Effective Note-Taking

Lecture styles vary greatly from speaker to speaker Some lecturers are bearutifully organized, some
ramble, some present an hour of anecdotes, and leave the student (o determine their significance. It 1s
thercfore imperative that you figure out a lecturer's style and how it functions to convey his idea In the
case of the rambler or story teller you may find yourselt at the end of an hour with only a sentence or
two written down which may leave you with a feeling of insecurity. If this happens, it might be a

good 1dea to check with other students but don't be surprised 1f 1t works out that your one or two
sentences do, indeed, represent the crucial points of the lectures.

I. Purposes of Note-Taking

| In order to take efficient notes, the student is forced to listen carefully and critically to whats
being said.

Taking notes aid comprehension and retention. Personal notes in one's own wriling are easier
to understand and remember than texbook marerial

(8%

3 Lecture notes should represent a concise and complete outline of the most important points and
idcas, especially those considered most important by the professor.

4. Lecture notes clarify ideas not fully understood in the text or claborate on things that the text
mentions only briefly.

5 Lecture notes combined with notes from textbook material, are an excellent source of review
They provide a gauge to what 1s important in the lextbook.

A frequent complaint of students 1s that they arc unable to determine during the lecture what 1s
important and what might just as well be left out, these students may attempt to write down every word
uttered by the professor combining page after page of isolated facts and details but nussing a more
general understanding of the matenial as they are t0o busy wrting to listen. Following are some
suggestions to aid the student in taking cfficient lecture notes.

11. Before the Lecture

The single most important thing you can do1s 1o read or skim the text prior to attending the lecture
This will enable you to

I Get the general overview of main ideas, secondary poimnts, and important concepts Listen with

understanding and determine what 15 relevant and ey clant
2 Idenuly famubiar terms with unfanuhar terms and concepts

a Look up the terms before class
b Listen for an explantion during the lecture
¢ Ask the professor to TA for an explanation
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3 Note portions of the material which are unclear

4. Lusten [or an explanation durning the lecture.
b. Develop questions o ask i class.

4. Look for other gaps in information which should be clanfied or filled in

ITl. During The Lecture

1. Structure and Organization
Fach student should develop his own method of taking notes, however, the following

suggestions may be helptul.

N

Keep a separate section of your notebook or binder for cach course. If there are
several types of notes for one course, such as lecture notes, notes on outside readings,
and computation of problems, you may want Lo arrange them on opposite pages for
purposes of cross-reference.

Notes for cach lecture should begin on a new page. This makes for a greater legilbility
and allows for more freedom in organization.

Date your lecture notes and number all pages.
Make your notes brief

a Never usc a sentence when you can use a phrase, or a phrase
when you can use a word
b. Use abbreviations and sumbols wherever possible

Put most notes i your own words. However, the following should be noted exactly:

a. Formulac
b Definitions
¢ Spectfic Facts

Note your lecturer's chiel pattern. He may be summarnizing the text and highlighting
important points, or trying to draw relationships between new and previous
understanding. He may expect you to get the textbook material on your own while he
discusses related outside matenal

a If he 1s highlighting the text, take down his explanations and
examples. Seeing a concept stated 1 more than one way can help you

understand it
b If he dravws relatonships and asks questions, note the questions

and answers 11 he doesn't gnve the answers, iy to find them alter

class

Dont' worry about outlining but use indentations 1o distmguish between major and
minor points Numbers and letters may be added later 1t vou wish However ot the
lecturer savs he make for or five pomts, hist four or five causes, ete., be surc to use
numbers as a check on having taken them all down

Note dovwn unfamuliar vocabulary and unclear arcas It the fecturer discusses
something vou don't understand, take 1t dovwn as best and as completely as vou can
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Then you can cheek with the text or at feast know what questions to ask it getung help
from someone clse. 1 vour mstructor know justwhar you don't understand, he's in a

position to help you
9. It you should mss something completely. leave a blank space and get 1t later.
10. Use margins for questions, comments, notes (o yoursell on unclear matenal, ete.

