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LANGUAGE ARTS parts of speech

A WORD THAT NAMES A PERSON, PLACE,
THING, QUALITY, ACT, OR FEELING.

| NOUN ‘

Common nouns are general and do not refer to

a specific person, location, or object.

—= Examples: man, city, tonight, honesty, happiness
Proper nouns are capitalized and refer to a

particular person, place, or thing.
—= Examples: Reggie, Market Square Arena, Saturday

NOI

A WORD THAT TAKES THE PLACE
PRONOUN ‘ A WORD T |

Nominative Case Pronouns replace the subject
Of a sentence or Clause.

or follow a preposition.
—= Examples: Please givg

award.

Possessive Case
possession.

puns show ownership or

& i
—= Examples: Thelf Wigar csca@ from fegase
Their car slid o] @ icy road, C O O
N

THAT EXPRESSES ACTIO
OF BEING. IT ALSO INDICA
ACTION OR STATE OF BEING. A VERB
ERENT FORMS DEPENDING ON ITS

, PERSON, VOICE, TENSE, ANQ W‘]Q.

A
A
VERB | i
H.
N

ther a verb is singular or plural.
The verb and its
—= Examples: One

t must agree in number.
prks. Two dogs bark.

Person indicates

have a different

form only in third person of the present tense.

— Examples:  Singular

I* Person: I stop.

2" Person: You stop.

3" Person: He/She/lt stops. T!

Voice indicates whether the subject is the doer or
the receiver of the action verb.

—= Examples: Cathy wrote the letter. (active voice)
The letter was written by Cathy. (passive voice)

Tense indicates when the action or state of being
is taking place.

—= Examples: We need the information now. (present)
Reggie shot the ball. (past)
You will enjoy the school play. (future)

A WORD THAT DESCRIBES OR MODIFIES
A VERB, AN ADJECTIVE, OR ANOTHER
ADVERB. AN ADVERB TELLS HOW,
WHEN, WHERE, WHY, HOW OFTEN,
AND HOW MUCH.

ADVERB

—= Examples: The ball rolled slowly around the rim.
Soccer scores are reported daily in the newspaper.

A WORD THAT DESCRIBES OR
MODIFIES NOUNS AND PRONOUNS.
ADJECTIVES SPECIFY COLOR, SIZE,
NUMBER, AND THE LIKE.

ADJECTIVE

— Examples: red, large, three, gigantic, miniature
Adjectives have three forms: positive, comparative,
and superlative.

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

— Example: My apple pie is good.

The comparative form compares two things.

—= Example: Aunt Betty’s apple pie is better than mine.

form compares three or more things.
m's apple pie is the besz of all!

Their team won the meet i spite
being injured.

A WORD THAT CTS
INDIVIDUAL W
GROUPS OF W

CONJUNCTION

.\Af\ y A

UVDOOUORN

Cuu;qi'uating conjuncti

Coordinating conjunctions used in g » Mre called
correlative conjunctions. Commg o

portant. Common subordinate
conjunctions are: until, unless, since, where, before,

as, if, when, although, after, because, while, as long as,
as if, though, whereas.

— Examples: Until you decide to study, your grades
won’t improve.

If Thadn’t already made plans, I would have enjoyed
going to the mall with you.

A WORD THAT IS USED IN A
SENTENCE TO COMMUNICATE
STRONG EMOTION OR SUR-
PRISE. PUNCTUATION IS USED
TO SEPARATE AN INTERJECTION
FROM THE REST OF THE
SENTENCE.

INTERJECTION

—+ Examples: Hooray! We finally scored a touchdown.
Oh, no! 1 forgot the picnic basket.

Yes! Her gymnastic routine was perfect.

Abh, we finally get to stop and rest.
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LANGUAGE ARTS capitalization & plurals

THE FOLLOWING CHART PROVIDES A QUICK OVERVIEW OF CAPITALIZATION RULES.

| CAPITALIZATION

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, Allah, Yahweh
Days of the week — Sunday, Monday, Tuesday

Formal epithets — Ivan the Terrible

Bodies of water —+ Amazon River, Lake Huron, Wea Creek

Cities, towns — Houston, Lafayette, Dearborn

Counties — Tippecanoe, Cork
Countries — U.S.A, Mexico, Canada
Continents —+ Africa, North America

Public areas —+ ¥
Sections of a cg
Special events
Streets, roadg
Trade names

or continent — the Northwest, the Middle East

ttle of gmcingto
ways '(¢(\ D) N
, Ke :

pnda Accord, Rellog,

200004, ~N
nouns are formed by adding s for
s | desk = desks | machine = machines

the y to / and adding &
—= Examples: fly = flies

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 f'sound 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



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.

THERE ARE FOUR TYPES OF SENTENCES: SIMPLE, COMPOUND, COMPLEX, OR COMPOUND-COMPLEX |

A simple sentence consists of one main clause. It expresses one main thought and has one subject
and one verb. A simple sentence may contain a compound subject, compound verb, or both.

— Examples: We enjoyed the concert.
Amy and Scott were married yesie

t just g(// ////M/‘/;"u,// the cleaners. (s
aster, and Courtney went to Florida. (comma/conjunction)

d-complex SEnténCl\a)lt1e b k @ kL

Cllll\LS llIld(l lIlLd

P Bf\ Ause [llf SLhUUl WUS \1()1\(‘ d()\\l] 1//1 k‘q) T /L in a v

) 40
S e
3
§38
=53
N o
al s
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consonant.
—= Examples: prefer = preferred | allot = allotted
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 i before
adding any suffix except those beginning with /.

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



LANGUAGE ARTS the writing process

BEFORE BEGINNING ANY ASSIGNMENT, IT WILL HELP YOU TO FOCUS AND REMAIN
| WRITING VARIABLES ‘ 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

Audience 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 I writing? Have a clear purpose in mind before starting your paper. Are you writing
Purpose ) to entertain, instruct, inform, or persuade? Keeping your purpose in mind as you write
will result in a paper that is focused and consistent.

What point of view or “voice” will I use? Writers sometimes write from the point of view of another
person rather than from their own point of view. This can add variety and help you see your subject
in a new way. Make sure your “voice” ai isten

research papers, etc.,
then make sure yo

{1} Select a geg
{2} Makealj

our thoughts and ideas about the subject.

{3} Useyo o help fgcus on g specific topic within the subject area.
{4} Decide you warngo €y affo} C ;1|d write an introductory statement that re}
e cNoo k
{5} Make of details to support Dtalltlte b O O S
~ ]

{8} Arrang®8g list of details into an outline.
{7} Do anft=

{8} Write a
{9} Revise yd

{e}y Words are used and
{ft Punctuation is correct.
{10} Read your revised paper aloud to check

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



LANG UAGE ARTS punctuation

PERIOD n

Use: to end a sentence that makes a statement
or that 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 J. Jones, Mr., Mrs., Ms.

Use: to separate words or groups of words in
a series.
— Example: 1 used worms, minnows, laryg

balls, and bacon for bait.

Note: Some stylebooks and tg
comma before “and” in a g

a date.
—+ Examples: ]q
48105

—+ Example: Did your rela
them this summer?

Use: to punctuate a short questio
q

parentheses.

—= Example: 1 am leaving tomorrow (is that

possible?) to 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 = I've

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

— Example: 1 clearly saw this young man’ 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 B

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.

SEMICOLON | 9

Use: to join compound sentences that are not
oonnected with a conjunction.
gle- It’s elementary, my dear Watson;

()nl\ the exact words quoted are pla ithin
the ulotltum marks.
h

Xam. 1/1 un t kngw,” she said,
x o S(m.“

Use: to indica
— Example: Julie only
that she’s “with it.”

@ ord is slang

bought that o

md gnqdu bedias.
—+ Examples: “Yi

415’45& .

Use: to punctuate a quotation within a quotation.
— Example: “My favorite song is T've 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 to | in the direction of

—+ Examples: Jonathon will accept the job at the too | also or very

restaurant. two | the whole number
Everyone was able to attend the ceremony excepr between one and three
Phyllis. —= Examples: The paramedics

rushed 7o the scene of the accident.
This meal is delicious, and it is low in fat, zo0.
Only zwo of the 10 runners were able to complete

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

] S . the race.
capitol | the building where a state legislature meets
the Capitol | the building in Washington, D.C., in weather | the state of the atmosphere referring
which the United States Congress meets to wind moisture, temperature, €tc.

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

a chmce or alternatlve

arriving senators.

hear | to listen to
here | in this place
—+ Examples: Do you ¢
The juice is right /g —= Excamples: Whos in charge of Ui Shting for

the stage?

it's | the contracti $ it is or it has
its | shows owney i

—+ Examples: Its
football game.
The wagon los

Whose bicycle is out in the rain?
time tgeave fogthe you're | the contraction for you are
‘ O O I your“ the mssusi\\ form ol'»]‘m/
ecl in mu t \/7,//‘/>/u ¢ w cal ch tg ask if you’
o rt n
lead | a heavy, D a ” |
oUur v 1 )17]\\] DE
lead | to go fir A‘N pape €
led | the past t&=Wf /e A

— Examples: ipes in many older 0000000, )
homes are madi ad.

loose | free or not
lose | to misplace o
— Examples: Since she
clothes are loose.
If you lose your money, yo¥
get into the park.

principal | the first or most import3
to the head of a school.

principle | a rule, truth, or belief
—s Examples: Pineapple is one of the principal crops
of Hawaii.

One principle of science is that all matter occupies
space.

quiet | free from noise

quite | truly or almost completely

— Examples: Our teacher insists that all students are
quiet during a test.

This enchilada is quite spicy.

their | belonging to them

there | at that place

they're | the contraction for zhey are

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



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
atticude
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
conscious
continue
continuous
convenience
convenient
counterfeit
countries

dining
disappear
disappoint
discipline
discussion
disease
dissatisfy
doctor
does
doesn’t
dropping
during
easier
easiest
easily
effect
either
embarrass
enough
entertain
envelope
equipment

equipped
escape
especially
etc.
everybody
everywhere
exaggerate
exceed
excellence
excellent
except
excitement
exciting
existence

fascinate
fasten
fatigue
favorite
fiction

Schoo
D

finally
first
forecast
foreign
foresee:
forest
foretell
formerly
forty
f‘mgilc
freight
friend

grammar
grateful
guarantee
guard
guess
guest
handsome
happen
happiest
happily
happiness
hear
height
here
history
hoping
hospital
humor
humorous

d

hungry opportunity  reservoir trouble
identify opposite restaurant truly
imagine original rhyme two
immediate other rhythm unique
immediately  pageant ridiculous until
immensely ~ pamphlet running unusual
incident parallel safety usually
independent  parents Saturday vaccinate
Indian parliament scent vacuum
innocent particular schedule vegetable
instead passed scissors village
intelligence  peculiar search villain
intelligent perform secret weather
inie Re secretary Wednesday
semester weight
cnse weird
ate were
i we're
jealous plain where
knew plane whether
know planned shining which
1\]1()\\'Itdgt }71L‘;15Llnr \l“(LI'Cly Whole
laboratory poison soldier MR hose
laid possess sophomore ’6‘ tch
leisur possession spaghetti J@man

possible

tebook

lonely
1

speak

L’C(]l
Qsor

(c

0o0se

gtopping
®ories

m:igniﬁccm principa

many principle strengthen ure
marriage privilege stretch

mathematics ~ probably studies

meant profession studyi

medicine prophecy

millionaire psychologist

}\5}'{'[1()]()gy

miniature
minute

gischievou: ummary
superintendent
! qtlice suspense
narrative raspberry suspicion
necessary realize swimming
neighbor really synagogue
nervous receive temperament
niece receiving themselves
nineteen recess there
ninety recognize therefore
notice recommend  they
noticeable reference they’re
nuisance referring thief
obedience rein thoroughly
occasion reign thought
occur relative through
occurred relief tobacco
occurrence religion together
occurring remember tomorrow
often repetition tragedy
opinion repellent tried
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LANGUAGE ARTS outlining

OUTLINING 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 An informal outline uses as few words as possible.
shows the relative importance of each and the order Supporting details are written below each heading.
in which these points are presented. It also shows Numerals, letters, or dashes may be used. Informal
the relationships among them. outlines are especially useful for taking notes.
Formal Outline Format:
L
A. —Here is an example of a informal outline.
B. ow hghtmng occurs
1. ds particles collide and become
a.
b.
)]
@
()
b) . [\n'ms‘ uf'ligh[ning
1. forked
- S[I'C'dl\'
No new subdivi ould gmstartedgunless — ribbon )
there are at leag pomt\ b ¢ h — bead or chain
new division. eans th®eac™/ In ball
a2;eacham

cither a sente

A sentence o
each point an

uses a complete senwenes o‘ah...
mt A topic Uutllne uses words

Thesis or Introdu,
1. Gasoline shortag8
A. Long lines

B. Gas “rationing”
II. Voluntary energy conse!

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




LANGUAGE ARTS common editing marks

T Vinsert a comma

— Her husbancllAnd};\decided to open his own repair business.

v | insert an apostrophe
—+ Mary hadidf planned on a sixth party guest.

U | insert quotation marks
—+ The students were required to read the poemﬁ-lowl"’

A | insert written suggestion

—+ Jean-Pierre said his favorite cg

= | capiralize
—+ They traveled to the capitol to meet the yice president.

Lo lowercase
—+ Tim fondly remembers playing football in ﬁﬁih School.

sp | spell our

— [t was Kim’s@trip to the@ @
e tl}' | stet (let it stand)

—+ [ don’t like'to hurt other people’s feelings.

(Séel
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LANGUAGE ARTS mea style of documentation

Your works-cited list should appear at the end of your essay. It provides the information

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.

YOUR WORKS-CITED LIST necessary for a reader to locate and retrieve any source you cite in the essay. Each source

According to the Modern Language Association Handbook for Weriters of Research Papers, 9th 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 repeating the author’s name, type three

hyphens followed by a period, and then give the title.

{4} Tralicize the titles of works published independently. Books, plays, long poems, pamphlets, periodicals,
and films are all published independently.

{5} If the title of a book you are citing includes the title of another book, italicize the main title but not
the other title.

{6} Use quotation marks to indicate titles of shortwoiks gdhin larger works, song titles, and titles of

unpublished works. Do NOT S
{7} Separate the author, title, and atl UBM d by one space.
{8} Use lowercase abbreviatig parrc or a wor L ﬁu cmmp e, ¥ me), a named

translator (trans.),
the first letter shou]

{9} Use the shortencg J isher’s name. When the publisher’ e name of a

's) \] sion (edition),
|(Q

2nd container’s title, ()L]

Publicatecre dn.p nm ‘\L :

® mmlmu

“How to Change Your Car’s Oil.” eHow, 75

how_2018_how-oil.html. Accessed 5 Jan. 2

ARTICLE IN A ¢
JOURNAL FRO!
A WEBSITE
(ALSO IN PRINT)

ARTICLE IN -, first name. “Article tita 4l title, Day Month
A PERIODICAL
(GENERAL GUIDELINES)

BYLINED ARTICLE Barringer, Felicity. “Where Many Elderly Live, Signs of the Future.”
FROM A DAILY
NEWSPAPER New York Times, 7 Mar. 2018, p. A12.

UNBYLINED ARTICLE “Infant Mortality Down; Race Disparity Widens.” Washington Post,
FROM A DAILY

NEWSPAPER 12 Mar. 2018, p. Al12.
ARTICLE FROM A Willis, Garry. “The Words that Remade America: Lincoln at Gettysburg.”
MONTHLY OR

BIMONTHLY MAGAZINE Atlantic, June 2019, pp. 57-79.

