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Navigation nav
How to Navigate Smart-books 

Smart-books work by using many hyperlinks to navigate and quickly take you to the right meeting facilitation tools, templates and questions.  If you were to print, it would look like most any other hard copy book.  Navigation options are: 

Navigation options are: 

· Main Menu: These are like a book’s Table of Contents [TOC], or a web Home page but function more like a software Menu. Click the [TOC] button to return to the Main Menu (Table of Contents).
· Hyperlinks: Click on any underlined “BLUE” hyperlink text or textboxes. Note:  BLUE text changes to purple once clicked.   
One Click for Hyperlink: The MS Word default for using hyperlinks is “Use CTRL + Click to follow hyperlink.” So, if the “hand icon” [image: image2.png]


 is not showing, hold the [Ctrl] key down while clicking.  Note: If you want to change to one click do the following: 
If you are running Word in Windows XT look at the menu bar and:   1. click on Tools;   2. then click on Options;   3. then click on Edit;    4. then click "off" the check box that says [Use CNTL + click to follow hyperlink]. 
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If you are using MS Word in Vista:  1. click on the Office Button [image: image4.png]


 in the upper left. 2. Click on Word Options (at the bottom). 3. Click on the Advanced link and 4. then click "off" the check box that says [Use CNTL + click to follow hyperlink].  See picture.
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Introduction intro
Purpose of High School Student Coach 

Students interact with this non-judgmental smart-book application to help themselves set clearer goals, make better decisions, manage time better, effectively handle conflict and much more. This “personal thinking and learning” application uses coaching / facilitation principles that is designed primarily to be “used” by students to support just-in-time thinking. Learning comes from doing.   

Smartbook Architecture & Customization

Smartbook architecture provides for User (Student) interaction similar to using traditional software, but because it runs in MS Word, it allows for complete customization. This means teachers, counselors, administrators or students themselves can customize this application for an entire school, grade level, one class, or just one type of student (ADD). In addition, it offers anytime/anywhere use.
Facilitation Technology and Coaching/Mentoring

While Facilitated Thinking smart-books obviously can not duplicate the human coach/mentor, they can deliver many of the same coaching qualities like:

1. Asking students empowering questions to stimulate their thinking and become more conscious of  their assumptions, beliefs and patterns of behavior. 

2. Provide tools (we call thinklets) to improve thinking in areas ranging from goal setting, to problem solving to decision making. 

3. Provide different thinking techniques to develop new ways to think, new ways to look at and new approaches to deal with problems and life’s situations. 

4. Guide thinking in ways to help build self-esteem by finding an individual’s unique talents and success factors. 

5. Offers a non-judgmental, unbiased and safe work environment.

6. Smart-books are living document that can evolve with the student over the course of the year, or even carry over year to year.

Note: What these smart-books can not provide is immediate feedback and dialogue with students. However, a student’s willingness for feedback after he/she has input their unfettered thoughts might offer a different set of insights when dialogue does occur. 

Educational Uses

Beside self-development, use this smart-book in a variety of other ways:

1. Print and used as hardcopy workbooks.

2. Use it in the classroom and with electronic white boards,
3. Put it on a network for shared collaborative team use.

 

An experiment in Free smart-book applications

This application is free for your school and student use and benefit. Because it is designed to be fully customizable, it can easily be modified with your school and student insights and knowledge. 
Together, let’s experiment to see if the following free applications can be turned into a “Linux-type” application that all schools can benefit from using.Email your modified application back to Dennis Heindl at  dj@nthdegreesoft.com. We’ll add it to this application and see how it evolves.

	Return to Table of Contents
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z3 Eye-of-the-Beholder: Makes sure you are solving the right problemseye
Why Use It
Problems and opportunities are often truly in the “eyes of the beholder.” What is a problem, issue, or opportunity for some people may not be for others. Actively seek to imagine how others might describe it to gain a broader perspective on any situation. 

How to Use It
Use this form to help identify different viewpoints. Add additional viewpoints as needed.

	Original Problem/Opportunity Statement

	

	Different Viewpoints
	Restate the Original Problem, 

Opportunity or Situation

	Owner’s Eyes

Restate the problem/opportunity from the ‘eyes’ of the person responsible for resolving it. 
	

	Empathy Eyes

Restate the problem/opportunity from the ‘eyes’ of other people involved with it. 
	

	Fresh Eyes

Speculate how people not close or involved with the situation might see it. 
	

	Opposite Eyes

State the situation from the ‘eyes’ of a person who holds the opposite viewpoint.
	

	Unbiased Eyes

Identify any personal biases that might influence your perception of the problem. Restate it from an unbiased perspective.
	

	Others Eyes

e.g Spiritual leader, Role model, etc.
	

	Final Problem Statement
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manrosolveHow to Resolve Any Kind of Problem or Situation
Why Use It 

Try this problem solving tool (thinklet). It really does work!  A key to solving problems, no matter how complex or difficult, is to define and solve the “easiest part first”. This method allows a gradual way of solving the problem.  

How to Use It

The idea of solving the simplest part first will result in taking your first step and gaining confidence to face the next step. One easy step leads to another and soon the entire problem is solved. 

	Step
	Activity
	Description

	1
	Write a Problem statement.
	Write a 10-15 word sentence that states the current problem or situation.

	2
	Restate the Problem.              Ask yourself – Am I sure that I am solving the right problem?
	Many times people waste their energy solving the wrong problem. See Eyes-of-the-Beholder template for help identifying the right problem.

	3 
	Write a Goal statement.         Ask yourself - Why do I want to solve the problem.
	Describe in 10-15 word what the problem or situation will look like after it has been resolved. This is called a goal statement.

	4
	Ask yourself - Do I have the responsibility and the power to resolve this problem?
	If you don’t have responsibility or control over the problem; then it is not your problem to solve. Find the right person who can solve it. Note: Don’t be too quick to find others to solve the problem, you probably have more control over the problem than you realize. 

	5
	Write down the easiest thing about the problem that you are 100% completely certain you can do something about.
	Do not worry if what you wrote down doesn’t seem important. The power of this technique is to continue to resolve the problem from the easiest part to the hardest until the entire problem is solved. 

	6
	“Did It” Date
	Once you have decided what you can do, then “Just Do It”.  Write down the date you Did It!

	7
	Describe the next easiest part of the problem you can do something about and Do It.
	After the easiest part of the problem is solved, find the next easiest part that you are certain you can do something about.  Again - Just Do It.

	8
	Repeat Step 6 until problem is resolved.
	Repeat Step 5 as many times as you need until you have totally confronted and resolved the problem.


How to Resolve Anything - Template

	

	1. Write a Problem statement.


	2. Restate the problem several different ways just to make sure your are solving the right problem. 



	3. Write a Goal statement.



	4. Ask: Do I have the responsibly to help resolve this problem? If not consider contacting the problem owner and asking for their help.



	5. Write down the easiest thing about the problem that you are 100% certain you can do something. Then, Do It!


	6. Did it Date

	7. Again, write down the next easiest thing about the problem that you are certain you can do something – and do it.


	

	8. Repeat the above step until the situation has been completely resolved (Goal achieved). 
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Finding hidden problems z11
Why Use It
Every one of us moves through our daily life with many unsolved problems. Some are unsolved because we believe they are not important, or we just don’t have the time to solve them. However, accumulating unsolved problems adds greatly to increased levels of anxiety and stress in our lives. 

How to Use It
The first step (and sometimes half the battle) in gaining control of our life is to list and clearly identify the problems or events that produce anxiety and stress. By listing the problems that easily upset us, we can have a better chance at solving them.

	Step
	Action
	Guideline

	1
	List Unresolved Problems
	A problem is something that requires some form of action and change on your part.



	2
	List Stressors

	Make a list of all your current life situations that trigger anxiety. Include any stressful events that you are likely to have in the next few days. Be specific; include the setting and the people involved. Get as close to 10-15 items on your list as possible. The situations should be from very mild discomfort to the ones you hate the most.  Examples might be stress from dental visits, public speaking, paying bills, taking tests, down on yourself, etc.