1. Develop a code system of note-marking to indicate questions, comments, important
points, due dates of assignments, etc. This helps separate extraneous matenal from the
body of notes and also helps point out areas which are unclear. Margins are excellent
places for coded notations. Some suggested codes are.

2 - not clear at ime of lecture
Imp. or ! - important

Q - questions

* _assignment

C - comment(student's own)

12 Attempt to differentiate fact from opinion.

2. Content

| Notes should include all main ideas and cnough subordinate points to clanfy
understanding.

All formulae, rules, definitions, and generalizations should be included.

D

3 Inclusion of the speaker's illustrations and examples may help clarify concepts when
notes arc reviewed.

4. Marginal notes facilitate speedy location of specific items.
5. Instructors usually give clues as to waht is important to take down:

_ previews and summanes

material written on blackboard, other visual ards
_repetition

vocal emphasis

questions asked of the class

wordk clues The four causes of; four aspects of, therefore, m
conclusions, and so we see, heneelina like manner, on the other
hand . however, cause-clfect, relationships;cte.

-0 o0 o

[V. After The Lecture

I Goover your notes as soon as possible alter the lecture
I Clear up illegibilities m writing, check for errors, N1 in further facts and examples
while the lecture 1s still fresh m your mind At this pomt you should clear up
misunderstandings or (ll m missing mlormation by consulting the lectwrer, TA,
classsmates., the texts, or adduonal readings

2 Immediate review 1s essenfial o retention Unless you revies within 24 hours atter
lecture or at least before the next lecture, retention will drop sharphy and you will be
releariing vather than reviewing
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3 Merely recoying notes without thinking about or revising them docs not necessanly
aid retention. A more helpful practice 15 to manipulate the material by reorganizing it
and putting 1t in your own words. For a well-orgamized lecture, an outline can suffice,
but in the case of material where important ideas and relationships arescattered

throughout, there is a technique called map

ping which can be very uselul mn

restructuring and putting together the relevant points. The use of this technique forces
you to critically evaluate material in terms of mam ideas, secondary points, and
details, and (o structure this content m an organized and coherent fashion.
Relationships must be ovserved and established, irrelevant material may be excluded
This can be one of the most efficient means of immediate review for optimal retention.
Scc below for an example of "mapping"”

. Purpose of Note-taking

-sids comprehensior and
refention

- outline of important points

-clanfication of ideas

-sourse of rerdew

Il.Before the Lecture
-read orskimtext
-general overnew
- new terms sndconcepts
- unilesr mat erial
- gaps ininformation

%
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111. During the Lecture
-structure snd
organization
-content

fl. After the Llecture
-immediate revew
-cormpletion
-retertion
-restite notes
- autlining
-apping

http://www-slc.uga. herkeley edu/CalREN/Notetakingl. html

Mapping Notes



WHEN TO STUDY, WHERE TO STUDY,
AND HOW TO HANDLE THE REST OF

THE WORLD

The fdlowing techniques arc about when to study, where to study, and how to handle the rest of the
world As you read, underline, clrcle or otherwise note the suggestions you think you can usc. Pick

two o three techniques to use now

When they become habits and you do them automatically, come

back b this article and pick a lew more.

WHIN TO STUDY

Find out how you use and misuse your time before making any changes.

Plan two hours study time for every hour spent in class.
There are exceptions, but this is a good general rule. Students making the transition from high
school or community college arc often unawarc of the increased workload expected of them

The benefits of following the rule well be apparent at exam time.

Study difficult (or boring) subjects first.
If your chemistry problems put you to sleep, get to them first, while you are fresh. Most of us
tend to do what we like first, the courses we find most difficult require the most creative

energy. Save the subjects you enjoy for later

Avoid scheduling marathon study sessions.

When possible, study in shorter sessions. Three three-hour sessions are far morc productive
for most students than one nine-hour session. When you do study 1n long sessions, take a
planned break cvery hour Work on several subjects and avoid studying similar subjects back
to back.

