleet.

i ¥ SEho o |
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®
Items to Re How tdﬂ't:e_bm
) e
Aluminum, S d Tin Cans Lightly rinse and dry all mu;‘_q\ '
! Fold newspapers m/:.l?)zz?( ' R

Newspapers bags or bundle with string into one-foot

stacks. .

Rinse and remove metal or plastic rims
Glass - and lids. Sort by color: brown, green,

and clear. ®

J
Plastics ° Rinse and separate by number.
"
Corrugated Cardboard ke down boxes. Reuse
U

Office Paper gloreds and .

Stacks? : - €
Motor Oil Collect in containers no larger than

5 gallons.

i Check with your local recycler. Some

Tires communities limit the number of tires

accepted per year from individuals.

Recycle



HEALTHY LIVlNG drugs are a downer

Regardless of their short-term effects — like euphoria, a false
sense of self-confidence, serenity, or silliness — illegal
drugs will bring you down. < Some drugs are
addictive. Some cause you to gain weight, while others
cause you to lose it uncontrollably. Some give you acne.
Some, like ecstasy, cocaine, crack, or glue can kill you
on the spot. Some drugs are so addictive and expensive
bat people break the law to pay for them.
o NOT SUB gs without a prescription is illegal. You
M '. be team and lose your chance for an
olarshlp Those will be the least
lttlng in a jail cell or in front
at a drug will boost
, ‘9/ reality it will inhibit
¢ e on a test or out

athletic ora

Become aw 415[

SO you can guara ag

DON'T:
Alert an adult if you see or hear of illegal drug activity. Ignore drug use, hoping it will go away.
Confront your friends whom you suspect are using Excuse drug users because they say they are
drugs — out of concern for their health. ‘lonely,” “depressed,” “overachievers,” efc.
Talk to someone you can trust if you think you may Think you are “narking” if you seek out help
have a drug problem. for someone who is using drugs.
Be a good role model for younger kids. Succumb to the myth that drugs will make
you a happier person.

Practice saying “no
Feel you have to drink or do drugs to have

Remember: People who try to entice or force you i

to do drugs aren't your friends.

Talk openly with your parents about any peer
pressure you encounter.
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HEALTHY LIVING smoking is a drag

Smoking is a drag.

Why i E ki
dampergf)our
blood prg):ure
colds antfd
coughs, ®

to mentiol ]
esophagus, ¢ e

Also, smoking ju
smoke are more likcof!

Long story short, cigarettes just aren’t cool,
and they’re known killers. Smoking accounts for
about 480,000 deaths in the United States each year.

So, do your friends and fellow students a favor:
exert a little positive peer pressure. The next time
you see a classmate light up, have the courage to
say you think smoking is a drag.
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otld you do with that
money? Well, you could:

* See 3 movies per week, every
week of the year.

* Buy about 100 large pizzas.

* Grab a new gaming system, tablet,
or laptop.

* Go on an awesome spring break.

* Have about $31,000 or so for college,
if, years K-12, your parents had put
2,000 a year into a high yield
savings account bearing
5% interest.




H EAI_THY I.IVl NG alcohol, tobacco, & drugs

Substances and your body

Home is where the heart is.

Your body is your home. A home you can’t move out of, trade, or replace. Unlike a home made of lumber and
nails, what you do in your home can’t be repaired. It stays with you forever. The consumption of alcohol, tobacco,
and/or drugs makes our homes grow old faster. Things can begin to break, look worn, and fall into disrepair
surprisingly quickly. Since substances can make a persgafeel good for a little while, they can make a user forget

the most dangerous dr lar smoker! “Just
year, more people aregj

other drug.
Drinking...

causing crac d those
bloating of th cause
face and sto . C drastic changes in a usd lity to live

aphormal life. lllegal dr always a
&i e equation. Th i

O

loss and sudd
swings. . ple, cocaine

in moderation!
Learn more at: https:/www.niaaa$ i AN e slammer! The food
brochures-and-fact-sheets/alcohol-facts-and and ght has to be bad fOI’ your
Tobacco all seriousness, a criminal record

Tobacco is a leafy plant which contains
nicotine, an addictive stimulant. In one study
of 20 often-used drugs, nicotine ranked third
most addictive, just behind heroin and cocaine.

Tobacco...

...stinks. Smoking smells awful and pollutes
the air. Chewing tobacco can stain the teeth
and cause bad breath and gum recession.

...has tons of harmful chemicals. If you smoke,

you are coating your lungs with tar, hydrogen
cyanide (rat poison), benzene (a gasoline additive),
and formaldehyde (a chemical used to preserve dead
bodies), just to name a few. That can’t be good for
anyone.

drugs take future opportunities away from
you. It's never worth it!

Learn more at: https://www.samhsa.gov/
find-help/atod

-..to be “addicteqd”
When addicted, a person will compulsively
seek out a substance despite knowing and

experiencing its harmful effe
Cts upo
and those around them. Pon themselves
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is to be chemically dependent.



'lEAI_THY I_IVING dietary guidelines

DIETARY GUIDELINES | 55 DALY roob crioices S/é USDA

"
|

Protein, Dairy
& Healthy Fats

PROTIEN

Prioritize Protein Foods
at Every Meal

Prioritize high-quality,
nutrient-dense protein
foods as part of a

healthy dietary pattern.

Vegetables
& Fruits

Whole Grains

Focus on Whole Grains

When consuming Eat a variety of colorful, Healthy fats are Prioritize fiber-rich
dairy, include full-fat nutrient-dense vegetables plentiful in many whole grains.
dairy with no added and fruits. whole foods, such as
sugars. Dairy is an meats, poultry, eggs,
excellent source of omega-3—rich seafood,
protein, healthy fats, nuts, seeds, full-fat
vitamins, and minerals. dairy, olives, and
avocados.

LIMIT HIGHLY PROCESSED FOODS, ADDED SUGARS,
& REFINED CARBOHYDRATES

Avoid highly processed packaged, prepared, ready-to-eat, or other foods that are salty or
sweet, such as chips, cookies, and candy that have added sugars and sodium (salt).




HEALTHY LIVI NG emergency action steps

Adult Life-Saving Steps —» 1N THE PANIC OF AN EMERGENCY, YOU MAY
EMERGENCY ACTION STEPS BE FRIGHTENED OR CONFUSED ABOUT WHAT TO DO. STAY CALM. YOU CAN HELP.
THE THREE “EMERGENCY ACTION STEPS” WILL HELP YOU ORGANIZE YOUR RESPONSE
TO THE SITUATION.

CHECK CARE

—= Check the victim for consci —+ Be plepned to give the dlﬁpngher
the exact 1ddlcss or location of

[hC emergency.
c J

—+ Help the victim rest co
ctim h()m getting dnl ul or ov uhc md —= Reassure the victim.

If victim i m e to sps Gh Ior‘inr@] O I If vigtim is not breathi
Give ab o hal thrusts (if person is LDma () b O O k Sum breathing

Tilt head back
and lift chin. pne slow breath

Tilt head back and reattempt breaths.

Look for and clear any
Repeat steps until breaths go in.

Give up to 5 abdominal thruss. objects from mouth.

If not breathing and no pulse - Give CPR

L Compress chest 30 times.
’ \ Give 2 slow breaths.

Repeat sets of compressions and
i 1 3;.' - . .
e R breaths until ambulance arrives.

Find hand position on center of breastbone.

Courtesy of:
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HEAI_THY I.IVlNG hotlines & helplines

GENERAL CRISIS

7 Cups of Tea

Boys Town Hotline (24 hrs.)
988 Suicide & Crisis Lifeline
National Hopeline Network (I'm Alive, Suicide Prevention)
National Center for Missing and Exploited Children (24 hrs.)
Teen Line

Online listeners
800-448-3000
988

Online chat

Alcoholics Anony
Substance Abuse

National Instit m A/(‘ﬂ/}/)/ﬁts@ifho@no I

ental Health Services Administration

ALTH INIFO D A t_e

888-4AL-ANON
212-870-3400

818-773-9999

1-800-662-HELP (4357)

niaaaweb-r@exchange.nih.gov

7cups.com
boystown.org
988lifeline.org
imalive.org
missingkids.org
teenlineonline.org
yourlifecounts.org
988lifeline.org

National Organizl
Office on Women'’s H

Rape, Abuse and Incest
Youth Violence Prevention

/
>........ﬂ
o

800-4-CANC
800-4-A-CHILD
800-999-6673
800-994-9662
800-222-1222
800-656-HOPE

Mental Health America

National Alliance on Mental Iliness Information Helpline
National Mental Health Consumers’ Self-Help Clearinghouse
National Eating Disorders Association Helpline

SAFE Alternatives (Self Abuse Finally Ends)

800-969-6642
800-950-NAMI

800-931-2237
800-DONT-CUT

selthelpclearinghouse@gmail.com

dbsalliance.org

https://mhanational.org/

nami.org

mhselfhelp.org

nationaleatingdisorders.org

selfinjury.com

SEXUAL ORIENTATION/GENDER

IDENTITY

Lesbian, Gay, Bisexual and Transgender National Youth Hotline
LYRIC (Center for LGBTQQ Youth)
The Trevor Project Lifeline (LGBTQ Ages 13-24) (24 hs.)

800-246-7743
415-703-6150
866-488-7386
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lgbthotline.org/youth-talkline/

lyric.org
thetrevorproject.org




HEAI_THY I.IVlNG breakfast — who needs it?

wellness

BREAKFAST

What does it take to get you
morning, besides a clock thg

fruit, and milk @& guxt I

akfast for the ay s oy
don’t have to t or eat somethmo a—:t e b O O k S

appeal to you do give your bodv a ost with

foods that will-=ou going7 /@
XXX .....