	3
	Grouping
	Group all the stressors. You will probably discover that you have very few problems but lots bad feelings over the same one.



	4
	Rank
	Think about the problems and stress events sections then rank them. 



	5
	Resolution
	Now that you have identified key problems/stressors begin finding ways to resolve them. Particularly look for ways to handle people or factors that are common to multiple problems.




Putting Problems on the Table

Use this template to identify unresolved problems and stress events. Record all problems both small and large.

	

	Identify the problems or events that produce

anxiety and stress.
	Discomfort level

(Rank order, 1 = least, 10= highest discomfort)

	Unresolved Problems
	

	
	

	
	

	
	

	Stressful Events
	

	
	

	
	

	Resolution: Be specific on how your action plan can handle or resolve problems or stressful events.  A plan without step-by-step actions will not solve anything.
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z13Personal Change & Decision Making (Auto Calc)

Why Use It

This technique can be used to help make life-changing decisions. It simply has a person look at the positive and negative sides of change. By developing a decision based on the reasons why a certain course of action is correct, it will make the decision easier to implement.

How to Use It
The following is a straightforward balance sheet of positive benefits and negative losses. 

	Step
	Action Description

	1
	Take a sheet of paper and draw a line down the middle or use the template provided below.  On one side of the page write the heading ‘Positive Changes’ and on the other side write ‘Negative Changes’.

	2
	Thinking of the changes list as many of its positive advantages and negative disadvantages as you can. Be sure to consider all parts of your life. Set the list aside for a few days and then see if you can add to the list.

	3
	Look at your list of disadvantages or negative changes. Study the list and realize that it is okay to be concerned about the possible dangers of change. Try to think of how you might be able to reduce the negatives or plan on handling them.

	4
	Look at your list of advantages or positive changes. Think of the positive things this change could bring - not only for yourself but your family and everyone involved with your life.

	5
	Now rate them 1 through 5. 

           1= not very important or little effect on change.

           5= very important or large effect on change.

	6
	Total the score by highlighting the Total Score table row and then click [F9]. Note: DO NOT TYPE anything into the Total Score columns. They contain the code which would be ‘DELETED’.  Consider making a backup copy before you use.

	7
	If positives outweigh the negatives, you might decide to proceed with the change.  If negatives outweigh the positives, you most likely will not want to change. Also, if there are any disadvantages/negatives that would be considered ‘Fatal’, do not make the change.

	


Personal Change Balance Sheet
	

	Describe the possible personal change that you are considering.



	

	List the positives or expected benefits for making the change. #
	Weight 1-5
	List the negatives or expected losses for making the change. #
	Weight 1-5


	For You


	0
	For You
	0

	
	0
	
	0

	
	0
	
	0

	
	0
	
	0

	
	0
	
	0

	For Others


	0
	For Others
	0

	
	0
	
	0

	
	0
	
	0

	
	0
	
	0

	Total Score
	0
	Total Score
	0


	If the negatives outweigh the positives, what can be done to reduce the negatives? What can be done to improve the positives? 



	


Blue is input fields. To CALCULATE, highlight the Total Score row and press [F9] key.  Note: You can Add new or Delete unused rows but Score might miscalculate if a Weight field is left blank.

#Be sure to consider all parts of your life both tangible and subjective.
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idevalIdea Evaluation (auto calc) 

Why Use It

This template (thinklet) helps evaluate ideas. Using up to five criteria, rank each idea with a numerical score and compare scores of all ideas.

How to Use It
The template contains basic evaluation criteria. Add, delete or modify the criteria to meet your specific needs. See other evaluation criteria checklist below.  The green are input fields, enter a rank score from 1 to 10. To CALCULATE a total score, highlight the Total Score row and press [F9] key.  Note: Total Score will miscalculate if a rating score is left blank. Also, do not delete Total Score field it contains the calculation code.

See next page

Idea Evaluation
	State the problem or situation that you need ideas:



	List Ideas or alternatives to be considered
	Total Score

	Idea #1: 
	

	Idea #2:
	

	Idea #3:
	

	Idea #4:
	

	Idea #5:
	

	Idea Evaluation Criteria (See more criteria)

	Score

(10 = high, 

1 =low)


	How well does the idea resolve the problem or situation? 

       (10 = completely, 1 = not at all)
	5

	Does the idea cause any other problems? 

        (10 = none at all, 1 = another problem of the same magnitude)
	5

	What is your level of excitement and feeling about this idea? 

         (10 = Excellent Feeling, 1 = Bad Feeling)
	5

	How easy is the idea to implement? 

       (10 = very easy, 1 = very difficult)
	5

	What are the costs and benefits of this idea?

        (10 = benefits greatly outweigh costs, 1 = costs greatly outweigh benefits)
	5

	Total Score
	25
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declistDecision Criteria Checklist

Why Use It

Deciding on the right idea or alternative solution goes beyond simply selecting the solution that best resolves the problem. Evaluation criteria should consider things like: ease of implementation, cost to implement, mandatory requirements, etc.

How to Use It
Use this checklist to help identify the decision making criteria that is right for your situation.

	Criteria Checklist

	· What is the single most important criterion for predicting the effectiveness of a proposed idea?

· What specific goals and purposes ‘must’ any proposed idea meet?

· Does an idea need to meet any specific individual desires?

· Can the idea be executed with resources available or obtainable?

· Can it be implemented in a realistic timeframe?
· What are the effects of this idea on people’s lives: minimal change, morale, quality of life, moral or ethical issues?
· Does the idea resolve the problem at the root cause?

· Enables further innovation.

· Effects on values, attitudes, enables more innovation, relationships, security, safety.

· No negative or harmful impacts on other situations.

· What must ‘not’ happen?
· Quickest to implement.

· Best chance for successful implementation.
· Effects on other groups, organizations, community, society, and global community.
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z14
Using intuition to make better decisions

Why Use It
Everyone possesses a certain degree of intuition (knowing something about a situation without thinking about it).  Some people can easily use their intuition to help make decisions while others have difficulty. This is a very easy thinking technique to start using your intuition when it comes to making decisions.

How to Use It

	Steps
	Action



	1
	Narrow your choices down to two (heads or tails).

Example: Go to the prom with Person A  or Person B  

	2
	Assign heads to one choice and tails to the other.

Example: Heads go to prom with A , Tails go with B

	3
	Flip the coin.



	4
	After the coin flip intuitively feel what the result is telling you.

a. If you feel good about the outcome of the coin flip, your intuition is telling you that the coin landed correctly and gave you the right choice.

b. If, however, you find yourself feeling that you need to do a ‘2 out-of 3’ or ‘3 out-of 5’coin flip, then your intuition is saying that the coin did not land correctly. For example, if the coin landed on ‘heads’ and you say let’s do 2 out of 3 then your intuition is telling you the correct answer is ‘tails’.

Note: It may take a number of times before you start feeling okay about using it. Just be patient and keep trying; you will soon gain the use of a wonderful tool. 

 Example:  If the coin lands on Tails then go with B. However if you feel the need to do a 2 out of 3 flip, you intuition says to go to the prom with A. So don’t flip again otherwise, you might end-up going to the prom with the wrong person.
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z8 

Personal Visioning: 
Uncover personal desires that might not be fully obvious
Why Use It
Many of us don’t know what is important in our lives. Rarely do we spend much time thinking about it. In some situations, the outside influences in our lives are so big that we live by other people’s ideas of what we should do and may never find our true purpose in life. Using this tool helps uncover personal desires. Developing a personal vision is geared to what you want in life. A well-defined vision of your future is the roadmap to reaching your goals. 