ARTICLE FROM A
WEEKLY OR BIWEEKLY | Hughes, Robert. “Futurism’s Farthest Frontier.” Zime, 9 July 2019, pp. 58-59.
MAGAZINE

EDITORIAL “A Question of Medical Sight.” Editorial. Plain Dealer, 11 Mar. 2019, p. 6B.
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LANGUAGE ARTS ma style of documentation

BOOK
(GENERAL GUIDELINES)

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

BOOK BY ONE AUTHOR

Wheelen, Richard. Shermans 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
MORE AUTHORS

Pratt, Robert A., et al. Masters of British Literature. Houghton, 1956.

v]e U
BOOK BY A s .
T €pOrts. - ca. Doubleday, 1961.
CORPORATE AUTHOR r p Y
U
BOOK BY AN erary Market Place: The Direc tory ({f‘[/)(’ [?oo/e Y [ndu:try.
ANONYMOUS AUTI 2003 ed., Bowker, 2002. s
Rﬂ%KA\IA\I/IEg|¢ OR Toomer, Jean. Cane. Edited by Darwin T. Turner, Norton,
.' <- Morrig, William. “T |1 Haystack in the Floods.” Nineteenth
ﬁl\‘ll'\l"ggfol 0 q.- Qh@l edited by thl! ard \\ \Lll and W. H. A
O Dell, 'Iaut@
LJ
AN EDITIO ER Chaucer, (xu)fflu The /\/ZH/ e ('J fy D. Be! rd ed.,
THAN THE 0 Ilmwhmn l‘)}% .'Oﬁ
B B o ~d® _
SIGNED AR Wallace, Wilson D. “Superstition.” World Book Encyclopedia. 19 wi., vol. 2,
A REFERENC - Macmillan, 2019. =
L
LJ
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LANGUAGE ARTS APA style of documentation

YOUR REFERENCE LIST SHOULD APPEAR AT THE END OF YOUR ESSAY. IT PROVIDES
THE INFORMATION NECESSARY FOR A READER TO LOCATE AND RETRIEVE ANY
YOUR REFERENCE LIST 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
BASIC RULES

LIST MUST BE CITED IN THE TEXT.
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 remain flush left. This is called a hanging indent.
— Double-space all references.
— Capitalize only the first word of a title or subtitle of a work. Capitalize all major words in journal titles.
Italicize titles of books and journals. Note that the italicizing in these entries includes commas and periods.
— Invert authors’ names (last name first); give last name and initials for all authors of a particular work,

unless the work has more than six authors (in this case he first six authors and then use et al. after the
sixth author’s name to indicate the restg uthors’ last names letter by letter.
If you have more than one work ion date, oldest to newest
(thus a 2014 article would app s a sole author and again
as the first author of a groj particular source,

citations within the
—+ Use “&” instead of

SOURCES IN PRINT ‘

An article in a

flical (s as a rnal, newspgper, or magazine)
— Author, A. l 1

thor, B. Y, C\ 1 ”O(Ol lication year, month day). Title of articld
Wical, volume numbergeagie wgn Bt o

he volume number if ua'm 0 //Q/:@u/ b /5
pegins with page 1, the®u should list the /,\‘\y@///,///w;',/s well 3
er), pages. ,_;\ g

You need to list,
volume. If each)
number (issue

4
h as a book, réport, brogﬁu.rﬁ'm
ar of publication). Zitle of work: Capital letter als
k the location of the publisher in the citation

A nonperiodic3
— Author, A.

Part of a nonpe

— Author, A. A., (Eds.),
Title of book

When you list the page!

(pp- 1-21). This abbrevi3 rences, except for

A web page
— Author, A. A. (Date of publication or revision). Tizle of page. Site name. URL
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 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, 2015).
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LANGUAGE ARTS 4p4 style of documentation

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., & Harlow, T. (1993). There’s more to self-esteem
than whether it is high or low: The importance of stability of self-esteem. Journal of Personality and
Social Psychology, 65, 1190-1204.

Work discussed in a secondary source

— Coltheart, M., Curtis, B., Atkins, P, & Haller, M . Models of reading aloud: Dual-route and

P ot al. and you did not
read the orzgzmzl work, list t}/ 7 . OQ he following citation:

— In Seidenberg and (as urul in C ()1 heart, Curtis, -\rl\mx & 93), ...

Magazine article, ol

Americ4iL By chol (qu \thno O I

An article or g r of a book
B Sonl O SN P”aut e L) o ,Q,Lk\s
transit |_ nd transformation. In B. R. Wainrib ( Fx 767 1//1 ssues

(pp. 16 E ). Springer. cec000,,, f'\

— Merriam-Webste i icti (11th ed.). (2005). Merriam-Webster.
'Sk of death from heart failure. (1993, July 15). The Post, p. A12.

gs 17 Lext . ///’ no /71////(1 nar /IL{/ use a \//I} /L//(LZ ver,;

Dover. (Original work published 1814).

A review of a book, film, television program, etc.
— Baumeister, R. F. (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.
http://www.buddhistethics.org/2/inadal

A web page

— Daly, B. (1997). Writing argumentative essays. htep:/ [www.ltn.lv/ ~-markir/essaywriting/frntpage.htm
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LANGUAGE ARTS

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

ag, agi, ig, act | do, move, go
- agent, agenda, agitate, navigate,
ambiguous, action

anni, annu, enni | year
—= anniversary, annually, centennial

arch | chief, first, rule
— archangel, architect, archaic,
monarchy, patriarchy

aud | hear, listen
— audiology, auditorium, audition

belli | war
—= rebellion, belligerent, bellicose

capit, capt | head

clud, clus, claus | shut
— include, conclude, re

cord, cor, cardi |
— cordial, concord

N
§
corp | body g

—= corpse, corps,
corpulent, co

crea | create
—= creature, rec

rise,
increase

cresc, cret, cr
— crescendo, con!

grow

cycl, cyclo | whed
— bicycle, cyclic,

dem | people
—= democracy, demogrd

dict | say, speak

—= dictation, dictionary, ben®
dictator, edict, predict, verdh,

dorm | sleep
—= dormant, dormitory

dura | hard, lasting
— durable, duration, endure

equi | equal
—* equinox, equilibrz'um, equipoise

fall, fals | deceive
— fallacy, fallacious, falsify,

fid, fide, feder | faith, trust
—= confidante, fidelity, confident,
infidel, federal, confederacy

fin | end, ended, finished
—= final, finite, finish, confine, fine,
refine, define, finale

fort, forc | strong

—= fortress, fortify, forte, fortitude

root words & their derivatives

geo | earth
— geography, geocentric, geology

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

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

hydr, hydra, hydro | water

—+ dehydrate, hydrant, hydraulic,
hydrogen, hydrophobia

ignis | fire

—= ignite, igneous, ignition

ject | throw
— deject, paa

iter | letters

— literary, literal, alliteration

magn | great
— magnify, magnificent, magnitude,
Magnanimous, magnum

man | hand
h, manufacture,

Q iy, magag
atzu,z ( @ nifest, maneuver

T 2y

== 7 commemoration, M/’/ll'/ll’(k

memoir, memorable ~
(XX ] ﬁ
migha T WANteeee /)

—= migrate, emigrant, immigrare

mit, miss | send, let go

—= emit, remit, submit, commit,
transmit, mission, missile
nat, nasc | to be from, spring forth

— innate, natal, native, renaissance

nov | new

path, pathy | feeling, suffermg
— pathos, smypathy, apathy, telepathy

ped, pod | foot
— pedal, impede, pedestrian,
centipede, tripod, podiatry

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
—= punctual, punctuation, puncture
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ri, ridi, risi | laughter
— deride, ridicule, ridiculous, risible

salv, salu | safe, healthy
—= salvation, salvage, salutation

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

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

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

5|gn signi | sign, mark seal
al, signature, design, insignia

spir | breath
— spirit, expire, i

tact, tang, tag, ti
contact, in

kn$/mr.r, contigu

tem

— tactile,

vac | empty
— vacate, vacuum, vacant, evacuate

ven, vent | come
— convene, venue, venture, advent

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

20 | animal
— 200, zoology, zoomorphic, zodiac




LANGUAGE ARTS common prefixes & suffixes

A PREFIX IS A SYLLABLE ADDED TO THE BEGINNING OF A WORD
COMMON PREFIXES 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, distrust

en- to make ensure, enlarge, enable

extra- beyond extraordinary, extrasensory

il- not illegal, 1lloglcal illiterate

im- not or within impg guimmarure, impatient

in- not or within DO NOT SUB gors, ingrown
inter- between €rnational, intera M,', i
ir- not irresponsible, irregular A,

mid- middle

mis- wrong mistake, misguide, misunderstood

midnight, midstream, midway

non- not nonsense, nonfat, nonfiction
post- postgraduate, postwar

pre- prehistoric, precaution, preschool
re- or again return, rewrite, recycle, react

S h ar m subzero, subtitle

SUPCI- pve, oLt C Q b HIJ] \llp(‘lnl ar| \C'l PC'I )U\\C]

trans- 085, Over D n@d .nSmr
unm . ummm

(‘“IISUIL

--ooo.... f'\

Suffix

-able

-al

-an

-ance

-ant a person or thing that does sor contestant, peasant, servant

-ative having the nature of or relating to imaginative, talkative, decorative
-ent characterized by different, reverent, independent

-ful full of thoughtful, beautiful

-ian relating to, belonging to, or living in musician, magician

-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

16



LANGUAGE ARTS exploring French

Hello/Good morning/Good afternoon | Bonjour Who | Qui
Good evening | Bonsoir Where | Ot
Hi/Bye | Salut Bye | Ciao When | Quand
Goodbye | Au revoir Why | Pourquoi
How are you doing? | Comment allez-vous? What | Quoi
(Informal: Comment vas-tu?) How | Comment

m... | Je vais... And | Et

(very) well | (tres) bien Also | Aussi

(very) poorly | (trés) mal A lot | Beaucoup

So-so. | Comme-ci, comme-¢a.

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

It’s going well. | Ca va bien
It’s going poorly. | Ca va
Not bad. | Pas mal.

Help! | Au s‘(‘umrsf
I am lost. | Je suis perdu.

? | C m]§16<»hw@z®s?l
9 rr;t)lrl‘ltz}l)]i es-tu?) D a te b\‘o O k‘s

"‘ ou. | Enchanté(e)

My name is.
Pleased to

‘ ]a vous présente..

Monday | lundi
Tuesday | mardi
Wednesday | meg

Thank you | Merci
You're welcome. | Je vous
(Informal: Je t'en prie.)
No problem. | De rien.

Sunday | dimanche

[ mesonses | ——

Yes | Oui
No | Non January | janvier
I don’t know. | Je ne sais pas. February | février
Of course. | Bien stir. March | mars
OK | D’accord. April | avril
Maybe | Peut-étre May | mai

June | juin

July | juillet
TITLES August | aofit

September | septembre

Miss | Mademoiselle October | octobre
Mrs./Ma’am | Madame November | novembre
Mr. /Sir | Monsieur December | décembre
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LANGUAGE ARTS exploring Spanish

GREETINGS

Hello | Hola

Good morning | Buenos dias

Good afternoon/evening | Buenas tardes
Good night | Buenas noches

Goodbye | Adiés/Chao

See you later | Hasta luego/Nos vemos

How are you? | ;Cémo estis?
m... | Estoy...
(very) well | (muy) bien
[very] bad | (muy) mal

It’s okay | Estd blen
Not bad | No estd mal
And you? | ;Y usted/t?

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.)

“School
‘ t Me gustaria qu Dvd te

Who | ;Quién?
Where | ;Dénde?
When | ;Cudndo?
Why | ;Por qué?
What | ;Qué?
How | ;Cémo?
Which | ;Cudl?

And | Y
Also | También

NUMBERS

Monday | lunes
Tuesday | martes

gturday | sibado
Sunday | domingo

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

What's your
(Informal: W

Please | Bitte
Thank you | Danke

Yes | Ja

No | Nein

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

OK | Zustimmung

Maybe | Vielleicht

TITLES

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

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

And | Und
Also | Auch
A lot | Viel

Monday | Montag
Tuesday | Dienstag

MONTHS

January | Januar
February | Februar
March | Mirz

April | April

May | Mai

June | Juni

July | Juli

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



A
LANGUAGE ARTS exploring Chinese Mandarin

Hello| %% ni hao Who | # shéi

Good morning | -+ _E% zdo shang hdo Where | £7F2 zai na li

Good afternoon/evening | T % / 8.L%F xia wa hdo/  When| #+4#%& shén mé shi hou
wan shang hao Why | A4 4 wei shén mé

Good night | %% wdn an What | #+4 shén mé

Goodbye | & zai jian How | &2 # zén mé yang

See you later | 2 / —4 4 zai hui /yi hui jian Which | “f—4 na y1 gé

How are you? | #4¥"%? ni hao ma? And| A= hé

Pm...| % ..wo Also| & ye

(very) well | (/%) % hén hao Alot| %% /#% hén duo /xa duod
(very) bad| (%) &% hén ba hao e| /A~ / 24 zhe ge /na ge

It’s okay. | €47 hai xing
Not bad. | £ 74 hai by
And you? | R72? ni ng CETAENE
ni S‘ILI() )ng )H md
How do you say...? | &
I need help. i
| am lost.

zén mé shuo..?
yao bang zhu.

ni jido shén
My name is..
Pleased to
hén gao xin,
Likewise. | #
I'd like you ta
Xid ...

This is... | &

= %, wo yé yi yang.
[ZRt... | ZANMLT wo lai jie shao
0000, )

Please | i qing
Thank you | ## xie
You're welcome. | % 8
No problem. | X, mé
Excuse me! | 74F& %! bu ha®
Sorry | # F# dui bu qi

o
e

Yes| #f / & dui / shi

Tuesday
Wednesday | £
Thursday | 244

No| R/ R& / %HA bt dui/ba shi/méi you January| —# yiyue
I don’t know. | & F4ei. wo bu zhi dao. February| —A er yue
| don’t remember. | #7343 7. wo bu ji dé le. March| =A sanyue
Of course. | % #%. dang ran. April| @A si yue
OK | #/47 hao xing May| ZA wi yue
Maybe | T# / 4% ké néng/yé xu June| <A litt yue
Absolutely | #3+49/4 %4 jué dui dé/kén ding dée July| €A qi yue

August| N\ ba yue

September | /A jiu yue
TITLES October | +A shi yue
November | +—A shi yi yue
Miss/Ms. | /4 / %+ xido jié /na shi December | +=/ shi ér yue

Mrs./Ma'am | KX /%4 tai tai/nd shi

RMn /Qinl # A vian chana
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SCl ENCE the solar system

SUN

TERRESTRIAL PLANETS JOVIAN PLANETS

THE SOLAR SYSTEM |

temperature: -225°F to 9
mean distance from the su
JUPITER
in 1781, Neptune j in 193 i The largest planet i solar sy med for the

Qwarf planet. ksu es planets, 1
thousands of ascglif + Wfand conE fil] \u iverse. Mog m[h a large ulum e.
asteroids orbit b o Mars agc ‘ 0 d|ameter 88,846 miles
beyond Pluto’s D ﬁ en Q ’k “rage

bf plancrs. 'luxun’il 1 pl K, closest 6580

oo y surfaces. These are Mercury, 2
hrs. Those beyond Mars'«arbices y Y ric
o....f'ﬂmu agriculture; '; ?was the

s, and Neptune, are called Jovian oo

FO

Venus, Earth, al
Jupiter, Saturn,
planets, meanin piants.” comprised of ice Pz

THE SUN
A huge sphere of m} pnized gas, the sun is the
closest star to Earth.
diameter: almost 8
temperature: 27 milli§

MERCURY
Named for the Roman Messeng?
the sun faster than any other planet.
diameter: 3,031 miles
temperature: -280°F to 800°F
mean distance from the sun: 35.98 million miles NEPTUNE

VENUS Named for tl'%e Roman god of the sea, Neptune’s layer'
of methane gives a blue coloring. Winds tear through its
clouds at more than 1,200 mph.

diameter: 30,775 miles

temperature: -391°F

mean distance from the sun: 2,793.12 million miles

diameter: 74,897 miles
temperature: -288°t
mean distance from the sun: Q million miles

URANUS

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 846°F

mean distance from the sun: 67.23 million miles

EARTH DWARF PLANETS

Earth is the only planet known to harbor life and the Named for the Roman god of the underworld, Pluto
only planet with liquid water on its surface. is the coldest, smallest, and outermost planet in our
diameter: 7,926 miles solar system. In 2006, Pluto was reclassified as a
temperature: -126°F to 136°F dwarf planet. Other dwarf planets are Ceres, Eris,
mean distance from the sun: 92.96 million miles Makemake, Haumea, and Sedna.
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SC' ENCE the human skeleton

FRONTAL BONE a

EYE SOCKET

| AUDITORY OPENING

UPPER JAW

~'..’_;g§

1),
Em QP o3
/) av
34 . 1N
PATELLA S YA R

TARSUS

METATARSAL BONES

PHALANGES (TOES)
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SC' ENCE Periodic table of the elements
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SCIENCE physics laws & formulas

Mass Density Torque

mass density = 2255 T=FR

volume
Speed (T=torque; F=force; R=radius)
distance covered
average speed = " elapsed time Boyle’s Law when temperature constant:
elapsed time

Acceleration p1Vi=p2V2

a= AV o YE-VI (p1= | 5 p2= ;

At F-0 pi=original pressure; po=new pressure;

(a=average acceleration; v=velocity; Vi=original volume; Vy=new volume)

t=time; vg=final velocity; vi=initial velocity; Wave Motion
tp=final time; i;=initial time) Vol
Law of Universal Gravitation

mimp
F=G—* &

(V=wave velocity; n=wave frequency;

to the beam)

Focal Length of Mirrors and Lenses

above formula for work) l _ 1 1

Kinetic E i a do  d;
inetic Ener| . . : Cance:
mv2 a9y, S C h O focal length; d(,—ol\]ul distance;

I(E = Il\r lnu
(KE= kmetlce (TEY; m-mass; v= ulour\D a tngb nr kr&
Specific Heatl == hi_ 4 ) .