@ Cereal/energy bar
@ Cereal without milk fo 4%
(o]

@ Toast with peanut butter

Ny,
A ud depend leisurel
(V] Hardboiled egg (cook a few once a week su 1 'I'N‘ ess depends on a feisurely

— John Gunther

“Eat breakfast like a king, lunch like a
prince, and dinner like a pauper.”

— Adelle Davis
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H EALTHY I.IVl NG breakfast — myths & facts

wellness

BREAKFAST

gals, here’s a sampling of

what’s actually the most j around the globe:

You've probably heard

AvVsTRALIA: Eggs, sausage, and t&

stomach soon growls to be

ped b/ﬁ/«;fast often I BuULGARIA: Yogurt

e'elmg t/mt wouldD a t ebétali'p‘hxqos
caNd ¥} n

mach can’t handle food in the ]MN Rice an

really wants -

Sfruit.

You’ll get hu oy g . : White ¢ G s, black olives, bread

or without breakfast. e L cg seaweed) and cockles

Eating too much, especially at This morning [ ate
lunchtime, can make you sleepy. But energizing
breakfast foods perk you up and fuel your body

Jor the morning’s activities.

Tomorrow, I'm going to eat

Brealfast can’t be that important. My favorite weekday breakfast is

| INSXYY Skipping morning nutrition can affect
your ability to focus and learn and leave you
Listless. My favorite weekend breakfast is
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H EAI_THY I.IVl NG posture — lighten your backpack

wellness

POSTVRE

achlng (atc >se weighty (an¥ be unnecessary)
items:

While it’s convenj ¥ have everything with you
and not have to r locker, hlgging all that B A too-hefty notebook
weight around |

yQur bo ] .
B Extra pair of shoes
Start by buying twmgl 3 1@1 @] I B "
oo

you fiffishe

N \
Qeda[ he e t@rmd etl d leave at

Pack for the d rrvmg only what y

total weight sl l- n’t be more than 20 percent of ~N 01 1c
your body wel nd some who trcatsbackepsice ¢, 7@ Aty
in teens say no e than 15 percent. Weigh 100 1

pounds? Pack | an 15 or 20 pounds. B Water bot
fountains

shoulders.

Weigh In

Stand on the scale with your backpack. Now stand
without it. How much extra weight are you packing?
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H EAI_THY I.IVl NG sleep — getting enough zzzs?

wellness

SLEE?P

g
ZZZs?

a0
' That makes creating oo of getting to bed 8.5
Sleeping th?ough firsta periods means you to 9 hours before you n8 et up all the more
only need six hours mg ight, right? If only. important. Think of it as t much like you

would for sports.

When you doze of]

value of continuo 3 h. 2k in the
through differen s while you sleep, and these ing. 2 ake 1 roofle Wark and cool.
cach take a certs ount oftime, you need a If you have trouble éctti}lé 1o sleep a while.
single strech o B co oo {E lhhé @ I Surely one of your textbooks will hd — u nod off!
doctors say.

tl) 0 20 to E

eekend

Ll} : san tl ]€

Late Nigh = atural for Teens w;;@ly carly=
For teens, the addcd ch allenge \vH 1.[, conu.. /th ove

s, your circadian rhythm, an
internal clock, is Its ticking keeps you awake

If your night’s sleep isn’t as long O f body needs,
later in the evening

you're sh(n tdl anging yourself, ME@Rough sleep

pts you to want to sleep
noe for teens is that

alarms ring earher than
to get up for those early

B Not being able to pay close attention when
you're driving

“Sleeping is no mean art: for its sake
one must stay awake all day.”

— Friedrich Nietzsche
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HEAI_THY I.IVlNG sleep — true or false?

wellness

SLEE?P

True, you may be a night 4 and in fact, most : in equal portions by
teens are. But you can ¢ a regular time to all living things. Anima
hlt the plllOW and de Sleep routine that with dif‘fcring average nu

fits your early-mor ool schedule. A tip for different species.
feeling tired whe e to wind down: avoid

caffeine - an ingg in many colas, teas, coffee, THE SHORT SNOOZERS!
and chocolate. eep you wide-eyed long Giraffe ® 1.9 hour

after you shou

° ‘ Horse W 2.9 hours
eep on Swg@kt) O O I ‘lephant M 3.3phours
You may sleep ber, but there’s reallyzaot e bcﬂ QKK S

ep. It’s far better to

c ¥to get a A,(.);?. 3.6 o
o ery night. For teens, that’s A A&
8.5 or 9 hours much more or desscotdd ‘b’&o...f"ﬁHE EEPER
detrimental.

Dog
®

As long as I get\&  Wuyrs sleep, ['m good. Cat B 12.1 hours
That’s not true if\& g®icht hours is interrupted, Tiger @ 15.8 hours
in, say, a nap after and then only a few Pvithon M 18 hours
hours over night. Y3 d to sleep through every ython T 16 hours
sequential cycle to ge full benefis.

If I sleep as much adults y ASleep and Aw,

474 Ll sleep my

life away. Rip Van Winklg
Well, you'll only sleep a third of 1 straigh A aoa that’s a fictitious tale.

#RC side, Randy Gardner set a world
record in 1964 for time without sleep. The 17-year-
old high school student from San Diego stayed
awake 264 hours - 11 days straight.

energy and health for the other two-thirds.

“Take rest; a field that has rested gives a
bountiful crop.”

— Publius Ovid Naso
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H EAI_THY I.IVl NG stress — life spinning out of control?

wellness

STRESS

in balance - homewor That’s where good
job, friends, and ti self. days, est, healthy foods, ¢ accept the things
you're not sure whg , is i
your life

uggling Itk S C h |
] gg g i O O metimes you Ce CSS. Stay
Most parents e the first to 1dmlt toc f en you
teens have sig T@nc stress. lhcrc are s 7 N &k bio .
demands on , i
Keeping all th lls in the air md 1Lh1€\1ng 1ll cidtmeLraciZ Aory day athletic

takes your mlnd off the little and big challenges and
allows you to simply be.

“A vigorous five-mile walk will do
more for an unhappy but otherwise
healthy adult than all the medicine and
psychology in the world.”

— Paul Dudley White
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H EAI_THY I.IVl NG stress — signs of stress

wellness

STRESS

B Feeling irritable
B Always rushing

“The greatest weapon t stress is

our ability to choose o ught over
B Feeling like being picked on another.”
B Getting a — William James ‘%‘
: <
B Losing st ‘—“
B Feeling s t E
o
Chill Out =

© Take deep s s oigSoc 1s nothing e dfhers and

© Get good rest
© Eat healthy foods

© Get some exercise
@ Find someone to listen
© Give yourself positive messages

© Set priorities to help you relax?
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H EAI_THY I.IVl NG water, water everywhere: why it’s good to drink

wellness

WATER

@ Freeze a glass or mug and with cold water
for a cool treat

s in soda pop, juices, and
flavored sports g , why \x ould V()u choose water ©@ Take a bottle of water with y3

O I © Drink water even if you aren’t
Maybe becaus o d like to avold th( 11u

The sugar. T ensc. |he 1fteltlste ’ ) 91 q b
maybe you'd b give your body a h y boost Q_Kb\

a dose of wha beds to function well, a measure 5 qL fy-dsinl a e
feel well. 00000, . ' .

Many say it depe
hot it is, what the climate is like
and how much you sweat.

You don’t want to slosh arouy do turn to
water frequently. Keep yo

“Water is the only drink for a wise man.”
— Henry David Thoreau

“If there is magic on this planet, it is
contained in water.”

— Loren Eiseley
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HEAI_THY I.IVlNG water — your body’s full of water

wellness

B Your blood 3 pCICfSV’ltﬂ I Sleepiness during the day
|
B Your must - =gre 75 p |1| O O Trouble doing math

BV O A Dateb@@ks

Water is indeed C 4d8s cracke . Consider 0 When I got up

O After [ brushed my teeth
© Helps you digé b vitami [ Between classes

O At lunch
I After PE

© Boosts your energy
© Helps your skin

© Reduces the risk of certain cancers

O After sports activity

© Gives you a feeling of fullness, which may help

you avoid overeating

0 At supper

. ) O Later in the evenin
Another important benefit: Water is free! 8

“Water is the best of all things.”
— Pindar
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H EAI_THY I.IVl NG internet safety tips

BE SMART! BE RESPECTFUL! BE SEI:lIHE'

The internet is a real-life place with real-life dangers-Be 3 eps to keep yourself safe online.

Be Smart!

Be Respec

Remember to hers online as you would want to be treated. Don't
at you@®uldn't s ordo to someo eface to-face.
and resp to 0 |s serious

Be kind, cou

and a crime E y states. a e b O O k S
Be Secp=3! - )y

The online s not a game. It is real life, Kgqring your paiR9 al grid

financial infd on safe is important. Here are a e\./\ft?ps

keep yourin

X Ifitisn't reqt
X Keep your pd

best friend. Cha password(s) periodically.
X Pick a password tF mbers and letters, varied
capitalization, and

HAVE YOU OR SOMEONE YOU KNOW ...

.. ever had money stolen from them online? Discuss
.. ever posted something or had something posted they would rather not have online? Discuss
.. ever accidentally or purposefully sent an email or text to someone and hurt their feelings? Discuss

Why is it important to be smart, safe, and respectful online? Answer on a separate piece of paper.
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HEALTHY LIVlNG internet safety pledge

books

t
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HEALTHY LIVlNG internet safety pledge

books

t
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H EALTHY LIVl NG real world safety pledge

books

t
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HEALTHY LIVlNG internet safety pledge

books

t
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H EALTHY LIVl NG NetSmartz for tweens

books

t
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H EALTHY LIVl NG NetSmartz for teens

books

t
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HEALTHY LIVlNG social media safety for teens

SCh[ggtlebooks

~
~ 7 .
[}
®
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HEALTHY LIVlNG tips to prevent sexting for teens
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H EALTHY LIVl NG evaluating internet sources

SCh[ggtlebooks

A
)y
[ ]
®
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HEALTHY LIVlNG KidSmartz: rules for calling 911

SCh[ggtlebooks

~
~ 7 .
[}
®
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HEALTHY LIVlNG KidSmartz: the common tricks

SCh[ggtlebooks

~
~ 7 .
[}
®
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HEALTHY LIVlNG KidSmartz: how to say “no”

books

t

74




H EA I_THY I.lVI NG Abuse & Healthy Relationships / Prevention Education Overview

Do you know an important part of safety is protecting your body? Just like you wear a helmet to ride a bike,
there are important safety rules to remember when it comes to keeping your body safe.