How to Use It
Follow the steps below and you will be amazed how this will work!

	Step
	Personal Vision

(What do you want your life to be like in 5 months, 5 years, 50 years)

	1
	Take a few deep breaths and let go of any tensions as you exhale.



	2
	Write a topic that you want to include in your personal vision. For example; “What kind of work do I want to do?”, or,  “What do I want my life to be like in 2 years?”, or, “What would make me happy?”



	3
	Using the lead-in phrase:  “Wouldn’t it be nice if…”, write down at least 30 choices that you can think of regarding your topic.  Write as fast as you can  

VERY IMPORTANT NOTE:  By writing fast you are getting ideas from a deeper awareness called subconscious thoughts. These are normally blocked by conscious (mental awareness) thinking.  No matter how foolish the thought might appear, write whatever comes to mind. This technique will not work as well if you consciously think about what you are writing. 



	4
	Use the same process described in #3 above but this time use the lead-in phrase:  “Wouldn’t it be awful if ….”,   write at least 20 things you would not want regarding your topic.  Note: Same as # 3 above, don’t ponder - Do it fast!



	5
	Write 3-5 statements using the lead-in phrase: “If money is not a problem and time were of no concern, I would …” 

Note: This time consciously think about writing these statements.



	6
	From each of the above 3 lists pick the most important statements.  Group statements together if they are similar.



	7
	Now take time to think about why these statements are important to you and write down the answer.  For each answer ask yourself again, why is that answer important. 



	8
	Based on the results of step #7, write your personal vision statement(s). Make the vision statement(s) something concrete. For example; “In six months I will have a new job.”, or “In five years I will own a home.”

Note: Most people have low expectations of themselves and what they can achieve in life. Set high expectations for yourself. 



	9
	Say Yes or No to your above personal vision statement by asking:

· Do I accept personal responsibility for this vision?

· Can I see myself reaching this vision? 

· Can I realistically overcome problems that may prevent me from reaching my vision?

· How do I need to improve myself to reach my vision?

Note: If you don’t accept or cannot imagine the vision happening, it will most likely not happen. Almost anything is possible. The most likely force stopping you is … yourself. 



	10
	Develop an action plan. Write at least 3-5 action steps to assist in reaching your vision. Make sure they are actions that you know you can do. 



	11
	Write a promise statement:  “I promise for the next ___ days, months or years that I will work daily on doing these action items.” Have someone close to you co-sign this statement to whiteness your commitment.  



	12
	Put a copy of your vision, promise statement and action plan by your bed. Read them before you go to bed and when you wake up. Do this for as long as you pursue your vision.  Keep at it. Reaching this vision can often take many months or years. 
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Personal Goal Setting goal
Why Use It

Goal setting is generally a prerequisite for success. Consider a goal as a destination that describes what the situation should look like after you get there. A goal is an “end result” that your hard work and efforts is trying to achieve. The purpose of a goal is to provide a general purpose and direction.  This quote says it all, “If you don’t know where you are going (goal), how are you going to get there?”   Unknown.  Goal Setting is critical for everyone and is a key for being successful in virtually every endeavor in life.

How To Use It

1. Identify and list your Goals (click to see goal triggers). Add as many goals as you want.

2. Obstacle(s): Determine what obstacle(s) might prevent you from achieving your goal.

3. Plan: What actions are needed to reach goal(s) or overcome obstacles should they occur?

4. Progress Evaluation: State a date for evaluating progress towards your goal.

5. Plan Modification: If not making desired progress, what plan modifications are needed?

	Schools, Academic  and Personal Goals (see goal triggers)

	Goal #1: 

Obstacle(s): 

Plan: 

Progress Evaluation (Date:          ): 

Plan Modification: 



	Goal #1: 

Obstacle(s): 

Plan: 

Progress Evaluation: 

Plan Modification: 



	Goal #1: 

Obstacle(s): 

Plan: 

Progress Evaluation: 

Plan Modification: 
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Student Goal Setting Triggers    [Return to Tool]goaltriggers
· What is the #1 thing you can do to be more successful at school, at home, at work?

· What grades I want to achieve?

· I will become a questioner and not be afraid to ask questions.

· I will complete homework on time.

· I will come to class on time and prepared.

· I will focus in class and take good notes.

· I will associate with people of good character.

· I will stay out of trouble.

· I will be active in extra-curricular activities.

· I will develop a more positive attitude.

· I will have a regular place and time to study at home. 

· I will seek inspiration from a "special" role model teacher. 

· I will have regular home chores that are completed with only occasional reminders.

· I will start doing more self-study.

· I will learn to manage my time better.

· I will study cooperatively with others.

· I will not cheat in any way.

· I will contribute to class discussion.

· I will refrain from put-downs of other people’s ideas.

· I will listen better.

· I will show basic courtesy to everyone.

· I will resolve conflicts fairly.

· I will keep trying after I make a mistake.

· I will try to help, if I see someone have trouble.

· I will do my part for my team/group.

· I will not give up on things that are difficult.
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zHFive Hows: How to develop a Plan

Why Use It

The Five How’s technique is used to help identify the tasks (steps) necessary to begin working on a solution. “How” is asked until a detailed list of tasks has been developed. This is an excellent technique to make sure that planners think about the detailed tasks needed for implementation.

How to Use HOW

	Step
	Description

	1
	Identify the solution or the goal to be achieved.



	2
	Identify the key objectives that will provide direction on how to reach the goal or solution.  



	3
	For each objective ask ‘How’ will it be completed.



	4
	Repeat step 3 by asking ‘How’ the answer to step 3 will be completed.



	5
	Continue asking, “how’ questions at least three to five times or until all key tasks have been identified for reaching the specified objective.



	
	Note: If, while doing this, you discover a “how” that cannot be done, it indicates a need to re-think the whole problem or situation.




See template on next page.

Five How’s Template

	State the Goal or Solution. 

 

	List key steps (activities) needed to reach the goal or solution.

#1

#2

#3

#N

	For each of the above key steps, describe how it will be completed. 

	A1. How will #1 above be completed?



	B1. How will A1 above be completed?



	C1. How will B1 above be completed?



	D1. How will C1 above be completed?



	

	A2. How will #2 above be completed?



	B2. How will A2 above be completed?



	C2. How will B2 above be completed?



	D2. How will C2 above be completed?



	

	A3. How will #3 above be completed?



	B3. How will A2 above be completed?



	C3. How will B3 above be completed?



	D3. How will C3 above be completed?
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reverseThinking in Reverse 

Why Use It
Much of our formal training teaches us to work forward in a straight line. Working forward to solutions is logical for many problems. However, working in reverse can tap into different aspects of a situation that will lead to new and creative ideas.  One of the most powerful reversal techniques is assumption reversal (Michalko, 1991) and one of the most famous examples is that of Henry Ford.  With the reversal of the basic assumption "How can we get the workers to the materials?" to "How can we get the materials to the workers?" the assembly line was born.

Other common types of reverse thinking include:

· Role reversal:  Rather than evaluating a situation from the standpoint of a manager, teacher, or supplier, consider viewing it from the perspective of an employee, student, or customer.

· Value reversal:  Rather than asking "How will taking a loss hurt us?" consider asking, "How will taking a loss benefit us?"

· Opportunity reversal:  Instead of analyzing the problems created by a machine breakdown, identify what opportunities it might create.
How to Use It
	Step
	Action

	1
	Clearly state the problem or situation that you want to resolve.

	2
	List all aspects or elements of the situation that could potentially affect the final outcome, no matter how trivial.  Sometimes we assume that specific elements are so basic or fundamental that we never think to challenge them, when, in actuality, their influence is potentially substantial.

	3
	Reverse each assumption in any way possible. 

Reversal Guidelines:

a. Any assumption CAN and SHOULD be challenged.

b. Realizing that nothing is perfect can open you to wonderful discoveries.

c. Don’t worry about the correctness of your reversals.

d. Ask why the assumption is made.

e. The reversal need not be a 180-degree turn, just a different angle on a problem. 

f. What is the source of the assumption?

