"9 ORAD
WORKBOOK

This workbook accompanies Grad and is designed to be used in
combination with it. This workbook is your personal tool and
we hope that it is useful to you. The workbook has the following
features:

m This icon indicates the page numbers in Grad to

which an activity refers. Please read the correspond-

\I\/* ing text before attempting the activity.

"R@H@CinV\‘"""""""”"""""“""”

. This activity offers an opportunity to look inside yourself to
. understand yourself in your new context better.

template for you to print to use and to re-use.

u This icon indicates that the tool can be downloaded as a




GRGES

~\ THE ROAD TO VARSITY

\\/
I SELECTING MY COURSE

What are my interests?

What are my aptitudes?

How can I earn a living?

Possible careers:

Relevant courses:
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\\/ INTRODUCTION
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What have | been through in the past weeks, months and years,
firstly to achieve the marks that | got, and then to find the funding
| needed to study further?







MY GOAL

To reach my goal, [ will do these three things:
1)




[ will know I have reached my goal when:

1.

Download a single page printable version of

this tool at: http://myvsp.co.za/GRAD.html
(Goal sheet)



http://myvsp.co.za/GRAD.html
http://myvsp

@0\ THE DOUBLE-EDGED SWORD

@ OF FREEDOM

:o ‘ ReHection oooooooooooooooooooooooooooooo

What lessons can [ learn from the student quotes on page a?

Why am | at university and what is my goal?

Am | willing to give whatever it takes to attain that goal?




=

Reflect on the acronym PRIDE and consider whether you take
responsibility in making or breaking your own success

TAKING RESPONSIBILITY

List the attributes you think you possess that have influenced
successes and/or failures you have experienced

List attributes you think still need development in your life
towards your future goals




m IP AND COPYRIGHT

=~/

What do you think is the purpose of protecting intellectual prop -
erty and copyright? Why is it important? List your thoughts

Think of an instance where a fellow student at school may have
tried to copy your work for a test or an exam.

How did you feel knowing how hard you had to study to pass,
and they did not?

s it fair towards you and was it morally correct of the other
student to infringe on your rights?




These same principles apply to the IP and copyright material
you will be studying from at university
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LOVE ANDS SEX

~/

Look at the list on page 15 and make a further list of more
signs you can think of that show you someone loves you

The next question (s, do you love yourself? Read the whole sec-
tion from page 14 to 17 and reflect on what you have read
What is it about yourself you love (make a list)?

What is it about yourself you do not love (make a list)?

Then ask yourself what is important to you in a relationship
other than physical attraction (make a list)




/% MANAGING TIME 1
\I\—J— - LIFE IN GENERAL

How do | currently spend my time?

Complete a detailed diary for one week, writing down exactly how you spend
every minute of your day.

Remember to include everything!

MONDAY

TUESDAY

WEDNESDAY







Taking control

G Make a list of everything that needs to be done.




e Consider the list against Covey’s matrix. (See page 11.)

Put the important, urgent tasks in Quadrant A, followed by the important,
but less urgent, ones in Quadrant B.

URGENT NOT URGENT

IMPORTANT

NOT IMPORTANT

0 Try to delete tasks that fall into the bottom quadrants.




e Now make a to-do list for today, using the matrix as a guide.

6 Make another one for this week.

e Start at the top of your list, and do the first task.

Van Schaik’
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My time management matrix

If you feel overwelmed by what you need to do use this blank template to
structure your to dos, and use it as a basis for managing your time.

URGENT

IMPORTANT

NOT IMPORTANT




l

Download a single page printable version of
this tool at: http://myvsp.co.za/ GRAD.html
(Time management matrix)

NOT URGENT
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Putting it all together

Take everything that you have thought about your time and plan out a schedule
for your week. While doing this, remember to schedule in time for focus, physi-
cal, play, connection, down and sleep time. You can use different colours to help
distinguish between the types of activity.

My schedule

Monday Tuesday Wednesday

06:00

07:00

08:00

09:00

10:00

11:00

12:00

13:00

14:00

15:00

16:00

17:00

18:00

19:00

20:00

21:00

22:00

23:00




Download a single page printable version of
this tool at: http://myvsp.co.za/ GRAD.html
(Weekly schedule)

Thursday Friday Saturday Sunday
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@ MANAGING STRESS

\I\y ReHection-“------'-----------“q

Do | feel stressed?

*  What are my symptoms? Can | use them in positive ways?

*  What can [ do to alleviate the negative symptoms and
reduce stress?

*  What are my unrealistic expectations for myself?

* A list of people with whom | tend to compare myself and
performance with

*  What are the outside pressures that | face?




Now that you understand yourself a little better, draw up an action
plan that sets goals that bring you to more realistic expectations.

Van Schaik’
23




% MANAGING MONEY

‘I&*/ My expenses

Make a list of everything you need money for. Separate your expenses by put-
ting the amount needed in either the monthly expense column or the “now and
again” expense column.

Look at your “now and again” expense column and allocate an amount each
month towards these expenses and add to the monthly expense column.

A “now and again”

Cost Monthly expense
expense

Accommodation

Food

Books

Clothes

Transport

Medical needs

Toiletries

Pocket money

Savings

Money for emergencies

Totals




o<ReHectl.0n ooooooooooooooooooooooooooooo@

What expenses on my list are wants (things that | want, but don’t
need to survive)?

Where can | cut expenses?