What is a safe grown-up?

¢ A safe grown-up treats you with love, respe

Surprises are
like a special bi

It is always brave to tell. Remember: Your body belongs to you!
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H EA I_THY |_|V| NG Abuse & Healthy Relationships / Prevention Education Overview

As a teenager, you can be an advocate for yourself and others by learning how to spot potential abusive
behaviors and body violations. If you or someone you know is being abused, tell a trusted adult. Remember,
your body belongs to you, and you have the right to speak up if anyone crosses a body boundary.

Important definitions of abuse:

involves pressugy involve being
exposed to sex al photos

grandparent, aun

I
CYBER TIPLINE: www.cybertipline.org

e |f an adult or older teen sends you sexual images or
videos of a minor, report it online here.

LOVE IS RESPECT HOTLINE: 1-866-331-9474

e Call the number above or text “LOVEIS” to 22522 to talk with
someone about dating violence and healthy relationships.
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988 Suicide & Crisis Lifeline

I'm hanging in there.

N
O Call, text or chat ...

SUICIDE & CRISIS
LIFELINE

For free, confidential support-anytime.
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SUCCESS SKl I_I_S tips for improving your memory & taking standardized tests

TIPS FOR IMPROVING YOUR MEMORY

{1}
{2}
{3}

4}

{5}
{6}
{7}

{8}
{9}

Keep notes, lists, and journals to jog your memory.
Decide what is most important to remember by looking for main ideas.
Classify information into categories. Some categories may be:

a. Time — summer, sun, swimming, hot

e. Wholes to parts — bedrog

f. Scientific groups — Flg

Look for patterns. T'
also could make a se

Visualize the i tion in your mind.
a. See the pig early an g *i(( . h O O I
b. enlarge (HMMEs.
c. Seeitin imensions. D a t (
d. Put your o the picture. ,-q\
e. Imagine on taking place. ~ '
. o e000000e, 7 )
pn together to givé it meaning. %

{1}
{2}
3}
{4}

{5}
{6}

{73

{8}

{9}

Eliminate any answers that are clearly wrong, and choose from the others. Words like a/ways and never often
signal that an answer is false.

If questions are based on a reading passage, read the questions first and then the passage. Then go back and try
to answer the questions. Scan through the passage one last time to make sure the answers are correct.

When you finish the test, go back through and check your answers for careless mistakes. Change answers only if you
are sure they are wrong or you have a very strong feeling they are wrong.

Do not be afraid to guess at a question. If you have a hunch you know the answer, you probably do!

{10} Use all of the time allotted to check and recheck your test.
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SUCCESS SKI LLS listening & homework skills

LISTENING SKILLS

Listening (unlike hearing, which is a physical process that does not require thinking) gives meaning to the
sounds you hear. It helps you understand. Listening is an active process that requires concentration

and practice. In learning, the teacher’s responsibility is to present information; the student’s responsibility
is to be “available” for learning. Not listening means you will be unable to learn the material.

To help develop listening skills:

—=  Approach the classroom ready to learn; leave g
Try to avoid distractions.

L T T

+

+

he longer you are able to retain it. Not doing your homeworR
is self-defeating behavior.

— [t is your responsh
ask a classmate o
be turned in. If yo
are out.

o find out what you have missed when you are absent. Take the initiative to
what you need to make up. You also need to know when it must
ent for several days, make arrangements to receive assignments while yg

about using the TV or list8
before you begin to work.

—=  Prioritize your homework so that you begin wit
then do the daily assignment, etc.

—+ Study for 30-40 minutes at a time, then take a 5-10 minute break. Estimate the amount of time
it will take to do an assienment and plan vour break time accordinglv.

79



SUCCESS SK”_LS successful notetaking

SUCCESSFUL NOTETAKING

+

IR

Taking notes reinforces what we hear in the classroom and requires
active listening. Having accurate information makes your outside
study and review time that much easier. Good notetaking requires
practice.

Be aware of each teacher’s lecture style; learning how to adapt to

certain requirements.

Date each day’s notes, and
provide outlines that te
teachers will deliver
notes. Most teacheg

res and expect you to write the mfolmatlon in your
phasize important points by stressing them or repeating
) 2

t d y()ul notes when you review thun
If you make 4 ake, a sit IC hgg @ml is less time consuming than trying to eras
whole thing m will savees ulw n of th Iectule Don tc pv your notes over t
make them o rite them neatly in th e: fL your time.
Write notesis e right two-thirds of t eboo k page. Keep fbﬁ crt one- thnd ree foL T f
questions o P ghlight the really important points in the d1 ion. -

Listen for k hs. Write them down in YOULR%! \V()ldm

teachers say! b teachers will usé the chalkboar , an ?)O
outline these

Soon after cla
your notes in
pertains. Highli§
2/3 side of your

. ®
le the information is stlll fresh in your mind, create questions directly related o
column of the papu Plau thcsc qucstmns across hom the information to W

Review your notes daily
the material.

Use a creative approach, not the standard outline form.

Keep class lecture notes and studv notes together.
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A
SUCCESS SK”_I_S helpful hints

THE SUCCESSFUL STUDENT'S

( BAG OF SKILLS )

" LAUDABLE LISTENING

m Concentrate on what the instructor says.
® Avoid distractions.
= Pay attentlon to the Iecture angd

* MEMORY

m Use a variety of avenues (listening,
notetaking, reading, online resources, etc.) to o
improve your chances of retaining the material.

m | ook for the main ideas, then find out how they all
relate.

® Use mnemonic devices. For example, make a
word out of the first letters of the items you are
trying to remember. To remember the five Great
Lakes, think of HOMES: Huron, Ontario, Michigan,
Erie, and Superior.

°
:o m Make up rhymes using the

information you want to remember.
® Visualize the information or make
up a story using the different facts
you must recall.
m Use and review the information as
often as you can because repetition
is the key to a good memory.
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SUCCESS SK”_I_S about cheating

{ WINNERS NEVER CHEAT. )
CHEATERS NEVER WIN.

IVAS ATEST OR ANYTHING IMPORTANT!"

250 ﬁZ‘Lmtvﬁnh,gchk S

What hoppens when Jou act n
Don't be fosled; somedd el

Cheaters:

o.
R IREEL BADLY ABOUT CHEATING,
4'0 TO ADMIT IT OR NOT.
[ J

WHICH IS IMPOSSIBLE AND A WASTE
OF PRECIOUS TIME AND ENERGY.

ARE USUALLY CAUGHT. WEB-BASED
ANTI-PLAGIARISM SERVICES AND

CHEAT-PROOF SOFTWARE MAKE IT EASY

FOR TEACHERS TO ROOT OUT CHEATERS.
YOU CAN'T CHEAT FOR LONG WITHOUT

SOMEONE EVENTUALLY UNMASKING YOU.
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SUCCESS SK”_I_S plan to get ahead

 PLANTO GET AHEAD!

B nization Use this datebook to write down all the homework, p , and events

for which yog're responsible. Also, ensure you have a
&@Ohw@cc‘rectly and on time.
Dateboo

lihe Managemen

ide specific times for routine tasks (e.g., homew ehold chores).
ut time for everything you have to do, such as travel to sc oﬁ? attend tea [ lices, and go

q Setting Goals Just wishing 10 get better grades or to excel in sports accomplishes
nothing. You need an action plan with clear, attainable goals. Goal-

setting also lessens your stress by making you feel more in control of your life. When setting goals:

— Write them down.

- Be specific.

— Set specific time limits, whether they're for 6 weeks, a semester, or a year.

- Be realistic. If you're a “C” student in math, set up steps for attaining a “B,” then set steps for getting

that “A.”

— Develop a plan for reaching each goal. Make a list of the tasks or steps you need to complete.

— Share your goals with others to gain their support.

— Visualize your success.

— Build in rewards for yourself when you reach each goal.

83



SUCCESS SK”_LS plan for success

SUCCESSFUL PEOPLE DON'T BECOME SUCCESSFUL BY LUCK. THEIR SUCCESS IS THE RESULT OF SETTING
pLAN FOR SUCCESS GOALS AND WORKING TO ACHIEVE THOSE GOALS. IN OTHER WORDS, SUCCESSFUL PEOPLE PLAN TO

SUCCEED. YOU, TOO, CAN PLAN TO SUCCEED. DON'T PROCRASTINATE. GOOD INTENTIONS WILL NOT
HELP YOU SUCCEED. START PLANNING FOR SUCCESS TODAY!

{1} Organization - Getting organized is the first step to success.

—  Remember that you are responsible for knowing about and completing your assignments and
special projects.

— Use your datebook to write down you
and home responsibilities.

—  Make sure you have all the g
homework.

{2} Time Management -
to do both the things

rricular and social activities, as well as home responsibilities.

b your time plan, but be flexible. For example, if something happens that makes
you to do homework during the regularly scheduled time, plan an

o do the f()mu Llh I
{3} Set Prioritie m ou have d i 11@ kQ)s t priorjties.

—- pin 1, 2, 3 order. Start \B a 1oepbn kilSon
—+ P omework, start with the subject in which you 71ﬂ!< ’)z’ 105t 7P

- Check o

—+ Ifyou fr

{4} Set Goals - ] m

—+ Be spc’ciﬁa Lis
home activities.

in Algebra at the beginning o
by setting a short-term goal of “ MSIA v 111 give you the

confidence to raise your goal for the next

+

Draw up a step-by-step plan of action for reaching each goal; then go for it!