	4
	Ask yourself how each reversal changes your perception of the problem or situation. You are not necessarily looking for answers; you are looking for different ways of viewing existing information, or revealing information that was hidden or over-looked.

	5
	Use the reversed information to re-evaluate the situation and to stimulate new ideas.
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Analogy Thinking in Analogies

Why Use It

An analogy is a comparison of similarities between unlike things or ideas that resemble one another in some ways, such as, comparisons of babies to piglets or rail systems to blood vessel systems. An easy way to develop analogies is to use the words "like" or "as" to connect thoughts.  This can help problem solvers create potentially useful analogies. 

Analogies provide new perspectives by forcing us to break away from conventional viewpoints. The stronger the analogy the greater the chance of producing an unusual perspective.  This works by allowing the mind to compare the unfamiliar with things that are familiar. The thought process of converting the strange into the familiar generates creative ideas and solutions. It naturally suggests methods, processes, and solutions found in the analogy on how to resolve the current situation. 

Types of Analogies

	Category
	Description
	Example

	Direct
	Facts or characteristics of one field are applied to another seemingly unrelated field.
	Alexander Graham Bell developed a stout piece of membrane and conceived the telephone after observing the inner working of the ear.



	Personal
	Through role-play or visualization, a person becomes the subject (person or object) of the situation.
	Einstein envisioned himself as a beam of light hurtling through space to assist him in developing the theory of relativity.

	Nature
	Uses comparison with Nature.


	A hunter invented VELCRO® after noticing how cockleburs stuck to his clothing.

VELCRO® is a registered trademark of Velcro Industries.



	Fantasy (Symbolic)
	Uses imagination to make comparisons without reference to objective reality.
	How is the Indian rope trick and a hydraulic car jack alike?

	Forced (Implausible)
	Uses comparison with something that has little or nothing in common.
	In what ways does our organization function like a toothbrush?
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Wish Wishful Thinking 
Why Use It

The use of wishful thinking can help generate ideas to solve problems or identify new opportunities.  Since most of us are trained to think rationally our whole lives, one might ask, “why should we waste our time thinking about things that are impossible to accomplish?”  The paradox is that it is only when we consider the impossible that we can know the outer limits of what is possible.  
Note: Sometimes the most exciting and potentially successful ideas are found near the limits of our imagination. Many times we find our limits and abilities much higher than we thought. Many times the impossible can be accomplished.

How to Use It
	Steps
	Action

	1
	Create a mindset that anything is possible.  Pretend you can have or accomplish anything you want - no limitations.

	2
	Write down the problem or opportunity about which you want to generate ideas.

	3
	Next, write down the ideal or perfect solution.

	4
	Fantasize making a ‘wish list’ of ideas for gaining the perfect solution.

	5
	Use wishful thinking ‘triggers’ such as:

a. What would I do if I had unlimited resources and power?

b. I wish that ….

c. The only way this situation can be resolved is if ….

d. If time and money were not a problem, I would ….

e. If I could create …

	6
	Use the wish list to generate ideas on how the fantasy could be turned into a real idea or solution.

	7
	Consider combining parts of ideas into another idea or solution.
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S62Creative Thinking

Why Use It

The chances of developing a truly creative solution are increased substantially when you have a large pool of ideas to consider. Using trigger questions can help generate a wide variety of new ideas by providing the starting points to stimulate later thinking.  All ideas should be considered because any one of them could hold the seed of a brilliant solution. 

How to Use It
Use these facilitator questions to guide your thinking and help generate a large number of ideas.

	ADD something to the situation.

	· What can be added (made larger, more ingredients, height, weight, longer, stronger)?

· What if you increase the magnitude of the situation 2 times?  10 times?  50 times?

	SUBTRACT something.

	· What would happen if a part of the situation were eliminated?

· What can be taken away? Made smaller? Fewer parts? Fewer ingredients?  Shorter? Weaker? Streamlined?  Deducted?

	COMBINE something.

	· How might things be combined to make something new?

· How can (parts, ideas, functions, components) be put together to make a better whole?

· What if you combine features from several items to create something new?

	SEPARATE something.

	· What would happen if you separated the situation/problem into smaller parts?

· What can be isolated? Removed, Split? Disconnected? Taken apart?

	ALTER the situation.

	· How might changing the (size, shape, color, form) generate ideas?

· If a child looked at it; what would they see or how would they do it?

	REARRANGE the situation.

	· What would it look like if you did something in a random order?

· What about rearranging the schedule, sequence, flow or environment?

· What can be moved, delayed, postponed or reorganized?

	REVERSE the situation.

	· How might you achieve the opposite effect?

· Can roles, people or flows be reversed?

· What if you did the last thing first?
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Z21Tap Your Subconscious For Ideas

Why Use It

It is believed that all great thinkers have had an ability to contact and release the powers of their subconscious mind. You can do the same. The subconscious mind never sleeps. It is continually processing information and giving responses back through our conscious mind. 

How to Use It
Do the following steps to activate your subconscious. Do this before a break, lunch, or overnight if the team is returning the next day. 

	#
	Action
	Description

	1
	Bring to mind the problem or situation that needs an idea.
	Consciously think of the situation, problem or opportunity on which you want your subconscious to work.  Make sure you are clear on what you want your subconscious to do.



	2
	Review relevant data and information.
	Refresh your mind with key information. The more quality data supplied to your subconscious, the better the results.



	3
	Instruct your subconscious to find ideas.
	Consciously tell your subconscious that you want it to provide ideas to the situation defined in step 1. 



	4
	Incubate the problem or situation
	Stop consciously working on the problem, take a break, go to lunch. This will allow your subconscious time to start developing ideas. 



	5
	Upon returning from break, bring yourself to a reflective state.
	Take a few deep breaths and let go of any tensions as you exhale. Next, tell your subconscious that you are ready for its ideas for the situation described above.



	6
	Without hesitation and as fast as you can, write the first 10-15 ideas that come to your mind.

 
	EXTREMELY IMPORTANT: The key to this technique is to write as fast as you can. No matter how foolish the idea might appear, write whatever comes to mind. By writing fast, you are tapping into subconscious thought that is normally blocked by conscious thinking. This technique will not work if you consciously think about what you are writing.

	7 
	Consciously review your list to see what kinds of ideas your subconscious might be suggesting. 
	Look for obvious ideas, but also look to see if there are any patterns - even those that don’t seem to make any sense. Your subconscious is trying to tell you something.

	8
	List ideas 
	Record those ideas that have merit and warrant more conscious thought.
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brainPersonal Brainstorming: Develop alternative ideas and solutions
Why Use It
Individual brainstorming can produce more ideas than group brainstorming because people are freer to create without the worry of other people’s opinions.  However, it may not develop as many useable ideas because an individual does not have the experience of a group and cannot piggyback on ideas of others.   Note: Consider using individual brainstorming to begin a group brainstorming session. It gives each person a chance to think on their own without being interrupted.

How to Use It
	Step
	Description

	1
	Find a quiet spot and get relaxed.

	2
	Write out your particular problem or situation and think about it for a few minutes.  Don’t think about ideas or solutions but just what the facts are. 

	3
	Decide how many ideas/solutions you want to develop. This will help get you past the trap of stopping at the first good idea that comes up.

	4
	Walk away and do something else for 5-10 minutes. Not thinking about the problem or situation gives your subconscious inner awareness) time to work.

	5
	Come back and start writing ideas as fast as you can. DO NOT think about ideas but write fast and write whatever occurs to you, even if the ideas seem foolish or nonsensical. Do this for 2-3 minutes or until responses stop.

	6
	Next, try to develop more ideas by pretending you are someone else that is involved in the problem or situation. Write ideas as if you were those people?