Q = cmAt P i =objeg
(Q=quantity of c=specific heat; di=image ‘
m=mass; At=chd temperature) Ohm’s Law

Electric Current® gliEngth = ]%
1- Q , . o
T (l:S[I'Cllgfh of [IlC current ﬂ(m‘lng 1

(I=the current streng; conductor; V=the potential {ii}ér
t=time)

Momentum

Mass-Energy Equivalence
E = me2

(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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SClENCE unit conversions

ENGLISH TO METRIC CONVERSIONS

*F - PR
To Convert— Multiply By—= To Find— 10 . - 100
AREA :.
square inches 6.45 square centimeters 04— =
square feet 0.09 square meters —
square miles 2.59 square kilometers 130 — =
acres 0.40 hectares = =
\|4—= =
LENGTH — ',:'_—— &0
inches 2.54 centimeters 170 - =
feet 0.30 meters 4 =
ya.rds 0.91 meters 160 | — = |7
miles +q
MASS AND WEIGHT | — .
ounces grams g =
pounds kilograms L= |
pounds-force newtons =
short tons 0.91 metric tons !
© 4— Gfr
VOLUME N
cubic inches S 16.39 cubic centimeters
cubic feet Qt g()} cubic meters
95 dik
quarts 9 h i
gallons o . c O O idr
(o) -
rd [ -
=
2
20
square centi square inches
square meters 10.76 square feet |
square kilomete 0.39 square miles — 10
hectares acres
LENGTH
centimeters inches -0
meters
meters
kilometers D
MASS AND WEIGHT
grams 0.04 ounces o
kilograms 2.20 pounds - 70
metric tons 1.10 short tons T
newtons 0.23 pound-force ! Sy N

. I
VOLUME ey
cubic centimeters 0.06 cubic inches
cubic meters 35.31 cubic feet
liters 1.06 quarts
liters 0.26 gallons Fahrenheit to Celsius:
subtract 32,
then multiply by 5
and divide by 9.
Celsius to Fahrenheit:
muldply by 9,
divide by 5,
then add 32.
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SCI ENCE weights & measures & formulas

| WEIGHTS AND MEASURES |

ENGLISH

Area

1 square foot (ft?) -------- 144 square inches (in’)
1 square yard (yd?) ------------------- 9 square feet
1 acre -----mmmmmmmmoee 43,560 square feet
1 square mile (mi?)-------------emnnneeev 640 acres

Capacity

1 cup (¢)-----mmmrmmmmmmmmmme 8 fluid ounces (fl 0z)
1 pint (pt) 2 cups
1 quart (qt) i
1 quart

1 gallon (gal)———---mmmeem e

Length
1 foot (ft)--------mmmmmmmmmv
1 yard (yd) -------------
1 yard ------mmmmmeeeeo

1 mile (mi) L.
S
Time Q&

1 mile

1 minute (min)#+ B -
1 hour (h) ----
1 day (d)------; ---
1 week (wk)--
1 year (yr) --- (mo)
1 year ---------|
1 year
1 century (c) --