+

Write your goals down, and put them in several places (your locker, your datebook,
your bulletin board) so you will see them several times a day.

—+ Share your goals with others — your parents, teachers, good friends, etc.
They can give you encouragement.

—+  Keep at it! Be determined, and keep a positive attitude. Visualize yourself
achieving your goals.

—+  Reward yourself when you reach a goal.
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SUCCESS SK”_LS basic résumé writing

BASIC RESUME WRITING

The Functional Résumé Format |

{1} Header: your name, address, phone number, email address.

{2} Job objective: a short statement describing how you can be of
help to the employer and what you intend to do (e.g., sell, design,

The functional format is useful

for graduating high school or college atement highlighting your
students who do not have extensive 510U Ou R

l)f? grouped under headings, such as Offict
Experience, or Planning/Organization.

s to keep your résumé looking clean and pr@ma ‘

Use good q aper; a neutral colos,esuel? 8¢ \Qlﬁ?@(tdg)‘ﬂ 7, I)rec

IR TR TR N I BN B A

Use Action Words to DesE

accomplished classified

activated communicated

administered completed facilits

advanced computed formulated

advised coordinated gathered managed
analyzed created generated organized
applied critiqued guided outlined
arranged delegated implemented refined
assembled designed improved reorganized
attained determined initiated streamlined
automated developed instituted trained
budgeted devised instructed updated
calculated engineered introduced utilized
charted established invented wrote

85



SUCCESS SK”_I_S basic résumé writing

SAMPLE RESUME

1234 Oak Street
Anytown, IN 49503

.an_\l)od} (zZ\L mail.com

A position using my computer gmphic and illustration

skills to design websites.

GUAL&A@\Ih Q SQU Il[LILS[ n web duwn andpcomputers
1 iz db )]O S
llLlll creative 1[)1 1t ]

- Self-starter

i)
e

- Self-taught in computer graphI™s

- thS[l';{[Cd SCh()()l newspaper \\'i[h my own C lp art

- Assisted in design of school website for 1.5 years

- Experience with Microsoft Office

Knowledgeable in both Windows and Apple computg

West Central High School
(Graduating in May 2019)

REFERENCES - Available upon request
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SUCCESS SK”_LS preparing for college

PREPARING FOR COLLEGE

The College Application Process

{1} The application process begins in NINTH grade. Your grades and coursework will directly
impact your admittance to college.

{2} Fill your schedule with a variety of subjects and difficulty. Colleges are looking for well-rounded
students who are highly motivated. Do your best in each classeDa not let a class slip because it does

{38} Take the SAT or ACT in time to in
{4} Look at as many potential collgg
{5} Visit as many campuses as

colleges beginning in early fall of your senior year. You can
ce office or online at university and college websites.

{6} Send applications to p

{7} Fill out any poten

{8} Allow at least tw

{9} Many schools pond to your application within four to six weeks.

{1} Talk to your elor 1)()5 6()hn® Q\sslg hedule with coursework in English, foreign
language, so dies, science, and mz nlD s. au u mb 6Stbltht many mathe
courses as pRPTEE. S

{2} Colleges ard

{3} Find out w tential universities are visiting your school 8™whe
. E r03000g
to potential cs. %o,

{4} Itis best to 0
{5} Take a course

{6} At the beginnirt
{7} Take the SAT or

P g for well-rounded students in the arts, bll\lll(%fq\llﬂl ar

{8} Start applying for any
{9} If you know your intend Qi

e suminer as possible.

{10}Plan to visit as many college 4’0
Steps for Seniors O
{1} Attend as many college fairs as possible

M31n3y . 1NHd vo

{2} Visit as many institutions and universities as possibI¢

- puses when classes are in session.
(Not spring break, Christmas, or any major holiday.)

{3} When visiting colleges, meet with the admissions office and financial aid office, and with professors in your

intended field of study.
{4} Talk to older friends and students about that particular college or university.

{5} Ensure that your SAT or ACT scores meet the requirements of the colleges and universities that interest you. If
necessary, retake the entrance exams.

{6} Make a list of admission deadlines at the colleges you are interested in attending.

{7} Submit completed college applications to your guidance counselor, and be sure to include any application fees.
{8} File a financial aid form.

{9} Inquire about any available scholarships, and be sure to meet the appropriate requirements and deadlines.

{10}Keep a file of anv correspondence from potential colleges for future reference.
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SUCCESS SK”_LS manual alphabet

AMERICAN SIGN LANGUAGE




SUCCESS SK”_I_S leadership — tap your leadership experience

Tap Your Leadership Experience

You’ve got more experience building consensus than you might think.
Create a list of times when you:

» Got a stud Aim tog™cide qu a project:
3" ‘Scho'
chool

'l |
» Decided @™t music a car full Deéetvﬁd@ggoo KS

rﬁf\ 7 Q
0000 s T

» How did participate in’ the discussior*e

k there in these everyday situations you could use to imp
o slills?

SOME GOALS

» I’d like the world to build consensus on:

“THE BEST POLICY IS
MADE WHEN YOU ARE
LISTENING TO PEOPLE
WHO ARE GOING TO BE
IMPACTED. THEN, ONCE
POLICY IS DETERMINED,
YOU CALL ON THEM TO
HELP YOU SELL IT.”

— Elizabeth Dole

» At school, we might work to build consensus on:
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SUCCESS SK”_I_S leadership — diversity

Diversity

Involve All People

Enrich your ghod
by meeting 2 e
people of di 0 2N
from many c \'o'ie

SOME WAYS: ¢

» Befriend peopleoo the
ethnicities ®
4

» Learn about the world %o res I
» Volunteer at a local internatthslﬂsu > .I.Niﬂd

center

» Welcome international students
to school

» Speak up when others make
inappropriate remarks

» Learn a new language

» Watch the world news

90

te effective for it.




SUCCESS SKl I.LS leadership — make a commitment

Make a Commitment

Leaders have a particular responsibility to bring diversity to a group and to see that it’s
nurtured and valued. It’s not only the tig our group will be better for it.

“YOU DON’T GET HARMONY WHEN EVERYONE SINGS » Reducing conflicts at school and
THE SAME NOTE.” in your community

— Doug Floyd . . .
» Improving listening and

communication skills

“WE ARE OF COURSE A NATION OF DIFFERENCES. » Expanding understanding among
THOSE DIFFERENCES DON’T MAKE US WEAK. people

THEY’RE THE SOURCE OF OUR STRENGTH.” _ S .
» Curbing discrimination and bias

— Jimmy Carter

» Creating opportunities for new
learning and experiences
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SUCCESS SK”_I_S leadership — empower, inspire

Empower, Inspire

Lead Rather Than Dictate “Do’ this.’i “Do that.” Who needs it? Not those

T8
envelope I'.: ) S
for help ‘&nni
to cover it m
principal, D i
members { (1

v
» Don’t tell thé@,+
refreshments.¢
to contact the
special proclamat

» Don’t tell someone tc
podium. Instead, invite U 0,
member to say a few words al 5145
a particular project.

Yes, stuffing envelopes, bringing “TELL ME AND | WILL FORGET. SHOW ME AND | MAY
refreshments, and setting up the REMEMBER. INVOLVE ME AND | WILL REMEMBER.”

meeting room has to get done. _ flinese Praver
Make sure everyone rotates through
those tasks, including club leaders.

When you want members to “ACTION SPRINGS NOT FROM THOUGHT, BUT FROM

A READINESS FOR RESPONSIBILITY.”
— Dietrich Bonhoeffer

feel like they count, give them
meaningful opportunities to
participate in your group.
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SUCCESS SK”_I_S leadership — follow through

Follow Through

SCh[S)(?tlebooks

,\f'\@ - 1as its
S
. bd about

» Ever told yo (€
“Someday I’l{ ¢ “h
skateboard”? Yo@,oaré
going to empty Lo. shwa
soon”? A teacher, 47 I’
to look at that book so“fppe”?
Or a group you’re in, “On
I’m going to gather all that stu

Sy,
up and turn it in”2 “BE TRUE TO YOUR WORK, YOUR WORD, AND

Doing those things, keeping those YOUR FRIEND.”
promises is following through. — Henry David Thoreau
Making that a habit makes you

a person of your word, someone

who can be counted on and a good

leader. “YOU HAVE TO HAVE CONFIDENCE IN YOUR

ABILITY, AND THEN BE TOUGH ENOUGH TO
FOLLOW THROUGH.”

— Rosalynn Carter
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SUCCESS SK”_I_S leadership — organization

Organization

Get Organized for Success

for the keys? Or wa

notebook or packe OF CLUTTER,

SIMPLICITY.”
» KEEP A CALE} Albert Einstein

Organizations §
you can find j
assignments

It’s also key
direction, ¢

Getting and
things done.

(o) C.
» Got a friend, family membe:! 415[45 Pand lectures — and free your
or teacher who always seems to .

have their stuff when and where
they need it? Ask them how they
got so organized. People who are
organized love to talk about it,
and you’ll likely pick up a couple
of ideas you can use.

“ORGANIZING IS WHAT YOU DO BEFORE YOU
DO SOMETHING; SO THAT WHEN YOU DO IT,
IT IS NOT ALL MIXED UP.”

— A.A. Milne
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SUCCESS SK”_LS leadership — leadership qualities

Leadership Qualities
Load Up on What Leaders Need

Heard the phrase, “born leader?” Dogaisbeli it. Good leaders learn and
then prachce their skills, ju

f view.

sTANDARDS P This o 415’45& > lN\ﬂd “o. to raise the bar, rise to the

occasion, and go beyond the B@E8® caders set and achieve high standards.