	7
	If you need more ideas, pick some key words from your problem or challenge and use a Thesaurus to change meanings. Use these words to trigger ideas.

	8
	Next, read and review the list of ideas that you have written.  Narrow the list to the top 3-5 ideas. Improve upon each idea by looking at an idea’s negatives or disadvantages and find ways to remove or cut down on them.

	9
	Finally, decide what idea or answer best resolves your problem or challenge. 
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Awareness Journaling: Find ways to better control your life dailyevents
Why Use It
This type of journal is used to make one more aware of the daily events and activities in his/her life.  It is different from a regular journal that simply records events. It is a written record of personal reactions to daily events.

The purpose is to understand the driving forces in your life, both good/enjoyable and bad/stressful. It is through this awareness that individuals can begin to manage their lives. The importance of a discovery journal is that it gathers strength in helping us with our daily life, especially if we write about it often. A journal of discovery grows more powerful as it is used. Instead of reacting to situations, this journal allows a person to anticipate and manage events based on past experiences.

How to Use It
	Step
	Name
	Action

	1
	Conscious Mind
	This is like a traditional journal. Consciously think and briefly describe events that are taking place in your life that day. Describe anything that comes to mind: events, people, images, relationship, etc.

	2
	Reflection
	Write down how you felt about the events, people, and relationships. What opinions or decisions have you made or cancelled? After a week go back and summarize both subconscious and conscious mind notes to see if there are any patterns. These patterns are what you need to look at to determine if the driving forces in your life can be changed for the better. 

	3
	Actions
	Write down actions to take. Ask yourself these types of questions:

1. Is there a message in this journal?
2. What can I learn here?
3. What’s the most loving thing I could do now?
4. What’s the most important thing to focus on now?
5. What would I do if I knew I could not fail?
6. What would I do if there were nothing to fear?


Awareness Journal

Date___________   
Day of Week   ____    

	

	Day’s setting if not a normal day: 



	Conscious Mind Journal



	Reflections (patterns, observations, opinions, decisions)



	Actions:



	


z
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z7 Finding & Assessing Core Beliefs

Why Use It
Becoming aware of our beliefs and how they impact our thinking can be a giant step in improving your thinking. For many of us, our thinking is based on our life’s experiences. Throughout our lives we come to have beliefs opinions and biases that greatly influence how we view the world and make decisions.  If not understood clearly, our beliefs and biases can unconsciously limit our thought process. However, if we recognize this potential for weakness we can decide to alter beliefs in order to strengthen our thinking.  

Note: The reason beliefs are so potent is that the majority of people need to have an answer for every question or doubt they have. Since most people don’t like ‘not knowing’, they use their belief system to develop answers for any and all situations without really knowing the truth about a situation. In reality, while it is hard to do, it is better to tolerate not-knowing than applying false beliefs. Once a person creates answers (no matter how false they are) it is very hard to admit that the answer is wrong and replace it with truth. That space in thinking is already filled with false information.

How to Use It
Use the following template to help you determine important beliefs. Note: Beliefs do change over time and you can change them. They are not fixed for life but are generally more difficult to change. 

Finding Core Beliefs

	Step
	Action
	Response

	1
	List five emotions that you experiences most frequently in your life.
	

	2
	Think of a time in the last week when you experienced one of these emotions. Write down what you were doing at the time.
	

	3
	Ask yourself the questions: “Why did this situation give me this feeling?” Alternatively, you can use the phrase “In that situation, what was I (fill in your emotion)  about?”
	

	4.
	From your answer to step 3, ask yourself, “Why does it matter?”  “Why is this important to me?”
	

	5
	From you answer to step 4, again ask yourself, “Why does it matter or is important to me?”

Note: Repeat this process 2-3 more times or until you find yourself repeating the same response or an answer like ‘it just is’.
	

	6
	The response to step 5 is likely to be one of your core beliefs
	

	7
	To find other core beliefs, do this for the remaining four emotions listed in step 1.
	


Determine Core Beliefs

Now that you have identified some core beliefs, the next step is to determine; “Is this belief my own, or, someone else’s?”  Note: Making beliefs your own is a very important, particularly for your decision making.

My beliefs are my own: These are beliefs that an individual finds to be true. They come about when an individual has thought about the belief and have found from experience that it is true for themselves or has evaluated others who hold this belief and accept it as true.  Note: the key here is a conscious evaluation that this is “Truth for me!”

My beliefs come from others: These are beliefs that come from other that you assume to be true. Generally they develop over time and are beliefs developed throughout childhood. You may have accepted them without thinking about them or given to you with great insistence or even force.  

How to Use

For each of your core beliefs, apply the following questions to discover your own truth. 

Assessing Core Beliefs Template

	List a core belief.



	Trigger Question
	Response

	Is this belief generally true for most people?
	

	Is it true for me?
	

	Does it work when I apply it?
	

	How certain am I about it?
	

	Is this my own belief?
	

	Is this a belief I adopted?  If not from whom?  Why?
	

	Do you want to change your core belief?




How to Use It
The following Philosophy of Life worksheet below is designed to help identify your overall beliefs and viewpoints that represent the ‘core drivers’ for your life. It is through understanding these core drivers that you have the greatest potential for influencing growth in your thought processes.
Philosophy of Life

	Consider your beliefs for each category. Write the statement “I know” if you are 100% certain or “I believe” if less than 100% certain.  e.g. I know I will die vs. I believe I will die.

	My life’s mission or purpose is:


	I believe/know and am certain of …

	My openness in listening to the beliefs of others is:


	

	My willingness to change my beliefs is:


	

	My Personal Relationships (Family, Friends, Love, Forgiveness)

	

	Health (Personal, Sex, Medicine,  Drugs, Cloning, Doctors, Natural medicines)
	

	Religion  (God, Life after death, Spirituality)

	

	Career  (Work, Teams, Collaboration, Communication)

	

	Happiness  (Fulfillment, Power, Money, Love)
	

	Physical Universe  (Nature, Earth, Environment, Space)
	

	Race, Gender, Age (child, teenage, adult, elderly)
	

	Social Responsibility (Accountability, Morals, Ethics, Honesty, Truth)


	

	Education  (School, Lifelong Learning, Professional skills, Nature vs. nurture)
	

	Future  (Technology, Fate)

	

	Politics (Politicians, legal system)
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z6Personal Performance Success Patterns

Why Use It

A good way of improving your future success is to understand and use what has been successful to you in the past.  Every person has their own special abilities that allows them to perform at a higher level. To be successful identify and build upon your ‘unique’ success patterns.  Note: People generally get into trouble when they try to follow the success patterns of others. They find that someone else’s successful way of doing things did not work for them. In fact, it is more likely that using someone else’s process will lead to failure. 

How to Use It
To build future successes begin by identifying how you have been successful in the past.

	Step
	Description

	1
	Recall and list times when something worked better than you expected.  Those ‘high performance’ experiences can be for anything: work, family, relationships, social, sports, religious.

	2
	Review the list and choose the top 3-4 high performance experiences with each one from a different area in your life, such as maybe one business, one sports, one family, one volunteer work, etc.

	3
	For each activity identify those ‘actions’ you did to be successful. Don’t just look at the every day normal things, but also the things that you did differently.  

	4
	Find the common ‘actions’ for these experiences. Look at them and determine your personal success pattern.

	5
	Always be aware: If you are forced to use someone else’s way of doing things or required to follow a standard pattern you might not be as successful.


Personal Performance & Success Patterns Template

	List the top 3-4 high performance experiences you have had in your life.

	1. 

	2.

	3.

	4.

	List your successful actions for each experience.
	Optional -

Cross-reference actions with experiences. 