Weight
1 pound (Ib) ----

---- 1,760 yards

agrfsls)
) 1 //01\

~~~~~~~~~~~ 16 ounces (0z)

7777777777 2,000 pounds

Perimeter of a rectangle ----
Perimeter of a square ------------
Perimeter of a regular polygon ------=

(n = number of sides)

Area of a rectangle --------------------mee- A=lw
Area of a square ~------------nn--eeeeeeeee A=s?
Area of a parallelogram---------------—-——- A=bh

Area of a triangle ------
Area of a trapezoid -
Area of a circle---—-moeeereeeeeee -

Circumference of a circle -------- C = nd, or 2nr
Volume of a rectangular prism - V= lwh

Volume of any prism --------- ---V'=Bh
Volume of a cylinder - - V=nr?h
Volume of a pyramid - --V'=15Bh
Volume of a cone ------- ---V = Ysmur?h

Surface area of a cylinder -S4 = 2nr? + 2nrh
Pythagorean Theorem --------------- a?+ b?=c?
(sides of a right triangle)

Simple interest I =prt

Distance d=rt

- 75 i JL
= Datebook

METRIC

Area
1 sq centimeter (cm?) ---100 sq millimeters (mm?)
1 sq meter (m?)------------ 10,000 sq centimeters

1 hectare (ha) - - 10,000 square meters
1 sq kilometer (km?)-------- 1,000,000 sq meters
Capacity
1 milliliter (ml)-----m-m-memememeeee - .001 liter (L)
1 centiliter (cl)-------mmmmmmmemm e .01 liter
ggilite .1 liter
——————————————————————————— 10 liters
—————————————————— 100 liters

----- 1,000 liters

1 millimeter (mm) -------=

1 centimeter (cm) ------------

1 decimeter (dm)-

1 dekameter (dam) 0 meters
1

1

hectometer (hm) -------------—-—-.
kilometer (km) -------mmmmmmemem e

Mass/Weight

1 dedvgram (¢

Cl(‘ hI\l

1 kilogranmn

1 metric ton (t

= diameter

h = height, perpendicular distance from
the furthest point of the figure to the
extended base

I = length

P = perimeter

r radius

s = side

sa = surface area

V = volume

w

= width

—
n

interest, p = principal, r = rate, t = time

d = distance, r = rate, t = time



MATHEMATICS 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

V _ five

X ~ ten

L - fifty

C - one hundred

D -1

DU U =
U
U Q)
PLACE VALUE O,
’. Number Zeros
g ['housand 3
E 2 2w o Million 6
= ® 2 ® 3|2|c Billion 9
2 c\d I s O b
'.; 5.8 o B ] 3". ] U Trillion 12
== == =0 o -
E E E % " % § %% g_’_j _u':é (:g O I E\)uildl:xll.mn 15
HEEEE O-ER EEEE = t E e nk t
I|eo|T I&SI&DI&}[‘ ( Qb
1|5|4|3 7|1|5|4|8/2|1|0|0 A Septillior i
‘)
cosee *%0ee, .f'\
Read this ndfir7o % as one hundred fifty-four
trillion, three red ninety-nine billion, Dl 3
seven hundre; n million, four hundred Googol 100
sixty-two thou ne hundred. 2
Write this num§& @] 54,399,715,462,100.
0
NUMBER PREFIXES
unj- ---- N < one
bi- 10
tri- - =\
quadri- four
quint- five
sex- six
sept- seven
oct- eight
non- nine
deci- ten

27

=
2=
3=
{4=IV
{53=V
{6}=VI
=Vl
8=Vl
{93=1X
{103=X
11}=X]
=XII
X111
XIV
XV
XVI
=XVII
183=XVIII
{193=XIX
203=XX
{30}=XXX
{403=XL
{503=L
{60}=LX
{703=LXX
{80}=LXXX
{903=XC
{1003=C

.

LJ
J

{500}=D
{10003=M




MATHEMATICS squares & square roots

| SQUARES & SQUARE ROOTS |

N N2 | AN N N2 | N N N2 | AN
1 1 1.00 51 2,601 | 7.14 101 10,201/ 10.05
2 4 1.41 52 2,704 | 7.21 102 10,404 10.10
3 9 1.73 53 2,809 | 7.28 103 10,609| 10.15
4 16 | 2.00 54 2916 7.35 104 10,816/ 10.20
5 25 | 2.24 55 3,025| 7.42 105 11,025/ 10.25
6 36 | 2.45 56 3,136 | 7.48 106 11,236/ 10.30
7 49 | 2.65 57 3,249 7.55 107 11,449| 10.34
8 64 | 2.83 58 3 108 11,664 10.39
9 81 | 3.00 50 0 09 11,881 10.44
10 100 | 3.16 i S 12,100] 10.49 |
11 121 | 3.32 1 3,721 7.81 o P821| 10.54
12 144 | 3.46 62 3,844 | 7.87 112 ¥ 10.58
18 169 | 3 63 3,969 | 7.94 113 12900790.63
14 196 X 64 4,096 | 8.00 114 12,9 3
15 225 65 4,225 8.06 115 13,225

16 256 0 es 4,356 | 8.12 116 13,456| 1
17 289412 4,489 | 8.19 117 13,689 10
18 328 W4.24 8.25 118 13,924] 10.
19 3010 4.36 ﬁs() é)] I 8.31 119 14,161| 10.9
20  4f) 4.47 )c i@

21 458 5 ?{’ 1

22 4.69 5,184 . /

23 5 4.80 T8 o r3aq, W | —

24 SAE W 4.90 74 5476 | 860

25 6 .00 75 5,625 | 8.66 ~
26 67 10 76 5,776 | 8.72 126 15,876| 11ffe
27 729 We 77 5,929 | 8.77 127 16,129

28 784 78 6,084 | 8.83 128 16,3844«
29 841 o 79 6,241 8.89 129 16,6 6
30 900 | 5. 80 6,400 | 8.94 130 1 .40
31 91 | 557 81 6,561 9.00 13 | 11.45
32 1,024 | 5.66 D 6,724 | 9.06 424 11.49
33 1,089 | 5.74 v 17,689| 11.53
34 1,156 5.83 - : 34 17,956| 11.58
35 1,225| 5.92 85 7,22 . 135 18,225| 11.62
36 1,296 | 6.00 86 7,396| 9.27 136 18,496| 11.66
37 1,369 | 6.08 87 7,569 9.33 137 18,769| 11.70
38 1,444 | 6.16 88 7,744 | 9.38 138 19,044| 11.75
39 1,521 6.24 89 7,921 9.43 139 19,321| 11.79
40 1,600 | 6.32 90 8,100 | 9.49 140 19,600| 11.83
41 1,681 | 6.40 91 8,281 9.54 141 19,881| 11.87
42 1,764 | 6.48 92 8,464 | 9.59 142 20,164 11.92
43 1,849 | 6.56 93 8,649 | 9.64 143 20,449| 11.96
44 1,936 | 6.63 94 8,836 9.70 144 20,736| 12.00
45 2,025 | 6.71 95 9,025| 9.75 145 21,025| 12.04
46 2,116 | 6.78 96  9,216| 9.80 146 21,316/ 12.08
47 2,209 | 6.86 97 9,409 | 9.85 147 21,609/ 12.12
48 2,304 | 6.93 98 9,604 | 9.90 148 21,904| 12.17
49 2401 | 7.00 99 9,801 9.95 149 22,201| 12.21
50 2,500 | 7.07 100 10,000| 10.00 150 22,500 12.25

28



MATH EMATICS algebra & mathematical symbols

Expanding Laws of Exponents Logarithms

{1} a(b+c) = ab+ac {1} aa'=a"" {1} Log (xy) = Log x+Logy

2} (a+b)?= a>+2ab+b? {2} a'fa=a" {2} Logx'=rLogx

{3} (a-b)?= a*2ab+b? {3} aw/ar=a™? (3} Logx =n <« x=10"(Common log)
) (a+b)(a+c) = a’+actabsbc {4} (@)=a" 4} Logx = n<€—¥x=a"(Log to the basc a)
(5} (a+b)(c+d)=ac+ad+bcsbd {5} (ab)=abr {5} Ln x = n <3 x = ¢" (Natural log)

{6} (a+b)’=a*+3a’b+3ab’+b® {6} (%/ b)'(=a'é|)3' (b=0) {6} Log (x/y) = Log x-Log y

{7} (a-b)’ = a’-3a’b+3ab’-b* {73 a’=1 (a~ .

(5 a-b2= (arb)(a-b) (s} a*=1/a*(a-0) ¢=2.71828183

{9} a’+b’ = (a+b)(a>-ab+b?)
{10}a’b-ab = ab(a+1)(a-1)
{11}a*-2ab+b?=(a-b)?

{12} a>-b*=(a-b) (a’+ab+b?)

if r and s are positive integers

Quadratic Formula

When given a form

- plus greater than
minus v less than
+ plus or mi % greater than or equal to

x multiplied by less than or equal to

+ divided by

infinity

= equal to is to (ratio) angle

2 | notequal to

7 | nearly equal to right angle
+# | square root of x ., | therefore || perpendicular
YK | - root of x " | because || | parallel

% | percentage |%] | absolute value of x @ degrees

L | sumof ... | andsoon ! minutes
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MATHEMAT'CS fractions & percentages & multiplication table

| FRACTIONS AND PERCENTAGES |

| WORKING WITH FRACTIONS |

1 - 1.0 - 100% The top number of a fraction is
3/4 = 075 = 75% called the numerator.
2 _ ] _ e —
3 0.667 66.7% The bottom number
12 = 0.5 S 50% of a fraction is called
1/3 = 0333 = 333% the denominator.
1/4 = 0.25 = 25% To multiply:
1/5 = 0.2 E 20% 1.3 1x3_3
1/6 = 0.167 = 16.7% 4 2x4 8
V7 = 0142 - 142% DO NU the first fraction
1/8 = 0.125 = o with the other:
/9 = o0.l11 O 2 .1 _2 6N
V10 = o1 10% S8 80 8
111 _ 0 0 9.1% To add or subtract, first fin
. : common L‘L'llk)]”i]hll()l':
1/12 = = 8.3%
1,2 (1x5,, (2§, 5.1
3 5 "3x5 5x3 W 15 15
: Datebooks
MULTIPLI ON TABLE ,-\ .
< Q
i ~
1] 2 4|5 |6 {7°[°8°T°3ed] ~aJL14 D16 |17 9|20
Al a5 el 7 s ool <1617 9] 20
2 2 4 8 1012114161820 22124262830 32|34 > 38| 40
3 3 6 151182124 |27]130]|33|36|39|42]|45|48]|5 - 57 | 60
4| 4 8|1 20 | 24 | 28 | 32| 36 | 40 | 44 | 48 | 52 | 56 | 60 | 64 £ 76 | 80
5|5 (10|15 o 30 | 3540|4550 55160 |65|70]|75]8 90 | 95 | 100
66 |12]18])2 v 36| 42| 48 | 54|60 |66) 72|78 |84 )90 2]108|114)120
7|7 |14]|21]28 49 | 56 |1 637077184191 198 @] 119|126]133] 140
8] 8 |16|24] 32| 40 o 7218018896 |1 . 128|136 144|152]160
919 |18]27]36]45]|54 v ¢ -~ 135]144|153]162]171]180
101 10|20 30|40 50|60 ] 70| 80 30]140f150|160|170]180190]200
111112233 |44|55|66]77]88]99|110]121(132]143|154|165|176[187]198]209]220
12 1224|136 |48 |60 | 72|84 | 96 |108]120]132]|144|156[168|180]192]|204|216|228]240
1311312613952 65]|78]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
15015130 ]45] 60| 75]90]105]120]135]|150|165]180]195|210]|225]240]255]|270]285]300
16| 16|32 |48 | 64| 80| 96 |112|128|144|160|176]192|208|224|240]256]|272|288|304]320
17|17 | 34| 51 | 68 | 85 |102]119]136|153|170|187|204]221]238255|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]152|171]190]209]228]247|266|285|304|323|342|361]380
20] 20| 40 | 60 | 80 | 100]120]140|160f180]200]220]240]260|280]300{320]340]360|380]400
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MATHEMAT'CS area & volume

PARALLELOGRAM

o
=3

Area of ABCD = bh

RECTANGLE

Perimeter = 2(I + h)
Area=1xh

hool

‘Dateboo

RIGHT TRIANGLE

A

b c

Cc a B
Area = ab/2

c? = a2 + b2 (Pythagorean Theorem)

Ks

Surface area of
a sphere = 4ar?
Volume of a sphere
= 4aré/3

CYLINDER

Volume of a'®

= nirch

face 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)

C is the center of the circle

La=/Lb
(Both angles intercept arc AB)
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MATHEMATICS geometric angles & congruence cases

GEOMETRIC ANGLES |
90° 180°
A right angle An acute angle An obtuse angle A straight angle
is exactly 90° is less than 90° is greater than 90° is exactly 180°

Side-Side-Side
AABC = ADEF

Side-Angle-Side
AABC = AKLM

Angle-Side-Angle
AABC = APRS

Hypotenuse-side
AABC = AXYZ

EQUILATERAL TRIANGLE

60°

60° 60°

ISOSCELES TRIANGLE

SCALENE TRIANGLE

H

3 Sides of Equal Length
3 Angles of 60° Each

2 Sides of Equal Length
2 Base Angles are Equal

3 Unequal Sides
3 Unequal Angles
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MATHEMAT'CS trigonometry

| TRIGONOMETRIC RATIOS |

sin (A+B) = sin A cos B + cos A sin B
sin (A-B) = sin A cos B - cos A sin B

cos (A+B) = cos A cos B - sin A sin B
cos (A-B) = cos A cos B + sin A sin B

tan A + tan B
tan (A+B) = 1-tanAtanB

tan A - tan B

tan (A-B) = 70 A tan B c

sin@
cosO

tanf =

sin%0 + cos?0 = 1
c0s’0 - sin’8 = cos26
tan’0+1 = sec’

| TRIGONOMETRIC RATIOS |

Law of Sines
a b c

sinA sinB sinC

Law of Cosines
2% = b?+c*2bc(cos A)
b? = a%+c?-2ac(cos B)
a c? = a%+b?-2ab(cos C)
Law of Tangents

. DO NOT SUgp
w

cot’0+1 = csc?0

o (opposite)

1
sin 45° . sin 60° ® h (hypote cscO
o _ : - o 1 = L
cos 45° = cos 30° = ) cos 60 - sec
tan 45° = tan 30° = % tan 60° =3 _ 1
N2 cotd
VALUES OF TRIGONOMETRIC RATIOS
0 0 /2
0 =1 radian
sinf 0 1 7 radians = 180°
27 radians = 360°
cosO 1 0
@nd o s 0 | - | 0
QUADRANTS
secd |1 | e | o1 | e |1 Quad 11 Quad
90°-180° 0°-90°
c“slglg) I 1 © 1 0 sin, csc are + all ratios are +
c“(/)t? o 0 % 0 . Quad I1I Quad IV
180°-270° 270°-360°

note: o denotes undefined or infinite

tan, cot are + Cos, sec are +
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CIVICS i of rights

| AMENDMENT ‘ I | AMENDMENT ‘VI

Congress shall make no law respecting an establishment ~ In all criminal prosecutions, the accused shall enjoy
of religion, or prohibiting the free exercise thereof; or the right to a speedy and public trial, by an impartial

abridging the freedom of speech, or jury of the state and district wherein the crime shall
of the press; or the right of the people peaceably have been committed, which district shall have been
to assemble, and to petition the government for 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
compulsory process for obtaining witnesses in his

a redress of grievances.

| AMENDMENT ‘ II | favor, and to have the assistance of counsel for

his defense.

A well regulated militia, being necessary to the
security of a free state, the right of the people
to keep and bear arms, shall not be infringg

y
o“\' sui here the value in controversy

No soldier shall, in ti
any house, without t

ﬁllk‘& .UI\P()SCLL nor k!’LlCI Lll]tl unu.\ual 8

o fljcged.

houses, papers
searches and s

s, shall not be violatedhand
bue, but upon probable cause,

br affirmation, and partiktitfifpeee

'; ain

supported by 4 y
ued to deny gEtS

describing the
or things to be

No person shall be hé
otherwise infamous cri

nor shall be compelled in any criminal case to be
a witness against 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.
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GEOGRAPHY states & state capitals

Alabama----------- Montgomery
Alaska -------memmmeeeeeee e uneau
Arizona --- Phoenix
Arkansas ----------—-—- Little Rock
California ---———----- Sacramento
Colorado----------------—- Denver
Connecticut ------------ Hartford
Delaware ------------------- Dover
Florida------- Tallahassee

Georgia-------------------- Atlanta

Montana ------------------ Helena
Nebraska -------------——--- Lincoln
Nevada -------------- Carson City
New Hampshire ------- Concord

New Jersey---------------

New Mexico---

New York ----------------—-

North Carolina ---------- Raleigh
North Dakota------——- Bismarck
Ohio-------mmmm e Columbus




C|V|CS United States presidents

No.  President Party Native State Dates of term(s)
{1} George Washington Unaffiliated. Virginia® April 30, 1789-March 3, 1797
{2} John Adams Fed. Massachusetts’ March 4, 1797-March 3, 1801
{3} Thomas Jefferson Dem.-Rep.  Virginia® March 4, 1801-March 3, 1805
Thomas Jefferson March 4, 1805-March 3, 1809
{4} James Madison Dem.-Rep.  Virginia® March 4, 1809-March 3, 1813
James Madison March 4, 1813-March 3, 1817
{5} James Monroe Dem.-Rep.  Virginia® March 4, 1817-March 3, 1825
{6} John Quincy Adams Dem.-Rep.  Massachusetts' March 4, 1825-March 3, 1829
{7} Andrew Jackson Dem. Carolinas’ March 4, 1829-March 3, 1833
Andrew Jackson March 4, 1833-March 3, 1837
{8} Martin Van Buren Dem. New York March 4, 1837-March 3, 1841
{9} William Henry Harrison® Whig Virginia® March 4, 1841-April 4, 1841
{10} John Tler Whig Virginia April 6, 1841-March 3, 1845
{11} James K. Polk Dem. North Carolina March 4, 1845-March 3, 1849
{12} Zachary Taylor* Whig Virginia March 4, 1849-July 9, 1850
{13}  Millard Fillmore Whig New York July 10, 1850-March 3, 1853
{14}  Franklin Pierce Dem. New Hampshlre March 4, 1853-March 3, 1857
{15} James Buchanan Dem. \ h 4, 1857 March 3, 1861
{16}  Abraham Lincoln Rep. _March 3, 1865
Abraham Lincoln* i
{17} Andrew Johnson
{18} Ulysses S. Grant
Ulysses S. Grant
{19}  Rutherford B. Hayes, €p. Ohio M mh 4, 18 \1 arch 3;
{20} James A. Garfield, ep. Ohio March 4, 1881-Sept. 19, 188
{21} Chester A. Arth; Rep. Vermont Sept. 19, 1881-March 3, 1885
{22} Grover Clevelg Dem New Jersey March 4, 1885-March 3, 1889
{23}  Benjamin Hy Rep. Ohio March 4, 1889-March 3, 1893
{24}  Grover Cle Dem. New Jersey March 4, 1893-March 3, 1897
{25} William Rep. Ohio March 4, 1897-March 3, 1901
William March 4, 1901-Sept. 14, 1901
{26}  Theodon Q elt SR\- ) h New York Sept. 14, 1901-March 3, 1905
Theodo : Q I March 4, 1905-March 3, 1909
{27}y Willia R¢] hio M arch 4, 1909-Mpech 3, 1913
{28} Woodr Dem rg t e O k 917
Woodr D a %
{29} Warres arding Rep Ohio 4,1921 \11v\1~r_ 3
{30} Calvi; Rep. Vermont "\u 1
Calvin eceoee
{31}  Herber bover Rep. Towa
{32}  Frankli bosevelr Dem New York ar
Frankli osevelt Jan. 20, l‘)w Jan—d
Franiklin B0 Lilseve!: Jan. 20, 1941-Jan. 20, 1945
Franklin N v cveli Jan. 20, 1945-April I 2, 1945
{33} Harry S. Dem Missouri April 12, 1945-Jan. 20, 1949
Harry S. Trid Jan. 20, 1949-Jan. 20, I‘J\%
{34} Duwight D. Ei Rep Texas Jan. 20, 1953-Jan. 20, 1957
Duwight D. Eise Jan. 20, 1957-Jan. 20, 1961
{35}  John E Kennedy* Massachusetts Jan. 20, 1961-Nov. 22, 196,
{36}  Lyndon B. Johnson Texas N»\. 22, l‘)(n hu 20,
Lyndon B. Johnson
{37}  Richard M. Nixon California
Richard M. Nixon™ 9
{38}  Gerald R. Ford d “o
{39}  James E. Carter, Jr. 9%7-]an. 20, 1981
{40}  Ronald Reagan Rep. Illinois an. 20, 1981-Jan. 20, 1985
Ronald Reagan Jan. 20, 1985-Jan. 20, 1989
{41}  George H. W. Bush Rep. Massachusetts Jan. 20, 1989-Jan. 20, 1993
{42} William ]. Clinton Dem Arkansas Jan. 20 1993-Jan. 20, 1997
William ]. Clinton Jan. 20, 1997-Jan. 20, 2001
{43} George W. Bush Rep. Connecticut Jan. 20, 2001-Jan. 20, 2005
George W, Bush Jan. 20, 2005-Jan. 20, 2009
{44}  Barack H. Obama Dem Hawaii Jan. 20, 2009-Jan. 20, 2013
Barack H. Obama Jan. 20, 2013-Jan. 20, 2017
{45} Donald Trump Rep. New York Jan. 20, 2017-Jan. 20, 2021
{46}  Joseph R. Biden, Jr. Dem. Delaware Jan. 20, 2021-Jan. 20, 2025
{47} Donald Trump Re New York Jan. 20, 2025-

p-
("did not finish term, 'born as subjects of Great Britain before United States was established)

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
John Tyler

George M. Dallas
Millard Fillmore

William R. King*
John C. Breckinridge
Hannibal Hamlin
Andrew Johnson

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

> Morton

. Stevenson

. Hobart*
e Roosevelt

Hubert H. Humphrey
Spiro T. Agnew*
Gerald R. Ford*
Nelson Rockefeller
Wialter Mondale
George H. W. Bush

Dan Quayle
Albert Gore, Jr.

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

Kamala Harris
JD Vance

ORDER OF PRESIDENTIAL SUCCESSION |

{1} The Vice President
{2} Speaker of the House
{3} President pro tempore

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

{12} Secretary of Health and

Human Services

{16} Secretary of Education
{17} Secretary of Veterans Affairs
{18} Secretary of Homeland

{13} Secretary of Housing and
Urban Development

{14} Secretary of Transportation

{15} Secretary of Energy

of the Senate
{4} Secretary of State
{5} Secretary of the Treasury

{9} Secretary of Agriculture
{10} Secretary of Commerce
{11} Secretary of Labor

Security
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GEOGRAPHY United States map
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A

GEOG RAPHY United States map with longitude & latitude
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INSERT STATE MAP
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G EOG RAPHY U.S. & Canada time zones
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ENVIRONMENTAL AWARENESS recycing
Be kind

Given our alternatives, we
to your should treat Mother Ez;rth

with all the respect she
mOther deserves.

. Never litter. Ever. Dish it. Use real
Here are 10 simple silverware and dishes

things that will Pick naner, not instead of disposable

make a world D?_, ’EPIMSUBM ones.
. arn Gups N
of difference: o ble In "

for email to

can pollute
250,000

(2]
h'°Q .ide. Riding

gallons of Q .meone saves
drinking water. our world. a )' and cuts down on
. Msl “0 air pollution, and it’s