HumiLity P With all your success as a leader, shouldn’t you get to brag a bit? No.
Good leaders give credit to the workers, volunteers, the whole team. Humble
pie, you'll find, is pretty tasty!

INTEGRITY P With so many looking up to leaders, expectations are high. That’s
where integrity comes in. Be true to yourself, your group, your cause. The
highest ethics and truthfulness will serve you well.

PASSION P Good leaders do more than care. They passionately care. They go the
extra mile. And passion inspires other to act and stay committed.

v = T 0w mMm QO >mr
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A
SUCCESS SKI I_I_S leadership — how do you rate as a leader?

How Do You Rate?

Becoming a good leader is a process.

Rate yourself from 1 to 10 ach of these areas so you'll
know the qualities you v DY

10
10
10
10
10
10
10
10
10
10

VvV VvV VvV vV vV vV vV vV v Vv
O O 0O 9O O 0O O vV VvV 9O

» F (o) ’ ’ ow fl’) e LEADERS DEVELOP UNIQUE STYLES. CONSIDER THE

DIFFERENT APPROACHES OF THESE LEADERS:
Leader
» Barack Obama » Malcom X

» Hillary Clinton » Winston Churchill
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SUCCESS SKl LLS leadership — a good leader shares credit

A Good Leader Shares Credit
| Who ‘Dun 12 |

Everyone loves a mys'rery, b

credit for a whole team_ o“\}( [

» Look around, from the desk in the next row to

the supper table at home to your community “MY GRANDFATHER ONCE TOLD ME
and nation. Who do you know who shares the THAT THERE ARE TWO KINDS OF
credit generously, sincerely, and without a PEOPLE: THOSE WHO WORK AND
personal agenda? THOSE WHO TAKE THE CREDIT.

HE TOLD ME TO TRY TO BE IN THE

FIRST GROUP; THERE WAS LESS
COMPETITION THERE.”

— Indira Gandhi
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SUCCESS SK”_I_S leadership — teamwork

Teamwork

Collaborate to Win

Is your club stuck in a rut, doing

SCh[S)(?tlebooks

A
~N _
e/

red by

o

» You know the ty Q@ o't
all about me.” The °4 aly
good leaders, becausc “me
too focused on power, ccC nd
attention. Leaders who are i 5145
on group goals know it takes everyoiic
to reach them, sometimes even

partnerships outside the group. NONE OF US IS AS SMART AS ALL OF US.

— Ken Blanchard

“TALENT WINS GAMES, BUT TEAMWORK AND
INTELLIGENCE WIN CHAMPIONSHIPS.”

— Michael Jordan
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SUCCESS SK”_I_S leadership — finding places to lead

Finding Places to Lead

Looking for an organization to team up W|’rh for an event or activity? Find one
with similar goals, whose mission cog . Or think about a group

D SCHOOL TEAMS
spirit day? 4

CHARITABL = EC

funds for

camps for klds

ingenuity.

Any group that shares a similar 415[45 PEroups might join you in a
with yours is a prospect for a one-tim¢

int meeting or hool or publi .
joint meeting or a school o pub ¢ Association of Women Business Owners

event. There’s power in numbers, so -
increase vours! O Chamber of Commerce
Y ' O Friends of the Zoo
O Kiwanis
O Lions Club
“ONLY WHEN MEN ARE CONNECTED TO [N
LARGE, UNIVERSAL GOALS ARE THEY ptimists
REALLY HAPPY — AND ONE RESULT OF O Other:

THEIR HAPPINESS IS A RUSH OF
CREATIVE ACTIVITY.”

— Joyce Carol Oates

99



CHARACTER defining character

What’s CHARACTER all about? ..

“What lied behind us and what lies bepate us
ale &mall mattehrs C&IHFG—M ta what lies
within wa&.> - raen v

C”lZENSHl - People of strong moral character don’t sit on the

sidelines. Contribute your “fair share” — participate fully as a concerned
student, volunteer, and voter.

TRUSTWORTH'NESS Trust can’t be granted; it can

only be earned. Deliver on your promises. Act honestly at every turn.

EI\]PAT}"{Y When you empathize with others, you go beyond kindness

and caring; you truly begin to see the world from someone else’s perspective.

RESPECT Respect for yourself and for others is an integral

component of character. Without respect, caring and empathy are
empty expressions. Respect is what enables us to accept and
appreciate others’ differences.
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CHARACTER people of character

The qualities of a 51«’/3‘!' man are “vigion, infeng‘q,
. covrage, underdanaling, the power of articulation,
and profundity of character”

O NOT sy,

~ MARTIN LUTHER KING, JR.

Evelyy chaice gau make helps Jeﬁn@ the

kind ag pehdan gau ake chacding te be.

“We learned about honesty and integrity — that the truth matters ... that
you don’t take shortcuts or play by vour own set of rules ... and success

doesn’t count unless you earn it fair and square.”
~ MICHELLE OBAMA
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CHARACTER volunteering

Discover the power of people working
together for a common cause.

— Make connections in your community's social

service and business networks.
—  Build your resume.
— Promote the causes you consider important.
— Feel good about yourself!

— Stretch yourself while you explore something
new and exciting.
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CHARACTER anti-bullying

/
anish Bullies
Banlsn DUIIEeS
Look around you. How
many times a day do

you witness someone
being a bully? Bullies are those bad gpg i9AQ

or Disease Control

Sources: USA Tod;

ing, hair-
ng, biting.

- ly
| ¢ e Ahowy,

es pjck on people the
tebooks

friends ande Iow stude

know uoy.@;o?n ,

*eermagnd s

m ere orggcfrh . @J|

n do. For starters: at n

report threats, drug use, uec PONs

2ssion, etc. Remember, there's a

Stick with the group. Whenever possible, avoid be-
ing alone.

~
As you go through your daily 4% Walk away. If you see a bully or someone who
activities, in and out of school, looks suspicious, take another route.

€xude confidence. You're less likely to be
stay aware of your personal targeted by attackers if you appear poised

1
, . k. ’I and unafraid.
safety. Don’t be paranoid; just ! ' o
) Follow your hunches. If a situation feels
be aware. Awareness is the creepy, get out of it.

Keep your eyes open. When you're out in
To reduce your public, stay aware of the people around you.
contending with situations in chanpes of Also, key in on what they are doing and why
physical harm: that makes you feel uncomfortable.

Be in the know. The better you size up a
person and a situation, the safer you'll be.

best strategy for avoiding or

which you're at risk.
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CHARACTER bullying: it’s not ok

Bu"ying iS a form Of abuse. finishing school, and some even spend time in jail

. . . later in life. Teens who are bullied by older classmates
It is an intentional act meant to hurt another pe o5 become bullies themselves, perpetuating a

emotionally or physically, and it’s not O o NOT SUB

Then you've most like e target of a bully.
students are bullied at

school every year. € together we can

| gaglld pegson of any age. | tend to
s i t@n , algd/or more popular than m
targ cckequit ; toagl b albit
m @ aos ik thelggle L@O
pointin tim,gf'\ ] >
2

| could
yone. Bullies tend
others who are new

erent in appearance, or
i self-esteem. | might be tall,
, or a different religious background
ight be in the wrong place at the
he bully has picked me, lam

than the bul 9

® )
| am not directly involved §
wrong timg d’ y o

am present when it occurs. | o

érut;l.ty: The aFt of harming another, who has no means of defense, for pleasure R “&M@k {55
Toa : To continuously torment another in order to get a reaction, .
arg.et: A person whom a bully often seeks out as a victim.,
;\l'neas!ng: Tormenting another in an often clever but cruel way. ]
anipulation: The act of dishonestly influencin .
: ' g others for per:
Fear: The emotion that holds bystanders away fi R

The emot rom helping a victim.
Bully: An individual who regularly menaces others for personal gain.
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CHARACTER bullying means more than you think

Sometimes we tease our friends playfully, but when
does it go too far? When does playful teasing become
taunting? Teasing and taunting both involve making fun
of someone, but taunting is mean and one-sided.

TCASE Vs, TAUNT

Is it a Tease or a Taunt when...
if offended, the teaser doesn't stop......,
| tease someone | know, who can a@iilg \ \ ZAAIAGS DaCK.........ccovvcrrerere D

(Circle One)
Tease / Taunt

P else’s feelings because | was jealous?

becausejtynade me, feel better about myself?
a ougas di ct w o (fprticipate?
ically hurtso, e@el b c@h@re ifferent?
pne’s property on purpose tgpeaglke thagn ugsetZ
bxt messages, emails, or sprin@nge
of someone else simply beligug#| could?

they are bel
a bully.

When we routinely hurt others
on purpose, we become
bullies.

:::Lc:::)t(; ;\efee;ir}lg' of r::etsenl';ment towards someone because of that person’s success
rad s- Bullies often bully other people because th j

Victim: A person who has been bullied. ereleslovsof them.

Ashamed: The feeling we get when we wish we had done something differently.

l"d“ ect Bu"y"lg- I l e Spl ead“ Ig 01 rumors, gOSSlp Oor anor |y|“ou aCtIOI 1S tI 1at are
'’
’ S

Cy!)erbullying: Using the internet to bully
Twitter and Facebook postings,
Anger: An emotion we feel wh

- text messages, unpleasant emails,
etc. to damage someone’s reputation.

en bullied. Also an emotion that leads to bullying.
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all examples of physical bullying.
physically is never ok, even if they

.Tease /Taunt
.Tease /Taunt
.Tease /Taunt
.Tease /Taunt
.Tease /Taunt

(MSERAKE.

& comes out on top!
Q When he was a teenager,
° Justin had terrible acne and
5 was picked on for trying to
become a singer. Now, he is an
international pop star. Justin says:
“When you're a kid | think you try so
hard tofitin and when you get older
you realize that fitting in isn't really
the thing that’s more interesting ...|
would not be here if | would have
listened to the kids who told me
Iwas aterrible singer and I was

asissy ... Be different”



CHARACTER i‘m being bullied

What should | do? .