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Look at the above and list your actions that were common to each one. Those represent your success pattern.
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z4GET READY TO THINK & LEARN

Why Use It

Focusing is an effective means of readying one’s mind before a learning & thinking begins.  Allow students a short time, less than a minute, to share “ANY” thoughts on their mind. Alternatively, for a large group have all students do this independently. Simply ask if everyone is ready to start the meeting.

How To Use It

Have student answer questions below.   See more ways to unclutter your mind.
	Questions
	Answers

	What things are on your mind that might distract you from learning and thinking right now?


	

	Is there anything that needs to be resolved before you start?


	

	Is there anything from the last class that needs resolution


	

	What needs to be talked about before you start?


	

	List things you need to remember for later.


	To Do Later



	List what needs to be talked about later?
	Talk About Later List



	Learning is fun. What is something to make you laugh before class?
	Joke of the day
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Unclutter Unclutter Your Mind to Think Better

Why Use It

Just as external distractions like a phone ringing or loud talking can detract from one’s ability to think clearly, likewise mental distractions or clutter inside the mind can cause problems with thinking. The following are techniques to clean up all the useless information or half-complete communication on which people unconsciously have their attention.   Just like cleaning your desk to find things, Memory and Emotion Uncluttering techniques can improve your thinking abilities. 

How to Use It
Memory Uncluttering: An example of memory clutter is Trapped Memory. Every time we decide to call someone, we attach a little piece of memory to it.  Our mind only has so many pieces of memory to use. Every ‘busy’, ‘no answer’, ‘call back latter’, ‘person not there’...traps a little piece of our mental attention.  In fact, our memory may be waiting for answers that never come.   There may be thousands of bits of information that are not needed or can't be applied that jam up one's thinking. 


	

	Mental

Uncluttering

Questions
	· Is there data you could do without? 

· What thought could you throw away?   

· Is there something you're still thinking about long after it's worth doing? 

· What have you started that you haven't finished?  

· What in-progress action is not necessary?  

· What calls are you still waiting for?  

· Did you ever get the answer you wanted?



	Avoid

Memorizing
	Reduce memory clutter by writing things down, using notes, calendars, bring-up files, timers, and day planners to hold the information you would otherwise memorize. 



	Use 

Reference 

Material
	Reduce clutter by depending on the Internet or reference material instead of trying to memorize the information they contain.  



	


Information Source: http://www.mycoted.com/creativity/techniques/
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Emotion Uncluttering: Emotional clutter is negative feelings that lasts long after the event that triggered them. The mind remembers a terrible event long after it happens because it wants to avoid future similar events.  So even if you push the memory of a disturbing event out of your conscious mind, the subconscious mind continues to be aware of it. 

Reducing emotional clutter not only helps conscious thinking but also improves ones intuition. Intuition is so similar to emotions that the same word, feelings, is used to refer to both emotional and intuitive sensations. A full explanation of releasing emotional clutter can fill books.  To get started consider doing one or more of the following:

	

	Physical

Exercise
	Exercise is a simple but effective way to clear out emotional clutter.  Especially taking a walk and looking around.

	Meditation
	Mediation provides your mind with time to clear emotional clutter. It is a good way to help you recognize and then ‘let go’ of the distracting emotional clutter.

	Forgiveness
	Forgiveness releases the person’s emotional attachments that interfere with their ability to think clearly and freely experience life.

	Truthfulness
	Tell the truth and get lies off your chest. This is unpleasant to do and handle but when it’s done you feel better and it’s over with.

	Laughter
	Laughing is another way to help. If you cannot laugh about a situation, try changing it to make it look silly.

	Crying
	Crying by reflecting on an emotional event is effective in releasing emotional clutter.

	Emote
	Scream, yell, punch a bag and get it out.

	Responsibility
	Take responsibility for the situation and do something effective to solve it or make-up for the damage done.

	Talk
	Get it off your mind and express it to a good listener once and for all.

	Deep Breathing
	Deep breathing exercises can provide quick temporary release. (Click here for thinklet.)
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Breathing to Calm calmthe Mind  [Return to Tool]
Why Use It

This relaxation technique alters your state of consciousness and opens the mind to your subconscious potential.  By relaxing the body you calm your conscious mind allowing your subconscious and intuitive side to be heard. Note: Using this technique several times a day can also help reduce stress levels. 

How to Use It
If you are just starting the technique you may experience coughing or light-headedness. If this happens reduce the breath count to what you can manage.

	Steps
	Description

	1
	Get comfortable. You can do this anywhere, but sitting in a chair is the most effective. Sit with your back straight, feet flat on the floor and hands comfortably in your lap.



	2
	Close your mouth and slowly, deeply inhale through the nose for a count of five.



	3
	Hold your breath for a count of seven.



	4
	Slowly exhale through your mouth for a count of nine. Using the following exhaling technique is important to produce the right energy flow.

a. Place your tongue in the yogic position by putting the tip of your tongue to the top of your mouth just before your upper teeth.

b. Purse your lips together so breath is exhaled through a small hole that opens between your lips.

Note: You may sense a physical tingling feeling as tension and stress is being released.



	5
	Repeat this breath process 3-4 times.
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Askques Asking Questions: A key for a successful life.
Why Use It

Every one of us has a questioning attitude as a small child. Unfortunately, as we grow older many of us lose our questioning attitude.  We generally become fearful of asking questions. We learn that it is good to be smart. Smartness is often associated with the amount of knowledge we possess. A question is an admission that we do not know or understand something. We therefore leave ourselves open to ridicule and suspicion that we are not smart if we ask questions. 

In fact, questioning is the key ingredient for learning, without it civilization would not have progressed. Einstein said, “the key to success is to never stop asking questions".  To become a questioner start by giving yourself permission to make questioning a strong part of your life.
How to Use It

Becoming a questioner is achieved by conscious effort. Moreover, like anything else in life, practice until you are good at it. Begin by asking yourself questions and then develop a list of questions to ask others. If you like record answers like a journal

	Questions to Ask
	Answers

	Ask Yourself Questions                                              (see more questions)
	

	What things would I like to change about myself?  
	

	What are the main beliefs that govern your life? Will they always be true?
	

	
	

	
	

	Ask Friends /Classmate questions
	

	What do you (friend) think are my strengths and weaknesses?
	

	Ask other students what questions are important to them?
	

	
	

	
	

	Ask Teachers Questions
	

	Why is this (subject) important to learn?
	

	
	

	Ask Parents/Guardians Questions
	

	Why can’t I ...
	

	
	

	
	

	As School Administrators Questions
	

	What is the purpose of the school rule that ...
	

	
	

	
	

	Ask Co-workers Questions
	

	
	

	
	

	Other Questions to Ask
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Questions to ask myself.   [Return to Tool] ques
· What one word best describes who I am? Why?

· What is the one comment I hate to hear about myself? Why?

· What do I feel passionately or motivated about?

· What fears or weaknesses do I want to overcome?

· What worries me the most about myself?

· What makes me the most: happy, angry, frustrated, stressed

· What would I like to do better?

· What have I complained about most recently?

· What could I make a difference by doing?

· What would make me proud at the end of your life?

· What relationship(s) do I worry about the most? Why?

· With whom do I want to get along better?

· What problems exist that are within my control to resolve?

· Who is the person I dislike or can’t get along with? Who dislikes me? Why?

· When am I most judgmental of others?
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Character Personal Character Awareness and Development

Why Use It

Personal character is defined as a person’s moral and ethical structure (Integrity, caring, respectful, trustworthy, etc.).  Character is often thought of as something fully formed and permanently fixed early in life. This belief implies that we have very little to do with who we are. In fact, each moment of each day we can choose to be different. Each day we can decide to change our attitudes and re-rank our values. 

Everything we say and do arises from our character.  Character is the cause of our actions. As
Aristotle said, "we are what we repeatedly do." Hence the power to control our actions is also the power to control our character... and the power to control our character ... is the power to control our lives.