— 100,000 marine Ilgu . .I.Nlud more fun.

mammals die each year
from eating or becoming Share your old

entangled in plastic debris. stuff. Rather than

throw them away, Be your own bottler.

— Every year, Americans toss give your old toys, Cor.wince 'your family
away enough office and clothes, sports to invest in a water-
writing paper to build a equipment, books, PU"f/CEfIOH_SVSTem or
12-foot-high wall spanning backpack, etc., to buy water in those huge
the miles between New York people who can use reusable bottles. Then

you can refill water
bottles rather than buy
hundreds of individual
ones each year.

City and Los Angeles. them.
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ENVIRONMENTAL AWARENESS recycling

FACTS

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

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

— Showers can account for up to 32% of — The average office worker throws away
home water use. about 180 Ibs. of recyclable paper every
— 280 million tires are discarded every year in year.
the United States. — Hot dogs last up tp 20-25 years in a
— Polystyrene foam is not biodegradable. In landfill.
simple terms, the foam cup you throw away — 70% of the trash that people throw away
today will still be sitting there 500 years can be recycled.
from now. —Fach person throws away an average of

‘water.

WHAT CAN B ,: YCLED?

g

How go Prepare Them ‘2
) a e a it
g and Tin Cans 4] ~ in gnd dry allgar “E‘
et = C A W An W A
Fold /m(‘.r/),(A”h/m///)/m‘r in browa pyy bags Ke)
!: or /11/;1///5;_@/7 spring into onefoes SAgfs. =
N e — >
Gl % R//'/.\'(.'/.z,/{ 7e /';//.r and lids, ~
ass 9 Sort /{1' color: brown, g;‘ @ear. °.
[}
Plastics Vo Rinse and separate by number. (o]
Corrugated Card ¢ Break down boxes. $
Office Paper . A:ynmzlv /'/./m white, ,M/UW(/' /z1z?’gl & ks.
Remove sticky tabs and paper cl &
\
M Oil 7 ] b .
otor Oi M sln ollect in amtzz “oa 5 gallons
Tires d « LNV B0l recycler. Some communities limit the

number of tires accepted per year from individuals.

Reduce Reuse Recycle
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HEALTHY |_|V|NG 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 that people break the
law to pay for them. <>Taking drugs without a prescription
is illegal. You can get kicked off the team and lose your
chance for an athletic or academic scholarship. Those will

DO:

Become aware of the signs of drug use so you
can guard against it.

Alert an adult if you see or hear of illegal drug
activity.

Confront your friends whom you suspect are
using drugs — out of concern for their health.
Talk to someone you can trust if you think you
may have a drug problem.

Be a good role model for younger kids.
Practice saying ‘no.”

Remember: People who try to entice or force you
to do drugs aren’t your friends.

Talk openly with your parents about any peer
pressure you encounter.
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our concerns as you're sitting in a jail cell

DONT:

Ignore drug use, hoping it will go away.
Excuse drug users because they say they are
“lonely,” “depressed,” “overachievers,” etc.
Think you are “narking” if you seek out help
for someone who is using drugs.

Succumb to the myth that drugs will make
you a happier person.

Feel you have to drink or do drugs to

have fun.
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HEALTHY LIVING smoking is a drag
Smoking is a drag.

The younger you are when you start
smoking, the more likely it is that you'll become a full-blown
smoker and that you'll suffer from some sort.ofsmaking-

nicotine IS addicieve.
smoker who is&ving
how cranky, ‘&, ng

a,

years and o s g

'8
Why is sr =g
dampens Vg €
your bloo E
susceptibi ) sol¢
It can cause roni
and heart disy#¢, n@
mouth, larynx, S, €
cervix, uterus, a owd

Also, smoking just isn'® .

smoke are more likeiy o :

than nonsmoking student nm 4o €DC. 02 ..
SIASH . _|_N|ud“..- annually for cigarettes.

What could you do with that
much money?
Long story short, cigarettes just aren’t cool, and Well, you could:
they’re known killers. Smoking accounts for about * See 3 movies per week, every
480,000 deaths in the United States each year. 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, f,

years K-12, your parents had put $2,000

a year into a high yield savings

account bearing 5% interest.

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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H EALTHY LIV' NG alcohol & tobacco

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 person
feel good for a little while, they can make a user forget the damage they are doing.

Alcohol

memory loss and s8
swings. 7
Al i 00

coholic beverages are very
calories and can cause weight gair
and increase the risk of diabetes, even
if taken in moderation!

Learn More At: https://www.niaaa.
nih.gov/publications/brochures-
and-fact-sheets/alcohol-facts-and-
statistics

“addicted”

is to g
dependent. When aqg be chemically

dicted, a person wi
- : will
compulsively seek out a substance despite

knowing and €xperiencing its harmful effects
upon themselves and those around them

47

pt which contains nicotine,
imulant. Out of 20

of a regular smoker! “Just this once,”
can very easily become a long, drawn-
out struggle with nicotine. Don't fall
into the tobacco trap!

Be careful and treat your
body with respect!



HEALTHY LlVlNG dietary guidelines

DIETARY GUIDELINES

RECOMMENDATIONS
FOR DAILY FOOD CHOICES

Protein, Dairy
& Healthy Fats

PROTIEN
Prioritize Protein Foods
at Every Meal

When consuming
dairy, include full-fat
dairy with no added
sugars. Dairy is an
excellent source of
protein, healthy fats,

Prioritize high-quality,
nutrient-dense protein
foods as part of a
healthy dietary pattern.

Eat Vegetapies & rruits
Throughout the Day

Eat a variety of colorful,
nutrient-dense vegetables
and fruits.

vitamins, and minerals.

Vegetables
& Fruits

=

Whole Grains

Focus on Whole Grains

Prioritize fiber-rich
whole grains.

Healthy fats are
plentiful in many
whole foods, such as
meats, poultry, eggs,
omega-3-rich seafood,
nuts, seeds, full-fat
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 LIVING emergency action steps

Adult Life-Saving Steps — IN THE PANIC OF AN EMERGENCY,

YOU MAY BE FRIGHTENED OR CONFUSED ABOUT WHAT TO DO. STAY
EMERGENCY ACTION STEPS CALM, YOU CAN HELP. THE THREE “EMERGENCY ACTION STEPS” WILL
HELP YOU ORGANIZE YOUR RESPONSE TO THE SITUATION.

7N\ 7\ 7N\
O &) 3

— Dial 9-1-1 or your local
—= Check the scene for safety. emergency number.

—+ Check the victim for B

consciousness, breathing,
pulse, and bleeding.

— Care for the
victim.

If victim is
Give abdd

t breathing
3 breathing

Tilt head back
and lift chin.

Look for and clear any
objects from mouth.

Give up to 5 abdominal thrusts. Repeat steps until breaths go in.

Tilt head back and reattempt breaths.

If not breathing and no pulse - Give CPR |

. .. '\ Compress chest 30 times.
: . Give 2 slow breaths.
= R .
. .. 3 epeat sets of compressions and
Find hand position on center L breaths until ambulance arrives.
of breastbone.
Courtesy of:
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HEALTHY |_|V|NG hotlines & helplines

GENERAL CRISIS

7 Cups of Tea
Boys Town Hotline (24 hrs.)
988 Suicide & Crisis Lifeline

I'm Alive (Online Crisis Network)
National Center for Missing and Exploited Children (24 hrs.)

National Runaway Safeline (24 hrs.)

Teen Line

Youth America Hotline | Your Life Counts

Online listeners
800-448-3000
988

Online chat
800-843-5678
800-RUNAWAY
800-852-8336
877-968-8454

7cups.com
boystown.org
988lifeline.org
imalive.org
missingkids.org
1800runaway.org
teenlineonline.org

yourlifecounts.org

ALCOHOL /SUBSTANCE ABUSE

Al-AnonlAlateen (For Families and Friends of

o“‘x »

Alcoholics Anonymous

Substance Abuse and Mental Hg

Narcotics Anonymous

National Institute on Alg

bs Administration

al-anon.alateen.org

American Heart 4
CDC National

act (

oggmct Cent
Sc e
¥4 AR

Abuse Hotline (2 D a t e. m,_kq} .I)k S‘
- re 75 iy

o

National Network (RAINN) (24 hrs.)

800-AHA-USA-1
800-CDC-INFO
800-CDC-INFO

hool

.oo.....f'
o=

800-656-HOPE
800-CDC-INFO

Depression and Bipolar
Mental Health America

SAFE Alternatives (Self Abuse Finally Ends)

800-826-3632
800-969-6642

mhselfhelp.org
nationaleatingdisorders.org

selfinjury.com

SEXUAL ORIENTATION /GENDER IDENTITY

Lesbian, Gay, Bisexual and Tr

der I\

[ Youth Talkline | 800-246-7743

LYRIC (Center for LGBTQQ Youth)

The Trevor Project Lifeline (LGBTQ Ages 13-24) (24 hts.)

415-703-6150
866-488-7386

Igbthotline.org/youth-talkline/
lyric.org

thetrevo I'Pl'Oj ect.org

ASKING FOR HELP IS A SIGN
OF STRENGTH, NOT WEAKNESS.
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HEALTHY LlVlNG breakfast — who needs it?

wellness

BREAKFAST
Who
Needs [If?

you into hi ) h I
And the bg QL 1 varier)
foods — br al, dt e b@*@ k Snough bu can

d o e up:

out the door:
@ Fresh fruit
@ Cereal/energy bar

@ Cereal without milk for a crunchy snack “All happiness depends on a

) leisurely breakfast.”
@ Toast with peanut butter — b Gt

@ Hardboiled egg (cook a few once a week)
“Eat breakfast like a king, lunch like

a prince, and dinner like a pauper.”
— Adelle Davis
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HEALTHY LIVING breafast — myths & facts

wellness

BREAKFAST
Myths
& F acts What’s on the World’s Menu?

heard these m

true facts! AvsTrALIA: Eggs, sausage, 3 pmatoes
. . BuLcAria: Yogurt

MYTH: WA/ bight if I don’t eat brealkfast. ©

IXSTRY Ar W storoC o s 10 be CriNva: Rice dumplings

filled. Those o have 5$(QMé@ I ITALy: Bread and jam

consume ex; lories later in the d g 0 77 /e{ elbrOiQI]kcs,m{

up for an e eeling that would béen .~

curbed by

LY YT
pach can’t handle food in the

MYTH: B¢

ay not be interested in
t it can handle — and really

Breakfast will put me to sleep in class.
Eating too much, especially at
lunchtime, can make you sleepy. But energizing Tomorrow, I'm going to eat
breakfast foods perk you up and fuel your body
for the morning’s activities.

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

Skipping morning nutrition can affect
your ability to focus and learn and leave you
listless. My favorite weekend breakfast is

This morning I ate
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HEALTHY LlVlNG posture — lighten your backpack

wellness

POSTVRE
Lighten Your
Backpack

Too Much Weight on Your Back?

/ |
with you and e to hit your locker,

lugging all ¢ ght around is tough on

a IWHSI( U h(®k§.tl1l bl ackets and returned pape
hrtments, a hip an e ]@ Ok

E y, carrying only w lnr}.o.u..

|
your body. B Book you finished I'C;ldin cks ago
|

weight slmu dn’t be more

more than 15
Pack less than

close to your body.

Carry your backpack over both shoulders

or use a single strap that goes over your

head and rests on the opposite side of the
backpack. Use the hip belt, too, to take some
of the weight off your back and 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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HEALTHY LlVlNG sleep — getting enough zzzs?

wellness
SLEEP

Getting
E nou g h Training for Sleep

\mt[in” to sleep, read a while)

body goes Q gh ¢ ]ts h of your textbooks will help y d off!
you Sleep, g hese cach l(k 1 t )[ ion, try to E
amount of] e, you need a \mu f )u hTe wt up 1[ o o the
time to gefl full benefit of sleep, doums ,&(\ on ks ; ly

say. i cagZi g respond EPMnd

During your teen years, 4700 adi
rthythm, an internal clock is T8
did when you were a young child, and that odding off during class

prompts you to want to sleep later in the B Giving a sluggish sports performance
day. The challenge for teens is that alarms
ring earlier than your body naturally wants
to get up for those early morning classes. B Not being able to pay close attention

when you're driving

Feeling irritable and out of sorts

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

— Friedrich Nietzsche
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HEALTHY LlVlNG sleep — true or false?

wellness

SLEED

True or
F alse’ Animals Need Sleep, Too
. >

a regular time to b di{‘{‘crcnt spccic&
a sleep routine s your e nl) mommzﬁ
school scheduy,
it’s time to dovwn: avoid c: 1fh1m —an
ingredient i Q wStus coffee, and Horse @ 2.9 hours

chocolate. o keep &8 1 \Kh\@l @ E lgph ant @ 3.3 hours

after you sfi{e}d be snoozing.

THE SHORT SNOOZERS:

Giraffe ® 1.9 hour

more or less c8 be detrimental. Tiger B 15.8 hours

As long as I get 8 ; Y A Python B 18 hours

interrupted, in, say, a ‘f) schoo | and

"041 L eed | ASleep a e Records
o JiAgy . yNEd

WO days straight, but, of course, that’s a

then only a few hours ové
to sleep through every sequent
get sleep’s full benefits.

e slept for 20 years and

If I sleep as much adults say I should, fictitious tale.

Dl sleep my life away. On the awake side, Randy Gardner set
Well, you'll only sleep a third of it away, a world record in 1964 for time without
as all functioning humans do. And if you sleep. The 17-year-old high school student
don’t spend a third of your life sleeping, from San Diego stayed awake 264 hours —

you won't enjoy the energy and health for 11 days straight.
the other two-thirds.

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

— Publius Ovid Naso
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HEALTHY LlVlNG stress — life spinning out of control?

wellness

STRESS
Life Spinning
out of Accept That Life Happens

disappointm?

e take energy to get
pod rest, healthy

through. That’s

Schoolmmwo our
Dateboo KISk pens

0 mmL \\l >

Most pare ill be the first tq admiw 1“3

today’s tee e significant stress. T qu are | hck

so many de $0
and your life \E¥8ping all those balls in [11( your athletic, theatrical, mugife§or other

coping strategies — a quick break, some deep

breaths, a healthy snack, and a few minutes

to compose yourself.

“A vigorous five-mile walk will do

For the long haul, you need ways to more for an unhappy but otherwise

regularly reduce your stress, to relax. It healthy adult than all the medicine
might be playing your guitar, going for a and psychology in the world.”
run, or reading a fun book. Whatever takes — Paul Dudley White

your mind off the little and big challenges
and allows you to simply be.
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HEALTHY LIVING stress — signs of stress

wellness

STRESS

Signs
pJ
Of Sﬂ' e s s What uses Your S.tress..

(<N <N <N <N <N <N <N <N <N <]

Feeling irritable 0 grsa. What sets you on

Always rushing

Find someone to listen
Give yourself positive messages

Set priorities

“The greatest weapon against stress
is our ability to choose one thought
over another.”

— William James
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HEALTHY LIVING water, water everywhere: why it’s good to drink

wellness

WATER

Water. Water
Next ti re thirsty, head for th
Ev e ry w h e re: Ct tiicr)rllxenf;i:r;;ttler:t;et, iiaon’f :ivtaif until

With all the choices in soda pop,

juices, and § spges dringks, why @ Drink a glass when you B
would you @gBse waicYy(qufn ‘IOLO I teeth

thirst? Pl t ebl@ﬂ@b’k S‘

Maybe beq you'd like to avoldthe - o
calories. gar. The expens, l‘hc'"... oy
aftertaste. | yet, maybe you'd like to " ®

give your b ?n healthy boost, a dose of

Others suggest eight 8-ounce glasses —
almost double the one liter. Some even
suggest 10 glasses a day. Many say it

“Water is the only drink for a wise depends on how active you are, how hot it
man.” is, what the climate is like where you live,
— Henry David Thoreau and how much you sweat.

“If there is magic on this planet, it is You don’t want to slosh around, but do

contained in water.” turn to water frequently. Keep yourself

— Loren Eiseley hydrated.
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HEALTHY LIVING water — your body’s full of water

wellness

Your Body’s
Full of Wafte

B Your bl

H H B
=
=}
=
=

are 22 percent water

Water is inded
Consider that W

Helps your skin
Reduces the risk of certain cancers

(V]
(V]
(V]
@ Boosts your energy
(V]
o
o

Gives you a feeling of fullness, which
may help you avoid overeating

Another important benefit: Water is free!

92 pgkcent water
Your mif - oles arc S)g:gh\Q O I
||°. is 75 percent w AtD a t e

WATER

Too Little Water Spells Trouble

your own parade.
er, you might

|
B Sleepiness during the da
|

Trouble doing math

books

O While I did my homework

O After sports activity
O At supper

O Later in the evening

“Water is the best of all things.”
— Pindar
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HEALTHY LIVING internet safety tips

BE SMART! BE RESPECTFUL! BE SECURE!

The internet is a real-life place with real-life dangers. Be smart and take steps to keep
yourself safe online.

Be Smart!
Everything you post online stays online
forever! It can be copied, saved, and

Be Respe

When online, pg

hings online they would

.School

never say

peoplea

RemembEe¥ treat others b k
online ag{Mwould want to be D a te ,.,O O S
treated. Bt say or do anything that A, -

say or do to someone face*t)ia,c.e‘.'gc?k'

X Keep your passV s, and other
accounts secret fro ‘f)

% Pick a password that h3 nd more than seven
characters.

X Make sure your connection is secure B gm.

X Check the URL (www. Address) of the website you are logging into. Don't trust the
appearance of the site itself.

X If you get an email about something important, research the email and make sure itisn'ta
scam. Don't use the email’s links or download information from your email.

X Use up-to-date Antivirus software, and do regular scans for viruses.

HAVE YOU OR SOMEONE YOU KNOV ...

... 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 LlVlNG internet safety pledge
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HEALTHY LIVING wetsmartz for tweens
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HEALTHY LIVING wetsmartz for teens
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HEALTHY LIVING social media safety for teens