Don’t:
X Engage the bully It may seem
don't taunt ba obvious to not
exactly what § ant. contribute to
X Show you're bullying. But, it
keep cool. can sometimes be
X Keepita difficult. Can you think

. of a time when it might
Do: : , bg difficult?
ay and ignore the bull tawtmevbﬂ QI (QJ
|
Il the bully you don't like t they are Cap.gaj thi
doing a l_'_-_ them to stop. Remember, you deserve e badi
respect d bully is being disrespectfdls o o L LT
% Ask your for help and to accompany you in
places thé might confront you.
#+ Askanad
have solved

REMEMEBCR:

Judgment: Bullies will sometimes judge another on their appearance or dress.

Silence: NOt speaking out; what allows bullying to continue., It's not your fault. It's
Il°rme'(‘:t':':9= Intentionally causing excessive pain or worrying. the bullies that have
ame-Calling: Verbal bullying that involves “ ut-downs;" i i i
s insul the problem, not their
other unpleasant names, P ults, racial slurs, and P

targets. Speak out, get

’ll\_lll_;llcmus: Inteptﬁonally.being vicious, causing suffering and harm to others, e.g. help. You deserve to
at was a malicious thing to say” ¢ be respected and not

Worry: The emotion we feel when we think we might be bullied again. tormented.
Bystander: A classmate or adult who witnesses bullying taking place.
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CHARACTER bullying: crossword puzzle

Use the Bullying vocab to complete the puzzle.

R4

rem 6 .urt another person.
_€s:

at pe” & s or advantages.
»

o _«eputation.

[N .4

|9- er bal bu" “lg tl ldu . I llll : .qL..a Sl.“s a“d Ollel U“leasa“t names.
V . y . ~
20. Il 1ter \tior Ia" causir Ig excessive pa

" -+hen bullied.
In or worrying.

1.The feeling we get when we wish we had done something differently.
2. The emotion that holds bystanders away from helping a victim of bullying.

3. Bullies will sometimes make a based on someone’s appearance or dress. °e°

4. A classmate or adult who witnesses bullying taking place. ~/

5. Someone intentionally causing suffering and harm to others is . & 2 o

6. The emotion we feel when we think we might be bullied again. N = 4
7. A person who has been bullied. '

9. To continuously annoy another person in order to get a reaction.

12. Dishonestly influencing or controlling other people to get an advantage. n

15. The act of harming another, who has no way to defend themselves, for pleasure. (This word goes up) rL -

16. An individual who regularly intimidates others for personal gain. - - -

17. Not speaking out; what allows bullying to continue,
18. Making fun of another person in an often clever but cruel way.
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CHARACTER traits of good character

LT & *
RESPECT
Everyday Occurrences o ° |

Early on we learn when to say “please” 0] .
and “thank you,” and how to address adults as Me FlI’St

“Mr. and Mrs. Smith.” You’'ve probably heard the

saying that you have to
be a friend to yourself

kinds of words and acfi ey respect when:

talent shig«1
* A frieng K 0

over fo a t e

the firs : I'n™Proud of my a;bi-l{t‘

Y

* A classii— | can-teach e tvas,NOW

you do

know ve My favorite thing about me is

well calls Next time you're feeling down, turn to this page to be remi
great to be you!

cafeteria?
[ J
° [ ]
,( Iz °,
If You want 1o be °
VcéPomLcal bl/’ other¢ the
eat thing 1¢ o respect nourdd
& & P 1 ant to be treated. T F
e who are different than me. T F
@ 1 obey school rules and community laws. T F
| don't litter and leave nature sites as | found them. T F
| solve disagreements without violence. T F
® | allow others their chance to speak. T F

| am a respectful person because:

108



A
CHARACTER traits of good character

RESP ONSIELTITY

You Can Count on Me

rely on you to do your part
participating in a class di

el Sehool
ed “yes” to all tr@ a t e b O O kS

've shown that you

who educate
who protect
who provide for

b. Admit your mistake afé
correct it?

When you get up in the morning, do you 2.
a. Make your bed? 3.

b. Leave your bed a mess and hope
someone else makes it? 4,

On group assignments, do you 5.

a. Follow through with what you
told the group you would do?

b. Hope someone else in the 7.
group does your part?

©
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CHARACTER traits of good character

N TR
Character in%\Ction 4.9 l ‘_

You’'re alone in a classroom and you see
the answers to an upcoming test on the
teacher’s desk. There is no way you will get

Looking for Ingpiration

A person with integrity is honest,
truthful, and considerate of others.

What do you do?

Think carefully; yo , w with integrity?
indicates whethe

If you look g 2 answers so you can do
well on theff-% 5 (él ir@gri&. I S.
¢ What do er say 1 4.
your oh atelgbooks

e What wg@ 8l you do if you walked ~
in on an E r student who WaSeeeoone o
snoopindgiT Wthe answers? ¢

or ace the v Or is it more important nothing. else: ma
to play fairNgeJ not cheat?

If you have integrity
you are:

Truthful
Honest
Virtuous
Conscientious

If you don’t have
integrity, you:
Lie

Cheat

Steal

Take advantage
Pass blame
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CHARACTER traits of good character

jd [I M [; Ii: Courage i ...

e Standing up for the things you

think are right.
Where Do I Stand? e Going into unfamiliar
Would | stand up for a ® circumstances with confidence.

friend in front of a group
of people?

Taking on new challenges.

Would | help a friend
who's being bullied

Would | tell my
| saw someone

Would | tell
suspected s

o
are compatible with courage
Heroism Panic Meekness
Fearlessness o Bravery
Timidity
Character Boldness Confidence
Fear Gallantry Gumption
Trepidation
Fortitude Cowardice g
Dari Valor
anng Shyness Resolution

111



CHARACTER traits of good character

DETERMINATION

Make a plan. Make it happen! . Traite in Common

Whether it’s raising your grade or making
the team, you have to work hard and have
determination to reach your goal.

® How are determination and
perseverence alike?

My goal:
What | will do:

oooooo.....
“If you are !b} determined 1o make

[somethin self, the H\ing 1§ more

than half doné olq.“

Well, if LineC S m———— ot have det@i
name would mean nothing to g« Consider
this:

successfully for a House seat in 1846.

He was defeated for the Senate in 1855.
He was defeated for Vice President in 1856.

He was defeated for the Senate again in
18568.

Finally, in 1860, Lincoln was elected
President of the United States.

* Who else do you know who has shown
determination?
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CHARACTER traits of good character

WIBITION

What do | hope to be doing in 20

there?

P E A

R G B .

E 0O W ¢
P A M B person will:

A L [ L V ard to achieve a
R 8§ X K E R . Wait for something to

E E ND G L N M happen

D R E A M S B P A V E M a. Plan for the future, then

work according to that
plan

b. Play it by ear, acting on
every whim

o
o
Find the words listed in the word search. Words
can be hidden vertically, horizontally or diagonally. o
How does each of these words relate to ambition?

o

Ambition Goals a. Set goals and make plans

Desire Dreams to reach them

PIan. _ Drive _ ® b. Have ideas about things
Aspiration Organize and hope they all work out
Aim Prepared o
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CHARACTER traits of good character

Ve B F AT VN
CITIZENSHIP
o~ AL W5
Citizenghip = partiCiPation “‘Never doubt that a ¢mall roup of Jrhovgh’rfvf,

committed citizens can change the world.
lndeed, it% the only Jrhiné. at ever hag

— Mareurer Meap

Citizenship is having pride in your school,
in your city, community, and country. But
it’s more than having pride. Citizenshi

® Participate in

e Attend a city

ULICCON

o
® Respect . PY
HUIYTATOR
@® If | could change one thing about my
® Raise money for . country, | would:
THICARY ()
. for a community service. @

LOUNREVTE
®

114




CHARACTER traits of good character

[‘ \p l | [" Choosing to Care
o i ’ Are you concerned for other people’s

feelings? Do you make sure your pets
have food and water? Do you help
people when they are in need? If you do,
hen you are a caring person.

ge of oarimgT there can be no

H-,,]_"

What does it feel like when

Sharing to my friend’s troubles. - )
@ sSomeone is caring for you?
Speaking out around the house.
Including friends when they are sad. o
Listening nicely about others. ®
Comforting my things with my siblings. What doe.s. It feel.llke when
@ Someone is uncaring toward
Helping everyone in the game. you?
* How else could | be more caring? ®
[
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CHARACTER traits of good character

mos IWORTHINESS

Traite in Common The Truth About Trust
How are friendship and loyalty related Trustworthy people know the importance of
to trust?

. ®
In Practice ® o o o

For each example of nontrustworthy behavior, come up with a trustworthy solution.

You lie to your parents.

You fail to return your library books.

You break a promise to a friend.

You’'re caught gossiping behind someone’s back.

You let a friend copy your homework.

Someone else is blamed for vour mistake.
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CHARACTER traits of good character

FAIRNISS

Are You Fair?

Do you let everyone have a turn before you go
again?

People who air make it a point to ensure
e same chance to achieve.

‘It i bir o ag/§ D ovo I
l!mgnLo do qowécf D a t e b OO0 k S

OSEVE

@
~ 7 .
.ooooo..... ﬁ.

are

at school

You see your classmate cheating on a

°
[
o You give something to one of your
friends, but not to another. That is
®
in sports You and your friends don’t let anyone

else sit at your table. That is

You clean up the mess you made. That is
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CHARACTER traits of good character

TONESTY

Honest or Dishonest? Is honesty always best?
Think about these situations and decide What do | do if the truth might hurt
what you think is honesty or dishopes meone’s feelings?

0 NOT sy ™
r

Telling yo u‘re an hour late o )
because . S d jT Q eJ Training Scenario

the probl¢ nﬁ stob=To ' riend §sks-o copy yo
which onff=®ok = few minutd ) A i e b a&&&

Letting tl€™Wmpire call you safe when Af';l ,,,,,,,

you kno shortstop tagged 'X‘w“o-.f'\ -

Assuring little sister that the noise

she just hé

you have

How does it feel when someone isn’t
honest with you?

honest with someone?