How to Use It.  Use the following questions to help understand your personal character and ways to improve it. Answer the following questions ant rank yourself (1 = Never  10 = Always)

	Personal Character
	Rate

1-10
	Ways I can improve

	Truth, Honesty & Trustworthy
	
	

	Do you always tell the truth?
	
	

	Do you keep your promises and are a person of your word.
	
	

	Are you always honest and don’t cheat or steal?
	
	

	Do what is right even though you have peer pressure to do otherwise.
	
	

	Are you honest with yourself
	
	

	Respect
	
	

	Do you follow the “Golden Rule” to treat and respect others the way you want to be treated?
	
	

	Do you listen to others and try to understand their points of view?
	
	

	Are you courteous, polite and civil to everyone even if you don’t like them?
	
	

	Do you accept personal differences?
	
	

	Do you obey and respect the law?
	
	

	Responsibility
	
	

	Do you always accept responsibility for the consequences of your actions?
	
	

	Are you reliable and dependable and fulfill your obligations?
	
	

	Do you consider the impacts on other people before you act?
	
	

	Are you willing to risk failure for doing a worthy goal?
	
	

	Caring
	
	

	Are your kind, loving and considerate of all people?
	
	

	Are you thankful to others for what they do for you?
	
	

	Do you forgive others for their shortcomings or what they did to you?
	
	

	Do you perform caring acts even though peer pressure says it’s un-cool?
	
	

	Justice & Fairness
	
	

	Do you play by the rules at all times?
	
	

	Do you make decisions without favoritism or prejudice?
	
	

	Are you open-minded and consider what people have to say before you decide?
	
	

	Do you get all the facts, including opposing viewpoints, before passing judgment?
	
	

	Self Respect
	
	

	Do you love and respect yourself?
	
	

	Do you work hard and try your best at all times?
	
	

	Do you preserve and don’t quit even though things get difficult?
	
	

	Do you make all you do worthy of pride?
	
	

	Team Player
	
	

	Do you care about and pursue the common good?
	
	

	Do you participate and voice your options?
	
	

	Do you try to make other people around you better?
	
	

	Are you a good citizen of your community?
	
	


Character Summary

	What are my character strengths to build upon?



	What is the biggest character flaw that I am going to have to overcome in order to succeed in life?



	What kind of character and values do I want to see in my children
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Time Log: How are you really using your time?time
Why Use It

This simple log tracks time spent on tasks/activities during the day.

How to Use it

Use one time log for each day. It is recommended that you keep track of your daily use for 1 or 2 typical weeks. Also, note any interruption during each task. Try not to go longer than 1 hour without filling in the log. Keep the time log with you throughout the day.
Time Log

Day of week: _________________________           Date: _____________________

	Time
	Task/Activity
	Interruptions Log

	8:00

8:30
	
	

	9:00

9:30
	
	

	10:00

10:30
	
	

	11:00

11:30
	
	

	12:00

12:30
	
	

	1:00

1:30
	
	

	2:00

2:30
	
	

	3:00

3:30
	
	

	4:00

4:30
	
	

	5:00

5:30
	
	

	6:00

After
	
	


Time Log Review – Improvement Opportunities

Use the following facilitator questions to help you better understand your use of time and identify improvement opportunities. Note: Only answer questions that are meaningful to you.
	Facilitator Questions
	Answers

	How much time is spent on primary tasks?
	

	What areas are you spending too much time on?
	

	What areas are you not spending enough time?
	

	List 3-4 of your biggest time wasters.
	

	What seems to be routine interruptions?
	

	How much time do you directly control?
	

	How much of your time is controlled by others 
	

	What activities can you personally change without getting someone’s approval?
	

	What things don’t you understand at school?
	

	What feels like `busy school work'?
	

	What are you really trying to get done?
	

	What aspects of school do you like least?
	

	What do you wish would happen at school?
	

	What things would simplify your schoolwork?
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Tips to improve use of time top10
	1
	Plan, Prioritize & Schedule: If you do nothing else, know your top three priorities for tomorrow before leaving the school and put them on a To Do Assignment List.  The more detailed you do this, the more successful you will become.

	2
	Control Interruptions: If possible, work without uninterrupted. Each interruption loses time (3-5 minutes to get re-focused again.) Don’t let your day be planned by the unexpected.  Ask if the interruptions are more important that the work you are doing. 

	3
	Avoid Procrastination: For many people this is the biggest time waster. Realize that procrastination adds unnecessary stress while worrying about starting a task ... which must be done eventually. So just get it done.

	4
	Eliminate time wasters: Keep asking yourself; “Is this really worth doing?”  Look to have shorter but more productive study times. And don’t let other people waste your time!

	5
	Focus Focus Focus: Focus on one task at a time. Give it your undivided attention until completed before going to the next task.

	6
	Have Clarity: Ask if your are unsure about what you are suppose to do. And make sure you have all the information needed to begin a task.

	7
	Make it Fun and Challenging: Finds ways to make every task “fun” or make a challenge game out of the task by asking: Is there an easier or better way to do this?
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Time Manager: Using a To Do Listtimemanager
Why Use It

This is a simple time manager to help plan and schedule current and future week’s tasks. 

How to Use It

Record major work tasks or assignments for the current week. During the week use the weekly planner for listing coming week’s activities. At the end of the week, take a few minutes to describe reason why things did not work as planned and what interruptions could have been avoided.
	Day
	To Do List for week of:

	
	Tasks (Priority = H, M, L)

	Mon.
	

	Tue.
	

	Wed.
	

	Thur.
	

	Fri.
	

	S/S.
	

	Weekly

Review
	List major things (interruptions) that wasted your time this week. 




	Agenda
	Return


Weekly Planner weeklyplanner
Plan for the week of ___________________________

	Major things (objectives) that you want to accomplish this week


	Key actions need to achieve the above objectives
	Priority

H-M-L
	Time Needed
	Day to Schedule
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Get Started Thinking Exercises exercises
Just as the body develops physical muscle with exercise, the brain develops mental muscle (myelin & dendrites) with exercise. Mental exercise strengthens the brain and improves thinking instead of wearing it out.  

Use the following public domain exercises to get familiar with navigation and come to realize that thinking is fun, almost like a game ...  much like these exercises.

1. Pattern Recognition pa   [Show answer]   [TOC]
Pattern recognition and the ability to see patterns is an important me4ntal skill.  Patterns can range from astrological patterns to health patterns to shoe sales patterns.  Improving one’s ability to identify and observe patterns can help understand future events.  

What is the missing number in this series?

     
9  3  5  7  2  _  3  5  7  1

Logreb 2. Creative Imagery – Rebuses  [Show answer]  [Return to Tool]   [TOC]lo
These are word picture puzzles with hidden meanings to solve. They are called pictograms  made with letters and words, which cryptically represent a word, phrase, or saying. Solve the following Rebuses to promote creative thinking. TIP: The first one is High Hopes

	Hopes
	Luck y
	MMANOON
	
SOUP
	Spring    Hi

Summer Hi

Winter    Hi

Fall         Hi




Matnum3. Math [Show answer]   [TOC]ma
In a digital and computer technology world, the ability to think mathematically is important. The following is number exercise designed to sharpen your number skills. 

Combine four 5’s (5,5,5,5) in three different ways so the values they represent will be 

a. 56.    

    
b. 15.    

    
c. 111.    

Crerev 4. Reversal    [Show answer]   [Return to Tool]   [TOC]rev
Most of our formal training has taught us to work forward in a straight line. Working forward to solutions is logical for many problems. If, however, we look at the backwards aspects of situations we might gain new ways of doing things.  The following exercise can help to get you thinking in reverse.

Travel through this maze totaling exactly 109.. No passage or intersection may be used more than once. Enter and exit the maze only at the designated arrows.

                              
[image: image6.wmf]l2

8l

l6
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5. Assumptions  [Show answer]    [Return to Tool]   [TOC] as
Think out of the box when looking at your personal vision.