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HEALTHY LIVlNG tips to prevent sexting for teens
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HEALTHY LIVl NG evaluating internet sources
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1)
H EAI_THY I_IVI NG Abuse & Healthy Relationships / Prevention Education Overview

IDENTIFYING UNHEALTHY RELATIONSHIPS:

Throughout high school, you have an awesome opportunity to engage with your peers and form
friendships and dating relationships. But it’s important to know the difference between what healthy
relationship behavior is and what it is not.

Red Flags for Unhealthy Relationships:

e CONTROLLING: demands all your time and attention, demands to know where you are at all
times, isolates you from others

Spotting these a
preventing a p t of people

Here are so
RECRUITM eone
online who a party
who asks to pulators
making it eas
e TIP #1: NE PW you or
say they ha
e TIP #2: Think B emember that
what you send o Vas intended for.

threatening or potentially d8 ation if VoL ’going to be exploited
online or in person.

You should tell a trusted adult if you or someone you know is involved in an unhealthy relationship.
You can also access the resources below if you need immediate help or advice:

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.

HUMAN TRAFFICKING HOTLINE: 1-888-373-7888
e Call the number above or text “HELP” to 233733 to report suspected cases of
human trafficking.

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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A

988 Suicide & Crisis Lifeline

I'm hanging in there.

*If 1 ask for help, people will think I'm weak.

@ Call, text or chat ...
SUICIDE & CRISIS
LIFELINE

For free, confidential support-anytime.
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SU CCESS SKl I.I.S tips for improving your memory & taking standardized tests

| TIPS FOR IMPROVING YOUR MEMORY

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

a. Time — summer, sun, swimming, hot

b. Place — shopping center, stores, restaurants

c. Similarities — shoes, sandals, boots

d. Differences — mountain, lake

e. Wholes to parts — bedroom, bed, pillow

{5} Associate new things with what you already know.

g enlarge things.
c. See it in mun TS, h I
d. Put yoursfs afihito the 5 C O O
g tion taking place. D b O O k S
C me: U“ﬂ” h

hation together to giv

{9} Use the in

thIl \\hkllL\ er \()Ll can. l\tL’LﬂTlUIl
. LTS
Ol}. LY

{5} Read all of the possible answers for each qué

{6} Eliminate any answers that are clearly wrong, and choose from the others. Words like
always and never often signal that an answer is false.

{7} 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.

{8 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.

{8} 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 SK”.LS 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 personal problems outside the classroom.
Try to avoid distractions.

7 duily xz.\.\{g;/;gwm‘hbodagtl\léxb'i@\ 6\1k \glr
ﬁ, r qQve i =

—  HomeworRG®ag esscitial part of learning. Even though ygf™may no

work to Q= can always review or reread assignmegrmy. T o=
L ceve00ge: A

E easler 1t 1s to ICI”C“]I)CF iin(.l r’]e‘ﬂl Jorcianvs AT

Not doing

know when it n be turned in. If you are absent for several days, make
al‘l’al’lgemel’lts to SSign]“Can \VllilL’ '\'()ll are out.

with yourself about us
you have everything you

— Prioritize your homework so that you begin with the most important assignment first:
study for a test, 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 assignment and plan your break time
accordingly.
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SUCCESS SKI |_|_S successful notetaking

| SUCCESSFUL NOTETAKING |

— 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 each style takes
patience. Take notes as you (attentively) listen to the lecture. Keep notes in an
individual notebook for each class or in a loose-leaf binder that has a section for
each class. Your teacher may have certain requirements.

— Date each day’s notes, and keep them in chronological order. Some teachers provide
outlines that tell you how a series of lectures will be organized; other teachers will
deliver thelr lectures and expect you to write the information in your notes. Most

< Il”h[ two- lhlIL\ 0( lh( HOKh(\O pJ”L I\LLP IhL IL([ one- Ihlld

free for youlf *Bllow-u| Su )1h dn% lIl the really important points in the
discussion o C

— Listen forf{®¥deas. Write them <|iant bd i
every worl o your teachers s e teachers wil the ¢
projector,) I— [PowerPoint presentation to outline thes| ’1\\ ulus
stress the E heir discussion.

— Soon after [ Whilc the inﬂn'nmtion is eri” fr

events or ped
the questions
memory, simp
quick reviews wi

- Mak t M o
ake sure your notes summart SIASH ! .I.N“‘-\d -

— Devise your own use of shorthand.

— Vary the size of titles and headings.

— Use a creative approach, not the standard outline form.

— Keep class lecture notes and study notes together.
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SUCCESS SKILLS telptut hints
THE SUCCESSFUL STUDENT'S

—(BAG OF SKILLS)

::0 LAUDABLE LISTENING

® Concentrate on what the instructor says.

® Avoid distractions.

B Pay attention to the lecture, and take good notes.
B Participate! Ask questions if you don’'t understand.

m Use this
assign _

| [f you'r ize
get youll'88ig

u Develogll Jbut =
homew [Se and
place; h
turn off t thg

® Study in D third
for you).

u Begin with oS .
assignments Wi o} ediately

® Take breaks pe © .
yourself and revie \ you (r:t::ss?g

%, AMEMORABLE
o MEMORY

m Use a variety of avenues (listening, - .
notetaking, reading, online resources, etc.) to Make up rhymes using the
improve your chances of retaining the mate- :'. 2221?;2:’ you want to
rial. - S .

® | ook for the main ideas, then find out how - X:::“j; ;hzt;r:;ozr;igiggr
they all relate. .

® Use mnemonic devices. For example, make . different facts you must recall.
a word out of the first letters of the items you Use and review the information

are trying to remember. To remember the five as often as you can because
Great Lakes, think of HOMES: repetition is the key to a good
Huron, Ontario, Michigan, Erie, and Superior. CINOLY.
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SUCCESS SKILLS about cheating

WINNERS NEVER CHEAT.
_(< CHEATERS NEVER WIN. >)

SOME PEOPLE RATIONALIZE THE REASONS WHY THEY
CHEAT: “THE TEACHER DIDN'T GIVE US ENOUGH TIME,”  “ ©

S élﬁcay 8 Ts when they cheat.
What hoppen@ﬁ@ @Lby@@; koﬁ’rhe answe

Don't be foole®Someday it vv|| Dyou.

..-o...‘. f'\

=
E
P
v
(o)
2

o Yo 41 RADLY ABOUT CHEATIEY
WHETHER TH 3453 v .I.N“‘-\d“ g

HAVE TO TRY TO KEEP TRACK OF THEIR LIES,
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”_LS plan to get ahead

(PLANTO GET AHEAD!

People don’t succeed because they’re lucky. They
succeed because they set goals and work toward
those goals.

. al
Setting Goals 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.

74



SUCCESS SKILLS pian for success

SUCCESSFUL PEOPLE DON'T BECOME SUCCESSFUL BY LUCK. THEIR SUCCESS IS
THE RESULT OF SETTING GOALS AND WORKING TO ACHIEVE THOSE GOALS. IN
PLAN FOR SUCCESS 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 your homework,
extracurricular activities, community activities, and home
responsibilities.

— Make sure you have all the materials you negdes
to class and when you do your hoa

‘\\J‘f

e things you need to do 'md

{2} Time Management - Managig

your /1;/1('/)/1/;/, but be flexible. For C,\;Ull})lt‘, it smncrlnng
es it impossible for you to do homework during the regularly
, plan an alternate time to do the homework.

{3} set Prioritig8 ' you hS]n t Q lm to set priorities.
—  Rank edq q Stdre [h he nB 18nmnl 1R]\ and

{4} Set Goals - Jus kng to get better grades or to excel in a sport accomplishes
of action to achieve your goals. Setting goals will result
in better grades an8 o)
in control of your lifé

— Be specific. List speci ‘{7

ints for setting goals:

— Set realistic goals. For example, if math has always been difficult for you, don’t
aim for an “A” in Algebra at the beginning of the year. If you usually get a “C-”
in math, you may want to begin by setting a short-term goal of “C+” or “B-".
Reaching that first short-term goal will give you the confidence to raise your
goal for the next test or the next grading period.

— 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.

75



SUCCESS SK”_LS basic résumé writing

| BASIC RESUME WRITING |

The Functional Résumé Format |

{2} Job objective: a short statement describing how you can be

The finctional format is usefil of help to the employer and what you intend to do (e.g., sell,

for graduating high school or dln, s, e,

college students who do not
have extensive job experience.
This type of résumé emphasizes
skills and accomplishments
achieved in school, activities,
internships, and in life.

{3} Qualifications: a brief list or statement highlighting your
background, your strengths and what you want your
employer to know about you. This can be optional.

{4} Skills/Achievements: a description of your abilities,

These are the 5 basic parts

—

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

o typefaces in the dcsion of your résumé.
— Use short plif s ¥/ insc: 151&» : h wn agraphs
—= Line up all fif+'alings to C s n H0 lean and professional

(*] b paper; A neutral U)D aht] mbv kns

— Use good g iy |
— Do not ing salary requirements. ,.\
en) L.
— Do not in personal information suc 1 as, date of ba, b ehglon,

‘.c. )

accomplished issued
activated classified launched
administered  coordinated

advanced communicated gatlié

advised completed  generated

analyzed computed guided outlined
applied critiqued implemented  refined
arranged delegated improved reorganized
assembled designed initiated streamlined
attained determined  instituted trained
automated developed instructed updated
budgeted devised introduced  utilized
calculated established  invented wrote
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SUCCESS SK”_LS basic résumé writing

| SAMPLE RESUME |

Joe Anybody

1234 Oak Street
Anytown, IN 49503

ATIONS -Very strong interest in web design and computers

-Well-organized md very reliable

a te books

-Self*trfght in computer ;,p@hus and illustrs

-1l luxn md school nuwﬁ}m' & /

-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 class. Do not let a class slip because it does not interest you. Colleges look
for a consistent performance in all subjects.

{3} Take the SAT or ACT in time to include scores on your college applications.

{4} Look at as many potential colleges as possible. Do not limit your options.

{5} Visit as many campuses as possible and talk to students, staff, and the office of admissions
while at the college.

{8} Send applications to prospeci

{7} Fill out any poteng
{8} Allow at least
{9} Many schoolg
Steps for Juni
{1} Ta_lk to y t nﬁk orgbout ﬁ ]11‘ \()Lll ]UHI(” \( ar kl ass \kl\(dlllk \\lr]l (()ll]\k\\()]](
in Englis}j Q Pign Im Q 0 xQu u and mnh(mmu
It is recofll »shdec| chamdl 8% ¥ (ST 1 Mathematics courses ag possible.
{2} Colleges (=] poking for well 1nun@ dn 8( a1 @11@ 11smd speech. E

{3} Find ou n poumnl universitics are visiting \()ulﬂ@m or
e

)
3
m

then yoursshg®l is
{4} Itis best

{5} Take a colli{J
{8} At the begi
{7} Take the SA

{8} Start applying for
{9} If you know your inté

{10} Plan to visit as many colleges d
Steps for Seniors
{1} Attend as many college fairs as possible in your local area.

{2} Visit as many institutions and universities as possible. It is best to visit campuses 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,
as well as speak 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 requirments of the colleges and universities
that interest you. If necessary, retake the entrance exams.

{8} 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 any correspondence from potential colleges for future reference.
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SUCCESS SK”_LS keeping a monthly budget

Learning how to manage your money is an important

step in becoming financially independent. It’s never
g y

too early to start keeping a budget. Use this budget

worksheet to determine your income and expenses. If

you need to cut back on spending, little bits add up.

—* When dining out with friends, don’t order a soda;

drink water instead.

— Skip costly coffechouses and brew your
own at home.

—* Save money on gas and parking by
walking to class or carpooling with pals.

—* Many communities offer paying recycling
programs, so cash in those cans.

—* Consider trimming “extras” that add up,
such as streaming services or eating out.

Category Monthly Monthly Semester Semester School Yr. | School Yr.

Budget Actual Budget Actual Budget Actual
INCOME
From Jobs

»10 U

From Parents -

U
From Student Loans 0 )4

o

From Scholarships A 0
From Financial Aj

Miscellaneous [
0

neover el School
ExPENES Datebooks
Rent or Roo! Board ﬁf'\ﬂ T -
- 4
Utilities (Gas| ric, Water) *e00ee, N b/
®
Cell phone ~
Cable TV or Str Services >
o
Groceries J
o

Car Payment/Transpo

Insurance

Gasoline/Oil

Entertainment

Eating Out/Vending

Tuition

Books

School Fees

Computer Expense

Miscellaneous Expense

EXPENSES TOTAL

NET INCOME

(Income minus expenses)
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SUCCESS SK”.LS manual alphabet

| AMERICAN SIGN LANGUAGE |
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A
SUCCESS SK”_LS 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:

» Negotiated with your family on what to do on vacation:

SOME GOALS

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

“THE BEST POLICY IS MADE
WHEN YOU ARE LISTENING TO
» At school, we might work to build PEOPLE WHO ARE GOING TO BE
consensus on: IMPACTED. THEN, ONCE POLICY
IS DETERMINED, YOU CALL ON
THEM TO HELP YOU SELL IT.”
— Elizabeth Dole
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SUCCESS SK”_LS leadership — diversity

Diversity

Involve All People

Look around the world. The U.S. Your community. Your
school. You'll see people of many backgrounds, cultures,
ethnicities, and abilities.

Now take a look at your friend

group all the sa
socioeconomic

Enrich E ]
communje/ b
learning @0
differentegth
many couDrie
YR

G:
SOME WA o)

» Befriend p'&o'@ 0
ethnicities O.

<

» Learn about the 4’@6
cultures

" sabuites. loa

K/ ope h- SedsPlc, reach out to

3y . J‘“‘“é ace-to-face and invite them

to join. When you create a group that

represents the world and all its people,

» Welcome international your organization will be all the richer
students to school and more effective for it.

» Volunteer at a local
international center

» Speak up when others make

inappropriate remarks

» Learn a new language

» Watch the world news
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SUCCESS SK”_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 right thing to do, but your group will
also be better for it.

Some ways you can bring new, diverse people to your group:

Reducing conflicts at school

and in your community
“YOU DON’T GET HARMONY WHEN

EVERYONE SINGS THE SAME NOTE.” » Improving listening and
— Doug Floyd communication skills

» Expanding understanding

“WE ARE OF COURSE A NATION OF among people

DIFFERENCES. THOSE DIFFERENCES » Curbing discrimination and
DON’T MAKE US WEAK. THEY’RE THE .

SOURCE OF OUR STRENGTH.”

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

Empower, Inspire

Lead Rather Than Dictate

“Do this.” “Do that.” Who needs it?
Not those you're trying to lead!

Leadership isn’t bossiness.

It's guiding, empowering, inspiring, and
motivating others.

» Don’t'! fi
of en\ n-,Je
ask folaly

Don’t \?ﬂ thé
refreshimgts.
them to @y a
for that sp Lp
you’re after. @
)

Don’t tell someu"’ set UP
the podium. Instead, _
that club member to say 3’453 o INIY
few words about a particular yO
project.

P A pizza party to celebrate a milestone

Yes, stuffing envelopes, bringing keeps everyone coming back

refreshments, and setting up the
;A”elft‘”g room has to get done. “TELL ME AND | WILL FORGET. SHOW ME
ake sure everyone rotates AND | MAY REMEMBER. INVOLVE ME AND

through those tasks, including | WILL REMEMBER.” — Chinese Proverb
club leaders.

When you want members to
feel like they count, give them
meaningful opportunities to
participate in your group.

“ACTION SPRINGS NOT FROM THOUGHT,
BUT FROM A READINESS FOR
RESPONSIBILITY.” — Dietrich Bonhoeffer
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SUCCESS SK”_LS leadership — follow through

Follow Through

Like an athlete swinging a golf club, tennis racket, or baseball bat,
good follow through is a skill every leader should master.

» TRACK THE DETAILS

2

» Ever to®yo
“Somed¥’ll
skateboare,’ Y
“I’m going t@emp
dishwasher s 9."? A o@
“Yeah, I'd like of oK 8 §°
book sometime”? “4y, *';;u ay\
you’re in, “One day | o a0
to gather all that stuff uP§IASH . INIYd
turn it in”?

Doing tho§e things‘, (RO <5 TRUE TO YOUR WORK, YOUR WORD,
promises is following through. AND YOUR FRIEND.”

Making that a habit makes you — Henry David Thoreau
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 SKILLS leadership — organization

Organization

Get Organized for Success

Ever sit in a meeting while the leader shuffles around trying to find
something? Ever spent time waiting in the car while

the driver hunts for the keys? Or wasted time

yourself looking for a notebook or packet you

saw somewhere just yesterdg “OUT OF CLUTTER,

Organization sure
stuff where you
calendar, tracki

I¢’s also key

look to yo

be caught ng

wonderin : er SC h 0) O I
showing ite

» Got a friend, family member, ather what you'll need in advance.

or teacher V_Vho always seems It will save you hassle and lectures — and
to have their stuff when and free your mind for things you'd rather be

where they need it? Ask them thinking about!
how they got so organized.

People who are organized love

to talk about it, and you’ll

likely pick up a couple of “ORGANIZING IS WHAT YOU DO BEFORE