Saving towards a goal

What do | want to save up for?
How much does it cost?
How many months do | have to save?

How much must | save per month?

My savings plan:




My budget planner

Now that you have analysed all your expenses, draw up a budget.

Budget planner

Budget Actual

My income (e.g. bursary)

Other funding

Extra income (e.g. casual work, allowance)

Total income (A)

Fixed expenses Budget Actual

Rent

Water

Electricity

Cell phone

Bank costs

Tuition

g~

l Download a single page printable version of

this tool at: http://myvsp.co.za/ GRAD.html
(Capitec money plan)
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General expenses Budget Actual

Groceries

Family support

Clothing

Medicine

Books

Pocket money

Transport

Total expenses (B)

Total savings/investments

Total income (A)

LESS Total expenses (B) “ '

Total surplus/shortfall CAPITEC

BANK

Surplus - allocate some more to savings

Shortfall - Review your budget and see where you can cut expenses or consider ways in which
you can increase your income

Van Schaik
©Publishers 2 7



A5\ MANAGING INFORMATION

I\_/ What are my strengths and weaknesses with regards to manag-

ing information? Rate each of the following skills as a strength or
weakness of yours.

oReHection oooooooooooooooooooooooooooo@

Strength Weakness T

How can | improve this skill?

LISTENING

Strength Weakness

How can | improve this skill?
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A\ MANAGING TIME 2 -
EFFECTIVE STUDYING

i

My monthly study planner

Using the tips that you have read, complete the monthly planner.

Tuesday Wednesday
7 8 9
14 15 16
21 22 23
28 29 30




/l Download a single page printable version of

this tool at: http://myvsp.co.za/ GRAD.html
(2022 Monthly study planner)

MARCH 2022

Thursday Saturday

10 11 12 13
17 18 19 20
24 25 26 27

31
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*°%\  VALUE OF A TEXTBOOK

[
=

List the reasons why a textbook is a valuable roadmap for suc-
cessful study.

Reflect on what went into the writing of the textbooks that are
prescribed for your various subjects. maging you were asked to
write a chapter in one of your textbooks and note down your
thoughts on what an author needs to consider when writing
material for a curriculum-What is it about yourself you do not
love (make a list)?




GE
/3N CRAAP TEST
\I\y Identify a topic that interests you in your line of study, and using

appropriate search words, apply the CRAAP Test to the articles
you come across.

Note your findings down under each heading and evaluate the overall value of the
articles based on this.

C

CURRENCY

R

RELEVANCE

A

AUTHORITY

A

ACCURACY

P

P)URPOSE




m BUILD YOUR SKILLS, YOUR

\I\y- NETWORKS AND YOUR CV

Clubs and societies that interest me:

Volunteer projects that I would like to be involved in:

SOME INTROSPECTION
WHY DO WE FEEL THE WAY WE FEEL?

Complete this on a day when you have encountered a problem and
need to work through it.

° ReHection oooooooooooooooooooooooooooooooo

What am | feeling?
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acEs; THE ABCDE OF RESILIENCE

‘I\J* An easy tool for shifting those overwhelming

feelings

Next time you feel hopeless and helpless, use the following tool.

ACTIVATING
EVENT

BELIEF

DISPUTE

m O O @ P>

ENERGISE




GEsy\  REVISIT YOUR GOALS

\]\y Did you make and write down a goal earlier in the year?

Take another look at it now.

My goal was:

Have | achieved my goal?

Three things that | am grateful for: (What have | learnt?)

Three things that | want to try: (Changes | would consider
working on)

Barriers: (What might get in the way of these changes?)

One hard lesson learnt:

Three things to help me stay committed: (What do | know
about myself that will help me to stay committed to my goal?)




3N\ PROCESS GOALS

=

Life Domain

\_

OVERALL GOAL:

Life Domain

\_

Life Domain

\_

Download a single page printable version of
this tool at: http://myvsp.co.za/ GRAD.html
(Process goals)

Sub-goal 1:

Sub-goal 2:

Sub-goal 1:

Sub-goal 2:

Sub-goal 1:

Sub-goal 2:
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Habit process goal 1:

Habit process goal 2:

Habit process goal 1:

Habit process goal 2:

Habit process goal 1:

Habit process goal 2:

Habit process goal 1:

Habit process goal 2:

Habit process goal 1:

Habit process goal 2:

Habit process goal 1:

Habit process goal 2:

Van Schaik
©Publishers 3 Q



JMGE s,

CONSIDER YOUR FRIENDS

\I\*J Reflection - - - -

Reflect on your friendships.

What are my goals?

What are my values?

What are my priorities?

What are my friends’ goals?

What are my friends’ values?

What are my friends’
priorities?



6?"‘62 MY EXPERIENCES SO FAR

\I\/ Reﬁect,on.......................GI

Read the extracts from other students’ experiences regarding their first year
at university and on going home for the first time (Grad pages 34-35 and
42) and then reflect on your own experiences so far this year and how your
experienced returning home for the first time as a student.

Some questions to consider:

What have | learnt about myself? Have | changed since | came to
university and in what ways? What has been the hardest thing
this year? What has been the best thing this year? What surprised
me this year? What have | overcome?




=\ LEARNING FROM EXAM RESULTS

I\/' Take a semester test and use the table below to evaluate where

things went wrong and how you can take steps to avoid the same
mistakes in your upcoming exams.

Reason you lost the mark Adjustment for next time