Try to link the nine dots with not more than three straight lines which will cross all nine dots without lifting your pencil. It is designed to test your assumptions.

                  
[image: image7.wmf]
6. Rearrange   [Show answer]    [Return to Tool]  [TOC]rea
Consider the English alphabet, it has 26 letters that have been put together(arranged) in ways to make us laugh or cry, to inspire or instruct, happy or angry. They have been arranged to form what you are reading now. Some people believe that creativity is largely a matter of rearranging what we know in order to find out what we do not know. Just as you rearrange the following exercises, you can change existing information and knowledge

Change (rearrange) three toothpicks and the eye to make the fish swim in the opposite directions.

                                          
[image: image8.wmf]
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7. Association   [Show answer]    [TOC]asso
We can use our mind to connect thoughts, feelings, ideas or sensations. The human mind does not store information like a dictionary. Instead, the mind usually organizes information by association.  This is why one thought or idea can lead to another

For each set of three words, try to think of a fourth that is related to all the other three words.

1. Tug           

Show


Gravy

2. Type

Ghost


Story

3. Hearted

Feet


Bitter

8. Spatial (Space) Recognition   [Show answer]    [TOC]sp
For some people, like artists, seeing spatial recognition comes naturally.  Most of us need to work on improving this skill. Examples of benefits from improving this skill can range from: better product design to computer software interfaces, viewing of graphs and data to spot trends, seeing differences to detect defects, and even help decision making through an improved sense of beauty and balance. The exercise below will help train the eye and physical senses to better recognize spatial patterns.

Seven coins were placed on a round table as shown below. Using only three straight lines separate each coin so there is only one coin in each section.

           
[image: image9.wmf]
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9. Analogies  [Show answer]   [Return to Tool]    [TOC]an
If two things are known to be alike in some respect then they must be alike in other respects. For example the old saying, ‘He is a chip of the old block’, brings the similarity between two people just as a chip is similar to the block from which it was cut. This is called an analogy. Whenever we think about something new we typically refer to familiar past experience.  

Select the answer that forms the best analogy when words are placed into the blanks.

              
Scale is to weight as ___________ is to ____________.



a. Clock is to minutes



b. Telescope is to astronomy

 

c. Thermometer is to temperature

10. Probability  [Show answer]   [Return to Tool]    [TOC]pr
Use of probability is great for helping to make decisions.

Exercise: A total of 30 white ball and 20 black balls are placed in a box. What are the chances of drawing the following (each is a separate problem).

a. White ball first

b. Black and then white.

c. Black and black again. 

d. White and white again.

              
[image: image10.wmf]30 White

20 Black

50 Total


11. Illusions ill [Show answer]     [Return to Tool]    [TOC]
Not all situations are as they appear.

A. Which circle is larger  A or B?


[image: image11.wmf]
B. Are the two lines the same?


[image: image12.wmf]
12. Problem Solving ps  ill [Show answer]     [Return to Tool]    [TOC]
Three Hobbits and three Orcs arrive at a river bank, and they all wish to cross to the other side. Fortunately, there is a boat, but unfortunately, the boat can hold only two creatures at one time. There is another problem. Orcs are vicious creatures, and whenever there are more Orcs than Hobbits on one side of the river, the Orcs will immediately attack the Hobbits and eat them up. Consequently, you should be certain that you never leave more Orcs than Hobbits on any riverbank. How should the problem be solved?  (It must be added that the Orcs, though vicious, can be trusted to bring the boat back!)      Greeno (1974)

13. Intuition Exercise inuit  [Return to Tool]    [TOC]
Shut your eyes and ask someone to approach you as quietly as possible. Say "stop" when you think they are within an arm's length. You'll be surprised how rapidly you'll increase your intuitive skill and accuracy. 

Answers

1. Pattern Recognition [Return]    [TOC]pattern
The missing number is 8. 

Starting with the first and last numbers and working towards the middle, each pair of numbers total 10.

Matnum3. Math   [Return]     [TOC]math
The answers are:


a. 56 = 55 5/5


b. 15 = 5  55/5


c. 111 =  555/5

5. Assumptions    [Return]    [Return to Tool]       [TOC]assumptions
In solving this exercise, many people assume that they must stay within the borders and not extend beyond the dots. Once this assumption is challenged, the problem as you can see is easily solved.


[image: image13.wmf]
7. Association    [Return]     [TOC]association
1. Boat

2. Writer

3. Cold

9. Analogy  [Return]      [Return to Tool]     [TOC]analogical
The correct answer is “c”, thermometer is to temperature.  

A scale measures weight just as a thermometer measures temperature. Clock might appear to be a good answer but it measures time not minutes.  Minutes are units of time, just as degrees are units of temperature and pounds are units of weight. 

2. Creative Imagery– Rebuses   [Return]    [Return to Tool]     [TOC]logic
Logrebans 
	Hopes
	Luck y
	MMANOON
	SOUP
	Spring    Hi

Summer Hi

Winter    Hi

Fall         Hi




    High Hopes
             Lucky Break
     Man in the Moon
   Split Pea Soup       Season’s Greeting
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Crerev 4. Reversal    [Return]     [Return to Tool]     [TOC]reversal
Mazes are easier to solve backwards, try reversing the maze and see how the problem is solved  (91 + 18 = 107). 

                              
[image: image14.wmf]l2

8l

l6


6. Rearrange   [Return]      [Return to Tool]     [TOC]rearrange
Move the eye and the three toothpicks as shown below.

                                              
[image: image15.wmf]
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8. Spatial Recognition    [Return]    [TOC] spatial

[image: image16.wmf]
10. Probability [Return]    [Return to Tool]       [TOC]probabilitypr
a. White ball. 


60%  

(30 white/50 total)

b. Black and then white.
24.5%  
(20/50 x 30/49)

c. Black and black again. 
15.5%  
(20/50 x 19/50)

d. White and white again. 
34.8%   
(30/50 x 29/50)

11. Illusions [Return]  [Return to Tool]  [TOC]  illans
A. Neither, they are both the same. It’s an illusion

B. Yes, the two horizontal lines are the same length but the bottom one appears to be longer.

12. Problem Solving psans [Return]  [Return to Tool]    [TOC]
Draw a picture or table and solve this problem one-step at a time.

	 Left Bank
	Movement
	Right Bank

	0 Orcs, 0 Hobbits
	Start
	3 Orcs, 3 Hobbits

	2 Orcs, 0 Hobbits
	1. Move 2 Orcs, R to L.
	1 Orc, 3 Hobbits

	1 Orcs, 0 Hobbits
	2. Move 1 Orc, L to R.
	2 Orcs, 3 Hobbits

	3 Orcs, 0 Hobbits
	3. Move 2 Orcs, R to L.
	0 Orcs, 3 Hobbits

	2 Orcs, 0 Hobbits
	4. Move 1 Orc, L to R.
	1 Orcs, 3 Hobbits

	2 Orcs, 2 Hobbits
	5, Move 2 Hobbits, R to L.
	1 Orcs, 1 Hobbits

	1 Orcs, 1 Hobbits
	6. Move 1 Orc, 1 Hobbit, L to R
	2 Orcs, 2 Hobbits

	1 Orcs, 3 Hobbits
	7. Move 2 Hobbits, R to L
	2 Orcs, 0 Hobbits

	0 Orcs, 3 Hobbits
	8. Move 1 Orc, L to R.
	3 Orcs,  0 Hobbits

	2 Orcs, 3 Hobbits
	9. Move 2 Orcs, R to L
	1 Orcs, 0 Hobbits

	1 Orcs, 3 Hobbits
	10. Move 1 Orc, L to R
	2 Orcs, 0 Hobbits

	3 Orcs, 3 Hobbits
	11. Move 2 Orcs, R to L.
	0 Orcs, 0 Hobbits
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