ideas you can use. 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 leader2” Don’t believe it. Good leaders learn
and then practice their skills, just like everyone else.

True, there’s a boatload of skills that go into spelling “Leadership.”

L
E
A
D
E
R
S
H
l
P

D hya B
STANDARDS » This 0 458 o 1N1Yd - You've got to raise the bar,

rise to the occasion, and go beyond the norm. Good leaders set and
achieve high standards.

HUMILITY » With all your success as a leader, shouldn’t you get to brag

a bi? No. Good leaders give credit to the workers, volunteers, the whole
team. Humble pie, you'll find, is pretty tasty!

INTEGRITY » 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 » Good leaders do more than care. They passionately care.
They go the extra mile. And passion inspires other to act and stay
committed.
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SUCCESS SK”_LS 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 (10 being the best) in each of these areas
so you'll know the qualities you want to work on.

P I'm respd

keep prof
9 10
9 10
» You can count O. 9 10
9 10

» I'm enthusiastic ab \‘f}#

commit to.

YFollow the stvixs. consioer e birrerent

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

» Hillary Clinton » Winston Churchill
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SUCCESS SK”_LS leadership — a good leader shares credit

A Good Leader Shares Credit
| Who ‘Dun 12

Everyone loves a mystery, but not when it involves one person getting
all the credit for a whole team’s effort. Good leaders know this and
make sharing and giving credit a top priority.

“ M QQ.NDFATHER
oW¥C TOLD ME THAT
305 HERE ARE TWO KINDS
OF PEOPLE: THOSE
WHO WORK AND

Look around, from the desk in the next row to THOSE WHO TAKE THE
the supper table at home to your community CREDIT.

and nation. Who do you know who shares the HE TOLD ME TO TRY
credit generously, sincerely, and without a TO BE IN THE FIRST

personal agenda? GROUP; THERE WAS
LESS COMPETITION

THERE.”
— Indira Gandhi

89



SUCCESS SK”_LS leadership — teamwork

Teamwork

Collaborate to Win

Is your club stuck in a rut, doing the same
thing at meetings, feeling a little bored and
tired? Infuse new energy and interest by teaming
up with another group for an action, event, or

» You know typ
“It’s all abou@ne.
rarely make go .‘ffd
because the “me m good leag
focused on power, con | -
attention. Leaders who ar?”lsu ° -'-N“!d
focused on group goals know it
takes everyone 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”_LS leadership — finding places to lead

Finding Places to Lead

Looking for an organization to team up with for an event or activity?
Find one with similar goals, whose mission complements yours.
Or think about a group that could add another dimension to yours.

» CLUBS Are you in a government or civics club? Ask the local Republican and
Democratic parties to include you in one of their events. It'll broaden your
agenda, give you an interesting speake elp you connect with people in the

camps for kids a
wants to raise mo

you in a project?

Any group that shares a similar interest
with yours is a prospect for a one-time - Agsociation of Women Business
joint meeting or a school or public owners

event. There’s power in numbers, so

; O Chamber of Commerce
increase yours! O Friends of the Zoo
O Kiwanis
“ONLY WHEN MEN ARE CONNECTED TO (BB IN@l]s)
LARGE, UNIVERSAL GOALS ARE THEY O Optimists
REALLY HAPPY - AND ONE RESULT 0O Other:

OF THEIR HAPPINESS IS A RUSH OF
CREATIVE ACTIVITY.”
— Joyce Carol Oates
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CHARACTER defining character

what’s CHARACTER al11 about? 0::

‘Chattactet i& fl&ﬂl@h." ~ BOOKER T. WASHINGTON
"What lied behind us and what lies be,

us ahe dmall mattehd cempahed ta

what lied within wd.," - rar+ waloo EMERSON

As you wind your way through this world, you inevitably come to a fork in the road:

ACCEPTANC d SMmands that we accept others’

differences and appreciate how diversity strengthens our society.

C”'ZENSH'P 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.

ER]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 q/ualH‘ieQ of a 5_rca+ man are “vigion, in’f‘eng‘b’, covrage,
. vndcrg‘f‘anoling, the power of articulation, and

Profundiﬁ] of character.”

~ PRESIDENT DWIGHT D. EISENHOWER

| Gaad chatacter hequikes daing the hight
t!’dugwenmﬁentt’dwdtﬁthhidfdf.

~ MARTIN LUTHER KING, JR.

Evely chaice gau make helps d‘e}iue the

kind o# petden gau ake chacsing ta be,

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

success doesn’t count unless you earn it fair and square.”
| 3
~ MICHELLE OBAMA
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CHARACTER volunteering

ol

ew skills, such

()
'8
=
"E' ork, collaboration, . ...,
0
2

img Lanagement.

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

Banish JJJH es

Look around you. How
many times a day do
you witness someone
being a bully? Bullies are those bad apples who intentionally
and repetitively abuse other people who are less powerful than
they are.

The bad news is this: Bullie

Sources: USA Today, Centers for Disease Control

. J |
Lek 'em 1f

Therglt 40 surefire way to banish
bullj &' I:the are Sﬁ things

4

()

'8

=

-—

=

[

v

Stick with the group.
Whenever possible, avoid
being alone.

potentially dangerous

behaviors. Walk away. If you see a bully

or someone who looks suspicious,
take another route.

€xude confidence. You're less likely to be targeted
by attackers if you appear poised and unafraid.

Follow your hunches. If a situation feels creepy,

get out of it.
To reduce your Keep your eyes open. When you're out in public,
chances of stay aware of the people around you. Also, key in
physical harm: on what they are doing and why that makes you

feel uncomfortable.

Be in the know. The better you size up a person
and a situation, the safer you'll be.
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CHARACTER bullying: it’s not ok

Bullying is a form of abuse.

Itis an intentional act meant to hurt another person emotionally or physically, and it's not OK.

Have you ever been teased or taunted? Received a nasty email or text message? Been physically
intimidated? Then you've most likely been the target of a bully. You're not alone; 3.2 million

| could be a person of any age. | tend to
be bigger, older, and/or more popular than my
targets. | seek out targets in order to feel better about
myself. | was most likely the target of abuse at one

m |eox1£ ot

p school, different in

ewrong place at thL wrong ﬂmg osb0e
e bully has picked nie, lam

the target.

P
\
°
2

Bullying hurts everyone involved. Even the bullies! Bullies tend to have a difficult time
finishing school, and some even spend time in jail later in life. Teens who are bullied by older
classmates sometimes become bullies themselves, perpetuating a “cycle” of abuse.

Some believe that bullying is part of growing up, and it's how we learn to

stand up for ourselves. There are better ways to learn life lessons than .
being abused! There is simply no excuse for bullying. No one ever %Eﬁj:w&
deserves to be bullied, and together we can stop bullying for good!
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A
CHARACTER bullying means more than you think n

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.

TEAST Vs, TAUNT

Is it a Tease or a Taunt when... (Circle One)

| tease someone | know, who . Tease / Taunt
Tease / Taunt

someone is upset, t Tease / Taunt
it is not playful angd ..Tease / Taunt
in a group, ever, Bughs, even the one who is teased................. fease / Taunt

Cruelty: TRUYt of h &y h
Goad: To §{: nUOUS§;g2nt t;@i!;é\?tgeans of dif'e%je, for pleasu
Datebooks

Target: A
Teasing: enting another in an of
i ten clever b&f\cruel way-
Manipula :The act ofdishonestlprfu;enQ&Ql?% '
ion that holds bystanders aves

on whom a bully

Fear: The
Bully: An i

Jealousy: A fe{l'o qub
advantages. Bullie ¥ g P8 O L onl

o | - bet 1 @ iferently.
V“-_“m:AperSO;\ \A;-,n 470 “whe - “_tions that are meant
Ashamed: The feeling (o) 3

£rumors,
Indirect Bullying: The spi~ 413 L

“ . .
IASH . .I.N‘ud_,ges, unpleasant emails, Twitter and
he internet to bu., o
to damage someon
| when bullied. Also an em

to hurt another person.
Cyberbullying: Using t
Facebook postings etc.
Anger: An emotion we fee

¢ tation. ,
o otion that leads to bullying.

REMEMECR: G,

It's not your fault. It's the bullies that

have the problem, not their targets.
Speak out, get help. You deserve to be W’-;-
respected and not tormented. Cﬁ%
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CHARACTER types of bullying

PHYSICAL BULLYING: Hitting, poking, pinching, pulling hair, or damaging someone else’s
things are all examples of physical bullying. Hurting someone physically is never ok, even if
they do it first.

VERBAL BULLYING: Teasing, name-calling,
spreading rumors, insulting, mean jokes,
threats, or other verbal attacks
that make us feel hurt or
threatened. The old

When we routinely hurt
others on purpose, we

become bullies. N
or emails are a few examples. In

some states, cyberbullying is now illegal. For
more information,

R cr LEC T . visit: www.cyberbullying.org.

Describe a time you or another person were bullied:




CHARACTER i’‘m being bullied

What should | do?

-~

.o .
*teececs

KE A STANDI
zt-.ﬁes ofterﬁarget tﬁse who they believe Do N “T ﬁ A\ ND W

are not going to stand up for themselves. Be

assertive and confident if you are bullied. If you see bul |y| ng

+

+

gprobier,

let an adult know. The bu MSIASH e LNIY

on to someone else.

Judgment: Bullies will sometime

s judge another on their appearance or dress.
Silence: Not speaking out; what allows bullying to continue,

Tormenting: Intentionally causing excessive pain or worrying.

Name-Calling: Verbal bullying that involves “put-downs,"insults, racial slurs, and other
unpleasant names.

Malicious: Intentionally being vicious, causing suffering and harm to others,
e.g., “That was a malicious thing to say.”

Worry: The emotion we feel when we think we might be bullied again.
Bystander: A classmate or adult who witnesses bullying taking place.
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CHARACTER bullying: come out on top

Comes out on top!

Marty was played by Michael J. Fox in the movie, Back to the Future. Marty and his father
e high school, but at different points
other gain self-confidence and

iterally, Back to the Future

George were both victims of bullies at the sam
in time. The time machine allg

iad.as a kid because of his facial
e his b'\rthmark,"Appreciate p!
akes to be a friend.’
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CHARACTER bullying: crossword puzzle

Use the Bullying vocab to complete the puzzle.

el
——

CT [ | L
AINO M

.ner person.

S c<3°° .vantages.

8.The spreading o “ors;

10. A feeling of resc ~ @ tagd
11.The personabully,‘f) g »\
13. An emotion we feel w. (o) oo Oa

‘=mane coment

14. Using the internet to bully, 415’43& o J.N‘Hd " «di6ther unpleasant names.

19. Verbal bullying that involves “pu. '
20. Intentionally causing excessive pain or worryiny.

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

5. Someone intentionally causing suffering and harm to others is

6. The emotion we feel when we think we might be bullied again.

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.

15.THe act of harming another who has no way to defend themselves, for pleasure. mhis word goes up)
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

RESPLCT

Respect in Your World  What’s Your Take?

Early on we learn when to say “please” and *  Bullies use threats and intimidation to get “respect.”
“thank you,” but showing respect isnt always Is that really respect, or is it fear? Can violence be
clear cut. What kinds of words and actions used as a means to get respect?

convey respect when: - .
Y resp * Do teachers, principals, coaches and other adults in

¢ Some of your friends are teasing the new leadership roles automatically warrant respect? Why
kid at school and giving him a hard timg i

S C h O O I How did you show respect for yoursel
Datebooks
) i

~
You've probab hrd the saying thar.youws hnm“bs @

friend you. It Use the following exercise to buift YOUr 3

T excel at

I'm a good

“If you want to be respected by others the 5{034‘ Hﬂing i fo respect v,ouréc!f."

— Fropor Dostorevsky
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CHARACTER traits of good character n

RESPONSIBAVITY

My Responsible Roles

As you grow older, your level of responsibility
changes. When you are responsible others can rely
on you to do your part — whether it’s participating

in a class discuussion, watching your younger
siblings after school, or completing your paper
route on time. List some of them here:

ponsibility
When you make a mist o
(]

a. Blame someone else?

When you get up in the morning, do you | Am Accountable
a. Make your bed?

b. Leave your bed a mess and hope someone * How do you take responsibility for

. . >
else makes it? your words and actions?

* How do you feel when you are acting

On group assignments, do you
in a responsible manner?

a. Follow through with what you told the
group you would do? * How are others responsible for you?
b. Hope someone else in the group does your

pare ¢ Who can take responsibility for your

success?

When you are at school, do you *  When have you been irresponsible?

‘What were the circumstances? What
was the outcome?

a. Arrive to class on time, listen attentively and
turn in your assignments on time?
b. Come to class after the bell, talk, pass notes,

and finish up assignments in class? ¢ How are we responsible for the envi-

wnmimmnntd A tadiidnalld Ana nariand
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CHARACTER traits of good character

NTEGRITY

Character In Action Looking for Inspiration
You're alone in a classroom and you see the A person with integrity is honest, truthful
answers to an upcoming test on the teacher’s and is considerate of others. People with
desk. There is no way you will get caught if you no integrity will lie, cheat and steal to take
look at them. You could “ace” the test without advantage of others.

studying, but you would be cheating. What do

know with integrity?

you do?

If you do the right thing 2
test — you are of high i

If you look at the a
the test, you are of

o if you \\'&”\'gi n or

ho was snooping for

* What would

another stud

answers?

.
o Is it more im t to win the game or ﬁCc’""",
the test? Or i

and not chea

re important to play fairly
If you don’t have inte®

—

* Lie ¢ Take advan

¢ What have you 88 ¢
integrity?

* Cheat
* Steal
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CHARACTER traits of good character

COURAGE

“Cowagg i€ what it takes 1o ¢tand vp
and speak; covrage is also what it takes
to ¢it down and Ticten”

— WINSTON CHURCHILL

An ph\sShC)lh\&Q
Of coure l“f (Il(‘ }()11. a t e b O O k S

ould I tell someone if I suspected a
friend was experimenting with drugs?

Would I join a new club, even if I
didn’t know any other club members?

Counting on Courage

What kinds of peer pressure exist at Describe a situation where you relied on courage to

your school? take a stand against peer pressure.
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DETERMINATION

Learn from Lincoln Make a Plan.
Everyone’s heard of Abraham Make it Happen!
Lincoln, right? Well, Whether it’s raising your grade or making

if Lincoln didn’t have
determination, his name
would mean nothing to
you. Consider this:

the team, you have to work hard and have
determination to reach your goal.

Lincoln was defeated
when he ran for

the Illinois House of
Representatives in 13
the House race i
for three conse

84
He was déff *=8d for th Scn(e hSQ O I
d for Vice l’rcs‘idcn&d t e b

He was d&f-== e d for the Senate again in 1858. ,-;‘
 ceec0c000ey M

), Lincoln was elected l’usld@nt o

Finally, in
the United

How does motivation affect determination?

How is determination affected by optimism?

“If vov are Voéo!v%c!v] determined
to make [Qomd’hingj of vourself,

the Hﬁing_ i§ more than half done
alreaolb].”

— Aeraram LiNncolN
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CHARACTER traits of good character

AMBITION

Think About It Planning for Success

* Which of your friends and family If you want to excel in life, you have to have hopes, dreams
members have achieved ambitious and ambition! When you're setting goals for yourself, keep in
goals? mind these suggestions:

* What kinds of obstacles have they * Be .rpeciﬁa Know exactly what it is you want to achieve.
overcome?

* What helped them achieve their
goals?

Write your goals down. Use yo ok to record your

g()dlS élHLl ﬂ\ltl\ '\'()Lll' P]"()gl"t‘SS

In My Life
If it’s overwhely o plan long- y

1 1. Set \\ hat go I hope to be doing in 20 years? Wh
he \\(ZS h

Ester. l:mlsmll D - YO O K

| Blbser (0 Lhc big

two years?

withovt vvmgé
Ny, a0
A3y . JNIBS
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CHARACTER trais o good chracter
CITIZENSHIP

Citizenship = Participation

Citizenship is having pride in your school, your
city, your community, and your country ... and
keeping them something to be proud of!

* What kind of citizen are you?

Which of the 10 amendmé
your life? Why?

How would your life be different if the first
amendment didn’t exist?

The fourth amendment protects citizens
against unlawful searches and seizures, but
it often doesnt extend to things like student
lockers that are on school property. Is that
fair? Why or why not?

At what point do the rights of a single citizen “Never doubt that a ¢mall zrou

become less important than the safety and , ,

security of the fommunity? The nation? O)C ﬁ’lovgh’f')c\/,z committed citizens
can change the world. Indeed, it%

If you were able to add another amendment , »

protecting the rights of the people, what the OV],D] 'IthVlg_ that ever has.

would it be? — Maraurer Meap