°
°
°
°
How do you feel after you haven’t been °
°
°
°
°
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CHARACTER traits of good character

PERSEVERANCE

Winners Degpite They Kept At It

Rejectiong Those who quit don’t make history.

e Shirley Chisholm

need persevey | ' ® Lewis and Clark

If Dr. Se

never ha
Ham or G bg Go. His first book, Peo,
To Think E | Saw It on-Mulberry **®%ey
Street, wa 0 jected more than

two dozen % bs. He went on to

write nearl hildren’s books,

® |n the music world?

® |[n the movie industry?

® In your family?

tale, Oh the Place . e At school?

U.S. poet, saw just seven of her

poems published in her lifetime. ® q

But she kept on writing — more ° f yov can somehow
. think and dream

than 1,700 poems in all. Today, ° of Guccess in sl

her work is studied and revered by ,

° steps, every time v}ov
many. o au,ompluéh a §ma”{ﬁg
Without her perseverance, you it 'V“ you confide
wouldn’t be inspired by her words, ¢ *0 geon from theve!”
“Hope is the thing with feathers/ o — Jonn H. Jormson
That perches in the soul” or “As °
imperceptibly as Grief/The summer ¢

lapsed away.” _
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CATHOLIC EDUCATION 4dvent
A SEasoN OF HOPE

The first Sunday of Advent is
New Year’s Day in the Catholic
Church, when we begin a new
e lituroical year. The

A TIME FCH{](T{—
“adventus,” whic

birth of Jesus C}

¥ing Advent as we anticipate Christmas. To prepare, we

focus on read Sft rhNﬁj 61 éllft
AI\.IE.W BEG ‘ Ft S‘lrtln‘le f@ antbewb_{gl G krsto

“It is the b
goodness ¢

O Bringing hope to others through a helping hand

O Inviting relatives to join you for a meal during this season

O Others:
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CATHOLIC EDUCATION 4gvent

THE ADVENT WREATH

- The next@=qday, the first candle and a new pL/l{Q Zhfflsent are lit.

~ Onthet om the
first two
~ . ght against
i o _ idd™~_fénd dark.
representing p ¥ ight i : ple of hope.”

other three.

~ On Christmas Da rple and rose

candles are replaced "% -
(o)

YOUR PERSONAL PREPARATIC 41 £ N3y ud 10
What hopes do you have during this time? * 1N

What are you doing during the Season of Advent to prepare for Christmas?
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CATHO“C EDUCATION All Saints” Day & All Souls” Day
SAINTS INSPIRE Us

Stories of effort, struggle, leadership, compassion, and good works mark the
lives of those who have been ordained Catholic saints. Their stories provide
great examples for our own lives.

St. Martin de Porres, for example, was a Dominican friar known for his love of
animals. He even operated a pet hospital from his sister’s home.

Their lives ar s ies of courage and application of their talents to make
pl: 1c§nd these are Just a sampling of the saints we can

arn fr

AY — ach NovemB & h@ Qﬁkcs
This year, learn n bout your n 1mes1 a family

|" friend’s. You're sure to discover an ; 171 tale an

All Saints’

member’s,
1 1 1 XXXYY
inspiration E our own life. *00e )

“The saints ¥ always been the source and origin of renewal in the most
difficult mo@{ o s in the Church’s history.”

bacrament and in

0
3y . .|.N|ud“

eodore Guerin,
who founded the Sisters of
Providence of St. Mary-of-the-
Woods in Indiana

thelr stories will energize you, t00.

Some close-to-home saints you
might want to explore more about:

~  Frances Xavier Cabrini, the first Elizabeth Ann Seton, the first

.S. citizen to be canonize . .
Us d American-born saint
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CATHOLIC EDUCATION oty spirit

SEVEN SPECIAL GIFTS

e generally referred to as:

Wisdom ~ UfL*® tandnﬁ e itlenoth ~ Knowledge -
Reverence -~ \der Cgf d@ @ k
Datebooks

throughout | it lifc. Fach time you'll gain new insfght
and greater E eness. They are mf* cthﬂcaxdl r@
used up or BE&n!

They’re yo eady to open and

Seven Gifts, ceive these
twelve Fruyj e Holy Spirit:

Generosity

m  Gentleness

m  Goodness
m Joy
m  Kindness

How might you use these gifts to help plan your future? m  Modesty

m Patience

m Peace

m  Self-control
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CATHOLIC EDUCATION (ent
ATIME TO ACT

During Lent, we focus on the ultimate sacrifice, Jesus dying on the cross to
redeem us from our sins.

LIVE MODESTLY - Lent, then, is a time for reflection and self-denial, a
time for mourning and repentance. A time when we indulge less and live
more modestly.

Lenten observ, imagine, then, wh at the i nnp act would be of you dom{j
something pr - Bie dur Slﬁ (ﬂ agk on what you give
yourself durifif - ofent, co n 1ve tq others.

b@@&é

time to step E
help, from t
Your church

“And now abidet
of these is love.”

— 1 Corinthians 13% ‘f}
"041 o
WHAT ACTIONS WILL YOU TARBtG (/.| 3y . .I.N\ud -

will you do at home or in the community t8

While there seems to be some uncertainty about the
WORD precise origin of the word, “Lent,” it was perhaps derived
from the Germanic root word for spring, “lencten.” And

ORIG IN most agree that its meaning is “spring,” “new life” and

“hope,” which we, of course, receive at Lent’s end.
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CATHOLIC EDUCATION ient

THE S EAS ON “If you want God to hear your

prayers, hear the voice of
the poor. If you wish God to
anticipate your wants, provide

LENTEN TRA
families, chur
reflect changj

S — Lent is a season rich with tradition and practice for Cat

[
and ¢ 1mun;'res repeat thelr traditions year after year. Others “é ify them to
1 eJ

mes. AN PO

s and the world, different Lenten

emerged Datebooks
Talk to you nts, grandparents, 3 teachers. Find Qi where they g
family and ¢ traditions were when they were ,e@gs rs—Ask them
time of Lent! k about how your tﬁnﬁl’y‘s’frﬁﬂiﬁ al ot :

YOU CONSIDER ADDING?
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CATHOI.'C EDUCAT'ON liturgical year, colors
CALENDAR MARKS SEASONS

A year is a year, except when you want to get more specific. There’s the

calendar year from January through December, the school year from fall
to spring, the varied fiscal years for businesses, and, yes, a liturgical year
for the Catholic Church. These markings of time give us a cycle with a

beginning, middle, and end.

lives

The liturgical year

meaningful trad

REPEATING S} In the Catholic Church, the liturgical year begins
on the first S ent angl proceeds thrpugh the seasons, then
repeats the , C O O r

Advent B C I- mas B Ordinary Time B Lent H t@r Pen
B Ordinary E e eeceneq,, f\

How do you think these traditions help connect you to your family and
your faith?

126




CATHOI.'C EDUCATION liturgical year, colors

COLORS BEAR MEANING

On the third 8. 5¢ lay ofS cgnntj ﬁ undav of
Lent, [+ o
o SO 0 o ks

Palm Sundaf@®¥€ncccost, marcyrs’ feasts, and feasts of Q'pm s passion are A ed is
used. It rep s blood, fire, and ma nt.yrdon.l.. ff\'\
WHITE: GLQ

White is the ical color for Christmas, Easter, certain feast days ings. ynifies joy,
knce, triumph, and glory.

The color black is cho?

preceded us.

All Souls' Day and funeral Masses, as we 1g e loss of those

1),
%o "

YOUR THOUGHTS? E//) 34 . .I.N‘ud

How do you feel about the meanings be

What do you think the added symbolism of the chosen colors brings to each season?
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CATHOI.'C EDUCAT'ON our blessed mother

MARY'S SIGNIFICANCE,
As MOTHER ©f GOD

The older we get, the more interested we become in our mother’s life. In
our teens, as we experience some things for the first time, we realize that
our mother did these before us. We begin a new level of conversation with
her, and that grows in the coming years.

hat she’s been bestowed with many names — the
Blessed Virgin Lady of Guadalupe, the Madonna, the Virgin Mary,
the Queen of] n, ag()ur ady of Mercy,

- School -
vk O :.::'J;ﬁ;;?;gr::::.Mﬁzﬁﬁsh@:ﬂl&x&

this very particula™dtmosphere, for sb{,\the Virgin, sh

its youthful aspect, as God’s new b(;qnmn in a wor

oooo......ﬁ

among many others.

~  Solace when we need comfort

What gifts have you accepted from Mary?
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CATHOI.'C EDUCATION our blessed mother

FEASTS CeLeBrATING MARY

s of Divine Mercy
aternal and loving

4
o

WHAT DOES MARY MEAN TG
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CATHOI.'C EDUCATION the rosary
CONTEMPLATIVE PrAYER

Prayer beads, meditation time, and the ritual of repetitive prayers are
common to many religions. For Catholics, one of the oldest traditions is
praying the rosary, often done while holding rosary beads and moving from
bead to bead after each prayer.

This structured prayer includes the Apostle’

For individualg ing the rosary can be a time to step outside the routine,

a few minuteg flectiopmand a opportunity rr focus on your faith.
CONNECTIN - o AMILIS(, Q)LIP! QIQ”I niliesgbegin a long gar drive

par

b}}l’ saying t IIO. ary. O}the‘rs use th Iﬁftl‘@‘ bl@;@llkll N Of
the year, to p the family togechte O 7

= o

-
For groups, [—Rosary can formalize.a gasheipg Pﬂ;‘B @
connections, W Wy, and peace. ‘

®
“Give me a
— Pope Pil

“The rosary shou
contemplation.”

