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Habits of the Mind 
 

Habits of Mind aid students in school and adults 
in everyday life as they are challenged by 
problems, dilemmas, paradoxes, and enigmas 
for which the solutions are not immediately 
apparent. Drawing on the Habits of Mind means 
knowing how to behave intelligently when you 
don't know the answers. It means not only 
having information, but also knowing how to act 
on it. 

1. Persisting : Stick to it! 
Persevering in task through to 
completion; remaining focused. 
Looking for ways to reach your 
goal when stuck. Not giving up. 

2. Managing Impulsivity : Take your time! 
Thinking before acting; remaining calm, 
thoughtful and deliberative. 

3. Listening with understanding and 
empathy :  Understand Others!  
Devoting mental energy to 
another person’s thoughts and 
ideas; make an effort to perceive 
another’s point of view and 
emotions. 

4. Thinking Flexibly : Look at it Another Way!  
Being able to change perspectives, generate 
alternatives, consider options.  

5. Thinking about your Thinking : 
(Metacognition) Know your 
knowing!  Being aware of your 
own thoughts, strategies, 
feelings and actions and their 
effects on others.  

 
6. Striving for Accuracy : 
Check it again!  Always doing 
your best. Setting high standards. 
Checking and finding ways to 
improve constantly.  
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 7. Questioning & Problem Posing : How do 
you know? Having a questioning 
attitude; knowing what data are 
needed and developing 
questioning strategies to produce 
those data. Finding problems to 
solve.  
8. Applying past knowledge to 
new situations :  Use what you 
Learn! Accessing prior 
knowledge; transferring 
knowledge beyond the situation 
in which it was learned. 

9. Thinking & Communicating with clarity & 
precision : Be Clear! Striving 
for accurate communication in 
both written and oral form; 
avoiding over generalisations, 
distortions, deletions and 
exaggerations.  

10. Gather data through all senses : Use your 
natural pathways! Pay attention 
to the world around you. Gather 
data through all senses, taste, 
touch, smell, hearing and sight. 

11. Creating, imagining & 
innovating : Try a different way! 
Generating new and novel ideas, fluency, 
originality.  

12. Responding with wonderment and awe :  
Have fun figuring it out! Finding the 
world awesome, mysterious and 
being intrigued with phenomena and 
beauty.  
 

13. Take responsible risks : Venture Out! 
Being adventuresome; living on the edge of 
one’s competence. Try new things 
constantly. 

14. Finding Humour : Laugh a little! Finding the 
whimsical, incongruous and unexpected. 
Being able to laugh at oneself.  

15. Thinking interdependently : Work together!  
Being able to work in and learn from others in 
reciprocal situations. Team work. 

16.  Remaining open to continuous learning : 
Learn from experiences!  Having humility and 
pride when admitting we don’t know; resisting 
complacency.  

Arthur L. Costa, Ed.D. is an Emeritus Professor of 
Education at California State University, Sacramento and 
Co-Director of the Institute for Intelligent Behavior in El 
Dorado Hills, California 
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 5 Simple Ways to Reduce 
Interruptions  

 
by Maria Gracia 

 
Interruptions soak up our time like a sponge. Here are 
five simple ways to limit interruptions so you can 
accomplish what you set out to do each day. 
. 
1. POST A DO NOT DISTURB SIGN. Schedule 

certain periods during the day when you're available 
for questions, feedback, etc. and conserve other 
periods for your own purposes. Let everyone 
involved know when you're available, and when you 
are not. During the time slot when you're not 
available, hang a Do Not Disturb sign, along with 
the time slot visitors should return 

2. SCREEN YOUR CALLS.  While you're working on 
an important project, have your answering machine-
-or an office assistant--take your calls. You'll be able 
to work on your project, and then return calls at a 
later time when it's more convenient. 

3. DON'T ENCOURAGE UNSCHEDULED VISITS.  At 
the office, remove visitor chairs unless you have a 
legitimate appointment. Visitor chairs do nothing 
more than encourage people to stop by and shoot 
the breeze. At home, ask friends and family to 
schedule visits with you, rather than just stopping 
by. 

4. CLOSE YOUR DOOR. If you have an office with a 
door, close the door while you're working. When you 
have your door open, basically it's seen as an open 
invitation. A closed door implies you're working on 
something important and should not be disturbed. 

5. WRITE UP INSTRUCTIONS. People will interrupt 
you when they have questions or don't know how to 
do something. Whenever you can, put answers to 
common questions and instructions in writing. Give 
these instructions to the appropriate people so they 
can look up answers, rather than disturbing you for 
every little thing. 

 
by Maria Gracia - Get Organized Now! 

Want to get organized? Get your FREE Get Organized Now! Idea-
Pak, filled with tips and ideas to help you organize your home, your 

office and your life, at the Get Organized Now! Web site              
http://www.getorganizednow.com 
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“I have been in the data entry world off and on for the past 
18yrs. I have done relief reception work, used excel and 
Microsoft word. Currently I am undertaking a MYOB course to 
expand my skills. I have worked in the position of Personal 
Assistant to a Health Promotions Officer, within the health 
industry for 2yrs therefore I understand 
the need for confidentiality. Within this 
role I have also taken minutes, organized 
meetings and catering, assisting with 
emergency relief, putting together data 
and maintaining stats for SARS 
reporting, Maintaining the HPO’s diary 
and deadlines.�
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