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CHARACTER traits of good character

Caring in Action aN ‘ Y
What does it mean to care for the ' '
environment? .}' ’

How Much Do You Care?

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, then you are a

How do you care for yourself?

caring person.

need to care from the heart? Is it pos3 o do one

\Virll()l]r rIlC (,)[l](’l'.;

O\\llmt is your response to the sentiment 9
R cluglrs are selfish ;nld Ug\' care about
D (\ make

ds describe you as D
K'hy or why not? it true thsyf one caring person
J J - s m i - N
differcron? Why or wity
~

..oo......f'\

speak? Before I act?

Do I take time to help others, even if T am
busy?

Do I treat animals and the
environment with care and respect?

‘Withovt a ¢ense of oaring,
there can be no Sense of
oommvnih]."

— AntHony J. D’ AneeLo
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CHARACTER traits of good character

TRUSTWORTHINESS

The Truth About Trust

Trustworthy people know the importance of trust and make sure
they embody it in everything they do.

Whom do you trust?

How are fairness and honesty related to trust?
Don't:

Why might you need to betray a friend’s trust?
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CHARACTER traits of good character

FAIRNESS

Are You Fair?

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

* Do you follow the rules?

* Do you listen to both sides of the story if
your friends are arguing?

be treated?

People who arg ake it a point to ensure

everyone has e chance to achieve.

o
—
=n
5
=R
2

.
—
=]
=
=

<)
ot
~
=3
o
)

t other individuals,
ifestyle. Is that fair?

.
g
~<
H
o
)
=]
E
T
1}
e
0,
A
N

* Have you ever been unfairly accused of
something you didnt do? How did it make
you feel?

What kinds of laws are in place in our
judicial system to guarantee the accused a
fair trial?

Which school rules or community laws
exist that you think are unfair?

* What are some good reasons why those
rules and laws exist?

If you were to contest school rules or com-

munity laws, do you think you'd be given a
fair chance to make your case? Why or why
not?

Making an Effort

Sometimes it can be difficult to be fair. How can
you concentrate on fairness ...

at school?

‘It i not fair
to ask of others
what 70\/ are

not willi
b}ovréc%

— EteaNor RoosevelT
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CHARACTER traits of good character

HONESTY

Honest or Dishonest? “Is honesty always best?
Think about these situations and decide what What do I do if the truth might hurt
you think is honesty or dishonesty: - someone’s feelings?

Turning in a paper from an internet source
that you created by changing some words,
paragraph order, and a couple of examples.

longer like the band.

Telling your parents
because your friend

L call you safe when you

ﬁ p r;lg”cd ’\'UlL
Assuring yi : tle siSLShCL]ho@lO I

i lly the cat whe ary b, OI( fffff
e O iil;lwul w 1anmate O S

e ) .
Mzs@ Acco hed
ﬁ 77\ o

as

What do you do?

How do you feel after you haven’t bed
honest with someone?

“Trvth burng vp

evvor

— SoJourNeR. TRUTH
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CHARACTER traits of good character

PERSEVERANC

They Kept At It

Winners Despite Rejections

If you’re brainy enough to write a book —and
persevere through that long process — surely
you can count on getting it published, can’t
you? Not necessarily. It’s after the writing is
done that you need perseverance the most,

many authors who’ve faced rejection letters
will tell you.

Dr. Seuss Persevered

was rejected
went on to

many loved, L Julis,

J. School
If he hadn’ff. ' Jevered « 1Cn d ‘Q\'@c
romise offl®Wale, O/ the Places ¥ G
’ w a

early 50 children’s books,

Emily Dic
her poems published in

he kept on writing — more
than 1,700 p v in all. Today, her work is

studied and re by many.

“If you can Somehow think

and dream of quecess in

small steps, o\/cw] time you
accomplich a smal 5@3!, it 51\/%
you confidence to 0 on from

there

— JoHN H. JoHNsoN

te

A

Those who quit don’t make history.

Those who stick to it, like these folks, are
. remembered:

¢ Charles Schulz
¢ Elizabeth Cady Stanton

People who persevere are all aro DU.
Who’s your favorite:

e In sports?
books
o I the movie industry:

o AtsC

* In your neighborhood?

)
3
m
s
o
=
<
[~
:
&
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CATHOLIC EDUCATION advent
A SEasoN o HOPE

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

begins four Sundays

Jogfluring Advent as we anticipate Christmas. To
: s on Sdc'lhuolxeﬂf this wonderful gift.
E GINNING D (‘[{ge bl@l}@i(k S

and renew| - time to anticipat€ a new beginnizg
A time of R s
. cc0c00e,, )
L]

3y . _|_N|\:\d

O Contemplating a special reading DeroreSusey d
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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CATHOLICEDUCATION advent

THE ADVENT WREATH

A symbol of the coming of the light, the Advent wreath contains four candles, one for
each Sunday of the season.

EVERGREEN FOR ETERNITY

REPRESE G EXPECTATION, HOPE, ]OY, PURI
-~ On the {] \§ ﬁ candle is 11 [t represents C\'PCCHIiOl].
- The next 3 nday, c qt\ s one rep < ting

Lell] Sunday, the rose (.\lld]k. up]}_@
from th E t two weeks: ceccceee, )

fing and dark.

YOUR PERSON A i i 2 € aglajepeople of hope.”
PREPARATION -

What are you doing during the Season of Advent to prepare for Christmas?
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CATHO“C EDUCAT'ON All Saints' Day & All Souls' Day
SAINTS [N SPIRE 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.

ive S hLQ] lL ition of their
[dke the 1 o \nd se a

talents to hese are jusga

sampling E he saints we c m I 1dbr0‘<® k S
E <0 '

ALL SAEARTS DAY — et Moanbd

Church &2

—accs All Saints’ Day. This year, learn m
your nama§(B a hlml\ munbu s, or a h]uld s. You're sure
to discover

“The saints haV
most difficult

s been the source and 0r1g1n of renewal in the
in the Church'’s history.”

Blessed Sacrament and
invested her inheritance
in missionary work

hat better model
for your life than one of
the saints? Besides lessons

for living, their stories will - Mother Theodore
energize you, too. Guerin, who founded the
Sisters of Providence of
Some close-to-home saints St. Mary-of-the-Woods in
you might want to explore Indiana
more about:
- FElizabeth Ann Seton, the

- Frances Xavier Cabrini, first American-born saint

the first U.S. citizen to be

canonized
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CATHOLIC EDUCATION Holy spirit

SEVEN sreciat GIETS

The Holy Spirit bestows seven gifts at your Confirmation.

They are found at Isaiah 11:2, in this verse:

nc}h[ k S

gme streng
Sgl £ ( n again and again
ur m ach tm )u "
. c 2

broken!
THE H SPIRIT IN YOUR L’l
When hav relied on wisdom, understanding,

er of the Holy Spirit’s gifts to get A
Wlenging time?

ounty. Besides
ifts, you receive

on today? Why?

Charity
Chastity
Faithfulness

Generosity
Gentleness
Goodness
Joy
Kindness
Modesty

Patience

How might you use these gifts to help plan
your future?

Peace
Self-control
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CATHOLIC EDUCATION cent
ATIMETo 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.

It can also be a time for action

, especially when it comes to

doing good works, a time for working hazd pticipation of

I’s a carryover fro

worthy one.

GIVE OF DRSELF —

= oncy you \V()Uld

h likely has

greatest of these is IO\;e.
— 1 Corinthians 13:13

enten observance, imagine, then, what the

e of y dohhomclhing\rronclivc during
Lent. As yq o« ale bagk )C\\ 3 Ql @c jourself during

uring Lent could lv:.guul.gt.)@u oca

Y his may be a good time to STEP TOT ™

community has groups needing help, fron
) € 8

society to homeless shelters and youth

« DO NOT s
B UB'”I;.
Ay be one choice for Le A,

ys of strict fasting once observed OQ
by Catholics. Goig out sweet treats is a sacrifice, and a

2
%,
¢

If something as simple as that °

Dtaotwebooks

o .
nave spent on q{mrmlm S

special activities, too.

emain, these three; bi

(o)
IASH ° ]_Nlud“

WHAT ACTIONS WILL YOU TAKE? — What

are your Lenten goals? What will you do at home or in

the community to help others?

WORD

ORIGIN

While there seems to be some uncertainty about
the precise origin of the word, “Lent,” it was
perhaps derived from the Germanic root word
for spring, “lencten.” And most agree that its
meaning is “spring,” “new life,” and “hope,”
which we, of course, receive at Lent’s end.
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CATHOLICEDUCATION cent

“If you want God to hear your
prayers, hear the voice of

THE SEASON

Lent begins on Ash Wednesday, which falls anywhere antivipate your wants, provide

from February 4 to March 10, depending on the date for the needy without waiting
of Easter. for them to ask you.”
— St. Thomas of Villanova

from Ash Wednesday ung days were not counted
in the days of fast obsg g )
LENTEN TRA i ich wi ith practice for

year after
year. Others

Talk to you 1:‘[& Find out where [hﬂ gre and
what their gl - md k when 1hu were c
they felt ab

different.

@)
-
3
c
=
=

ACTIVITIES MIGHT 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.

ar bcg'gs on the first Sunday of Advent and

QM i @ ~ 4 < afrer ve
thC N ONS & T thclﬂ. year after year.
© (0 @ : r

The seaso f the Catholic (j@i}a&t e bﬁo O k S

< :
Advent istmas M Ordinary, | ;il.lgtf | ?@
Pentecos

What are your family’s
seasons?

How do you think these traditions help connect
you to your family and your faith?
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CATHOL'C EDUCAT'ON liturgical year, colors

COLORS sear

MEANING

Liturgical colors are also used to mark
certain seasons or church holidays

- Adv nt
ay )(( t

ol
iolet as a s\mbotha t e ]b O O k S

gical color for Christmas, Easter, certain feast days
ignifies joy, purity, light, innocence, triumph, and gl

YOUR THOUGHTS?

How do you feel about the meanings behind each of the colors?

What do you think the added symbolism of the chosen colors brings

to each season?
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CATHOI.IC EDUCAT'ON our blessed mother

MARY'S SIGNIFICANCE,
s MOTHER " 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.

relationship with Mary, the
maternal figure. You ma

iry that she’s been bestowed with many
names — thg sed \'imin Our Lady of‘(}u adalupe, the
irgiged/lary, |thL Queen of Heaven, and Our

amon Cﬂ
D ate b ooks

“Naturef§ Tlssoming, the warm air of May evenings u ay
gladnesS—

€ p atie nt, l()\ ]]lU car ll]U person she

“4
”vo

~  Lessons in accepting life’s challenges
- Faith that good will come to us

-~ Solace when we need comfort

What gifts have you accepted from Mary?

122



CATHOL'C EDUCAT'ON our blessed mother

FEASTS CELEBRATING MARY

Throughout the church year, we turn frequently to Mary and
her life’s stories. Some of the days we honor the Blessed Virgin:

EVENTS IN HER LIFE:

Be apostles of Divine Mercy

gr the maternal and loving
e of Mary.”

e John Paul Il

FEAST
Decembe
. A
February = Our Lady of Lourdes pelys
XXX YT f'\

Lady of Mount Carmel e

How does the Blessed Mother influence your life? Help you in your faith?
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CATHOLIC 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’s Creed, Hall

with classmg =3Pt your 1mll\ at a funeral, or a celebration.

For indivig the gosary can bg a time to step
Outsidet g th ] LUOH 11]({ an
opportunfifeo focus on your w OO0 k S
CON ING FAMIL S(;}JROUI,sw— Some -

— Pope Pius [

“The rosary should alW 4’0 e
of contemplation.” (o)
— Pope John Paul Il

YOU AND THE ROSARY
How do you feel after praying the rosary?

What does praying the rosary give you?
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CATHOLIC EDUCATION the rosary

e ROSARY'S

ORIGINS

Catholic scholars believe that praying the rosary likely began
during the High Middle Ages, the 11th to the 13th centuries,
cne Ne

prayers into 1
Father with t

Cadu

[ 20 XI IIS Gchn@)@ SI’& to
(e} was named the m a{ lel O O k S i

Rosary. T agast of Our Lady

Under Pop,
1903, Octg

)sary 18 f'\ﬂ had no
celebrated BlalDciober 7 cach year. Py e for fa=—lfor time
ece0ng, ,-\ to pray, tir=fisaw an

mysteries of v & the L‘lulrc]fs [l"ddil’j()h;l] (;]()J‘ious, Joyful,
and Sorrowful\C®R¢eries for contemplation while praying the rosary.

B Baptism of Jes

EARLIEST MYSTERIES
]oyﬁd Glorious

Annunciation of Gabriel to Mary Resurrection of Jesus

Visitation of Mary to Elizabeth Ascension of Jesus

Birth of Jesus Descent of the Holy Spirit at Pentecost
Presentation of Jesus in the temple Assumption of Mary into heaven
Finding Jesus in the temple Coronation of Mary as Queen of
Sorrowful Heaven and Earth

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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GRADE RECORD

Subject: Subject:

Semester: Semester:

Goal: Goal:

Date |Assignment | Quiz | Test| Score Date |Assignment | Quiz | Test| Score

Subject:

Semester:

Goal:

Date
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CLASS SCH EDU LE first semester

|FIRST SEMESTER |

Subject

Instructor

Office

Telephone

Time

Tuesday

Wednesday

Thursday

Friday

Saturday

8:00

9:00

10:00

11:00

12:00

1:00

2:00

3:00

4:00

5:00

6:00

7:00

8:00

9:00

Sche
D

o |
yatel

.ooo....'fi
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CLASS SCHEDULE second semester

| SECOND SEMESTER |

Subject

Instructor

Office

Telephone

Time

Tuesday

Wednesday

Thursday

Friday

Saturday

8:00

9:00

10:00

11:00

12:00

1:00

2:00

3:00

4:00

5:00

6:00

7:00

8:00

9:00

Sche
D

o |
yatel

.ooo....'fi
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CLASS SCHEDULE first & second semester

|FIRST SEMESTER |

Period

Subject

Teacher

Room

chool

Subject

Datebooks

D
;\ g W

o,__.b
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CLASS SCHEDULE trimesters

| FiRsT TRIMESTER |

Period Subject Teacher Room
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TIME-BLOCK SCH EDU LE first & second semester

| FIRST SEMESTER |

DAYS

Period

Subject

Teacher

Room

Period

Period

Subject

Teacher

Room

131
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COMMU N |CAT|ON between parent & teacher

PARENT

TEACHER

Signature

Signature

Signature

Signature

Date

Signature

Date
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ADVANCE PLANNING
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CALENDAR YEARS

SMTWTF S SMTWTF S SMTWTF S SMTWTF S
F 123 |2 12345867 || 123456867 123 4
@ 45 67 891 |S| 891011121314 |Gf 8 91011121314 [FE| 56 7 8 91011
c 11 12 13 14 15 16 17 _B 15 16 17 18 19 20 21 @ 15 16 17 18 18 20 21 é’- 12 13 14 15 16 17 18
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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. 16 Mon., Feb. 15 Mon, Feb 21
Washington’s Birthday Sun., Feb. 22 Mon., Feb. 22 Tues, Feb 22
Ash Wednesday Wed., Feb. 18 Wed., Feb. 10 Wed, Mar 1
Daylight saving time begins Sun Mar. 8 Sun., Mar. 14 Sun, Mar 12
St. Patrick’s Day Fri, Mar 17
First day of spring Sun, Mar 19
April Fools’ Day : Sat, Apr 1
Palm Sunday Sun., Mar. 29 Sun., Mar. Sun, Apr 9
Passover begins at su Wed., Apr. 1 Wed., Apr. 21 Mon, Apr 10
Good Friday Fri., Apr. 3 Fri., Mar. 26 , Apr 14
Easter Sun., \pr 5 Sun., Mar. 28 , Apr 16
Earth Day Wed., Apr. 22 Thurs., Apr. 22 Apr 22
Cinco de Ma Tues., ’\In 5 Wed., May 5 ay 5
Mother’s Da (a l Sun., May 9 ay 14
Memorial Di'% onc% v .25 Mon., May 31 fay 29
Flag Day ]l 1 O\@ k\eS» 14
Father’s Da \un June 21 > =2 » SuleM 18
Juneteenth™ F [ Ium 9 f'\ n 19

~' 4

First day of \un I‘um'l-l— n 20
Independenca Sat., July 4 Tues Ml 4
Labor Day* Mon., Sept. 7 \I\m \pl 6 ept 4
Patriot Day Fri., Sept. 11 Sat., Sept. 11 Sept 11
Rosh Hashanah b Fri., Sept. 11 Fri., Oct. 1 Sept 20
First day of autum Tues., Sept. 22 Thurs., Sept. 23 i, Sept 22
Yom Kippur begins a 9 Sun., Sept. 20 Sun., Oct. 10 Fri, Sept 29
Columbus Day* Mon., Oct. 12 Mon Mon, Oct 9
Indigenous Peoples Day o 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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PHONE NUMBERS important contacts

NAME

TELEPHONE NO.

E-MAIL ADDRESS

Fire

Police
Rescue/Ambulance
Doctor

Hospital
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PHONE NUMBERS important contacts

NAME

TELEPHONE NO.

E-MAIL ADDRESS

137




NOTES
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HALL PASS
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ATTENDANCE RECORDS

Students =
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GRADE TRACKING

Projects / Assignments / Tests =9

<4=Students

Average/Totals
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LESSON PLAN LOGS

Subject: Date: Subject: Date: Subject: Date:
Subject:

Subject:

Subject:

Subject: Date Subject: Date Subject: Date
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A
SEATING CHARTS 0

Seating Chart for Class Day /Time

Seating

Use a ruler and a pen to outline the position of the desks in your classroom. Write each student’s name inside the box representing their desk.
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SUBSTITUTE INFORMATION

School Begins Attendance
AM Break

Lunch

School Resumes

PM Break Discipline
Dismissal
Students Dismissal

Teacher(s)

Secretary

Administrator(s)

Custodian(s)

First Aid

Nurse’s Schedule
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FINANCIAL MANAGEMENT keeping a monthly budget

Learning how to manage your money is an important step —

When dining out with friends, don't order a soda; drink water instead.

in becoming financially independent. It's never too early == 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.
Cateaor Iy v s e School Year | School Year
gory Budget Actual Budget Actual Budget Actual
INCOME
From Job

From Parents

From Student Loans

From Scholarships

From Financial Aid

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
o School
; Datebooks__

""" ——
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