How do you feel after praying the rosary?

What does praying the rosary give you?
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CATHOI_IC EDUCAT'ON the rosary

THE ROSARY'S ORIGINS

able to read. Repeatmg
through oral tradition

divided the 150, ers into 15 decades and replaced the Our Father
I' Later, the rosary was shortened to 5 decades.

Under Pope 11, W@C@ht 8@ II‘)O% October was
named the of the Holy Rosagrag 't I é (b @yé k S
the Rosary isi T#@brated on ()ctobm@ ac

to pray, saw an
armless

Kingdom of God

EARLIEST MYSTERIES 4%0 M
Joyﬁl Jingy . inaad

Annunciation of Gabriel to Mary rection of Jesus

m Visitation of Mary to Elizabeth m  Ascension of Jesus

m  Birth of Jesus m  Descent of the Holy Spirit at Pentecost

m  Presentation of Jesus in the temple m  Assumption of Mary into heaven

m  Finding Jesus in the temple m  Coronation of Mary as Queen of Heaven
and Earth

Sorrowful

m  Agony of Jesus in the garden
Jesus scourged at the pillar
Jesus crowned with thorns
Jesus carries his cross
Crucifixion of Jesus
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READING LOG

| Will Read: Date Achieved: Teacher/Parent Initials

Number of Books

| GIVE IT:
)QA,T,E;,,,,,,,,,,,,,,II,T,L,E;,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,A,UI,H,DB;,,,,,,,,,,,,,,,,,,,,,,,,,,,????23??3?,,P»J-, ,,,,,
PGS/ PTS: Tl
| GIVE IT:
’D,A,T,Ej,,,,,,,,,,,,,,,,,,L,,,, o _AUTTGER ,,,,,,,,,,,,,,,%%%%,P;I; ,,,,,
FAVORITE PART: PGS/PTS T.I
| GIVE IT:
JortE ' Y o autHOR N B o gl [ XN
T.1.
| GIVE IT:
oats TLE: o AUTHOR: N IR P
A T.1.

’,,,j ,,,,,,,,,,,, N BN B R AUTHOR: N :
&)

| GIVE IT:

’QAT,EL,,,,,,,,,,,,,,,, e ______AuTHOR: ,,,,,,,,%ﬁgf%,f’;'; ,,,,,
MY
FAVORITE PART T.1.
| GIVE IT:
@DATE ,,,,,,,,, : AP = o o o o [
MY
FAVORITE PART T.1.
| GIVE IT:
q )DATETITLEAUTHDRX}*ﬁ@P' ,,,,,
MY
FAVORITE PART: PGS/PTS T.1.
| GIVE IT:
@Dﬂa,,,,,,,,,,,,,,ILT,L,E,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,f\yi,prt,,,,,,,,,,,,,,,,,,,,,,,,,,,????E@%,,P-J-, ,,,,,
MY
FAVORITE PART: PGS/PTS: T.1.

My favorite book was:

Plot/setting:

| liked it because:
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GRADE RECORD

Subject: Subject:
Semester: Semester:
Goal: Goal:
Date Assignment | Quiz | Test Score Date Assignment | Quiz | Test Score

Semester: Semest
Goal: Goal:
Date Score Score

Date Assignment | § oe-
R4

«9&
o3 >
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CI.ASS SCHEDUI_E first & second semester

FIRST SEMESTER
Period Subject Teacher Room
U 0
L
J
~ School
- Datebooks
N O
A éi; ;;
XYY |
®
SECOND STER
Period ~ Subject Teacher Room
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TlME'BI_OCK SCHEDULE first & second semester

FIRST SEMESTER

DAY

Period

Subject

Teacher

Room

Period

DAY

Subject

DAY

Period

Subject

Teacher

Room
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CLASS SCHEDULE trimesters

FIRST TRIMESTER

Period

Subject

Teacher

Room

THIRD TRIMESTER

Period

Subject

Teacher

Room
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COMM U N | CAT' O N between parent & teacher

PARENT

TEACHER

Signature

Signature

Signature

Date

Signature

Date
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ADVANCE PLANNING

AUGUST 2027

NOVEMBER 2

DECEMBER 2027
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CALENDAR YEARS
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|MPORTANT DATES United States

2026 2027 2028
New Years Day* Thurs., Jan. 1 Fri., Jan. 1 Sat, Jan 1
Martin Luther King Jr. Day* Mon., Jan. 19 Mon., Jan. 18 Mon, Jan 17
Groundhog Day Mon., Feb. 2 Tues., Feb. 2 Wed, Feb 2
Lunar New Year Tues., Feb. 17 Sat., Feb. 6 Wed, Jan 26
Lincoln’s Birthday Thurs., Feb. 12 Fri., Feb. 12 Sat, Feb 12
Valentines Day Sat., Feb. 14 Sun., Feb. 14 Mon, Feb 14
Presidents’ Day* Mon, Feb 21
Washington’s Birthday Tues, Feb 22
Ash Wednesday Wed, Mar 1
Daylight saving time begins Sun., Mdl. 8 Sun, Mar 12
St. Patrick’s Day Tues., Mar. 17 Fri, Mar 17
First day of spring Fri., Mar. 20 Sat., Mar. 20 Sun, Mar 19
April Fools’ Day Wed., Apr. 1 Thurs., Apr. 1 Sat, Apr 1
Palm Sunday Sun., Mar. 29 Sun., Mar. 21 Sun, Apr 9
Passover begins Wed., Apr. 1 Wed., Apr. 21 on, Apr 10
Good Friday Fri., Apr. 3 Fri., Mar. 26 Apr 14
Easter Sun., Sun., Mar. 28 Apr 16
Earth Day /-‘pl 22 Thurs., Apr. 22 pr 22
Cinco de Ma Wed.gMay 5
Mother’s Da \/e] b 9 @kﬂ ay 14
Memorial D Mon May 2> Q) Mon., May (@ WMay 29
Flag Day Sun., June : un 14
Fathers Day °* Ree gy TN < nl8
Juneteenth™ Fri., June 19 Jun 19
First day of s Sun., June 21 Jun 20
Independence Sat., July 4 Sun., Julv 4 5, Jul 4
Labor Day* Mon., Sept. 7 Mon., Sept. 6 On, Sept 4
Patriot Day Fri., Sept. 11 Sat., Sept. 11 on, Sept 11
Rosh Hashanah beg Fri., Sept. 11 Fri Oct. 1 ed, Sept 20
First day of autumn Tues., Sept. 22 Fri, Sept 22
Yom Kippur begins at sun Sun., Sept. 20 Fri, Sept 29
Columbus Day* Mon., Oct. 12 Mon, Oct 9
Indigenous Peoples Day Mon, Oct 9
Halloween Tues, Oct 31
Standard time begins Sun, Nov 5
Election Day Tues., Nov. 3 Tues., Nov. 2 Tues, Nov 7
Veterans Day* Wed., Nov. 11 Thurs., Nov. 11 Sat, Nov 11
Thanksgiving* Thurs., Nov. 26 Thurs., Nov. 25 Thurs, Nov 23
Hanukkah begins at sundown Fri., Dec. 4 Fri., Dec. 24 Tues, Dec 12
First day of winter Mon., Dec. 21 Tues., Dec. 21 Thurs, Dec 21
Christmas™* Fri., Dec. 25 Sat., Dec. 25 Mon, Dec 25
Kwanzaa begins Sat., Dec. 26 Sun., Dec. 26 Tues, Dec 26

* Federal Holiday in the United States
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PHON E N UMBERS important contacts

NAME TELEPHONE NO. E-MAIL ADDRESS

Fire

Police

Rescue/Ambulance

Doctor

Hospital
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PHON E N UMBERS important contacts

NAME

TELEPHONE NO.

E-MAIL ADDRESS
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PHON EBOOK friends & study buddies

FRIENDS

NAME

TELEPHONE NO.

E-MAIL ADDRESS

TELEPHONE NO.

SUBJECT
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NOTES
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HALL PASS

DATE

OUT® IN®

TEACHER

DESTINATION

U/E

DATE

OuUT®

IN®

TEACHER

DESTINATION

U/E

Destination Codes: R=Restroom L=Locker G=Guidance M=Media Center 0=0ffice U=Unexcused E=Excused
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ATTENDANCE RECORDS

Students =»

soleq —p

e B N AT T N B B B B e B T N N B B B B B B T B B B N B B B B
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GRADE TRACKING

Projects / Assignments / Tests =

Description:

<4 Students

Average/Totals
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LESSON PLAN LOGS

Subject: Dat Subject: Dat Subject: Dat
Subject:
Subject:
Subject:
Subject: Dat Subject: Dat Subject: Dat

148



SEATING CHARTS

Seating Chart for Class

Day /Time
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SUBSTITUTE INFORMATION

School Begins Attendance

Students ismissa

Audio-Visual Equipment
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FINANCIAL MANAGEMENT keeping a monthly budget

When dining out with friends, don't order a soda; drink water instead.

Learning how to manage your money is an important step

in becoming financially independent. It's never too early —b Skip costly coffeehouse and brew your own at home.
to start keeping a budget. Use this budget worksheet to ==) Save money on gas and parking by walking to class or carpooling with pals.
determine your income and expenses. If you need to cut back ==) Many communities offer paying recycling programs, so cash in those cans.
on spending, little bits add up. == (Consider trimming “extras” that add up, such as a cell phone entertainment.
Catedqor Monthly Monthly Semester Semester | School Year | School Year
gory Budget Actual Budget Actual Budget Actual
INCOME
From Job

From Parents

From Student Loans

Insurance

Gasoline/Qil

Entertainment

Eating Out/Vending

Tuition

Books

School Fees

Computer Expense

Miscellaneous Expense

EXPENSE TOTAL

NET INCOME

(Income minus expenses)
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SAVINGS TRACKER

Saving for

Goal

Amount Saved

Date

Balance
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