Be aware of your best time of day.

Many students learn best in daylight hours Observe yourself, and if this 1s true of you,
schedule study time for your most difficult subjects when the sun 1s up. The key point is to
determine your best learning ume If carly morning doesn't work for you, find out what time

1s better.

Use waiting time

Five minutes waiting ume for the bus, 20 minutes waiting for the dentist, 10 minutes betwecen
classes - waiting time adds up fast Have short study tasks ready to do during these tmes
For example, carry 3X5 cards with cquations, formulas or defintons and pull them out
anywhere. Also, use (ime between classes or breaks durnng work to review class notes or
notes on reading A solid review of a lecture can be completed i 15 minutes, and cven five

minutes can be valuable of you are prepared

Keep a calendar for the semester
Keep track of all your assignments, Lests, and papers

Make a weekly to-do list of important tasks and assignments that you need to
complete. ' ‘
Be sure to prioritize the hist and to do the mostimportant tasks first



WHIRE TO STUDY

1.

HOW

o
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Use a regular study area
Your body know where you are. When you use the same place to study, day alter day, your

body becomes trained. When you arrive at that particluar place, 1t w i1l automatically sensc that
it's time o study. You will focus your concentration more quickly

Don't get too comfortable.
Put vourself mto a situation where your mind 18 alert

Use the library
Libraires are designed for learning. Entering a hbrary 1s a signal to your body to quiet the mind
and get to work. Most students can get more done in a shorter ime at the library.

Set up study groups.

A study group doesn't take the place of individual study, but it forces you to articulate
concepts and makes a review more fun and productive. Also, 1t helps keep your revicw on
schedule and helps you to avoid procrastination.

TO HANDLE THE REST OF THE WORLD

Pay attention to your attention.

Breaks in concentration are often caused by internal interruptions; your own thoughts jumping
in to tell you another story about the world. In this happens too often, perhaps you need to
find a different study time or place.

Agree with living mates about study time.

This includes roommates, wvies, husbands, parents, and/or kids. Make the rules clear and be
sure to follow them yourself Make explicit agreements -- even writien contracts Hang a "do
not disturb" sign on your door. One student always wears a colorful hat when he wants to
study. When his roommates sce the hat, they respect his wish to be left alone

Avoid noise distractions.
Don't study in front of the TV, Turn off the stereo. Many students insist that they study better

with music, and that may be true Some students have reported good results with carefully
selected and controlled music The overw helming majority of research indicates that silence 18

the best form of music for study

Notice how others misuse your time.

Be aware of repeat offenders: Ask yourself 1f there are certam friends or relatives who
consistently nterrupt your study time If avording themis impractical, send a clear (but
sentle) message Sometimes others don't realize they are breaking your concentraion

Get off the phone.
you don't have W be a telephone vicum Try saying, "l can't talk right now, I'm studymg” or
leav ¢ vour answenng machind on Or avord the whole problem by studying at the hibrary

Learn to say no.

This 1s a valuable tme saver for students, and a valuable hie skill Many people feel st s rude
lo refuse a request Suving "no” can be done ellectuvely and courteously Others want you to
qucceed us a student When vou tell them that you can't comply with their reguest because
vou are busy educating sourself, 997 will understand



THINGS TO ASK YOURSELF WHEN YOU GET STUCK

N

Ask: What is one task 1 can accomplish toward my goal?

This is a good technigue to use on big, imposing jobs. Pick out one small accomplishment,
preferably one you can complete in about five minutes, then do 1t The satistaction of getting
one thing done often spurs you on to get one more thing done. Mcanwhile the job gets smaller.

Ask: Am I beating myself up?

When you get frustrated with a reading assignment, or when you notice that your attention
wanders repeatedly, or when you fall behind on problems due for tomorrow, take a munute o
ask yourself too harshly? Lighten up. Allow yoursclf to feel a httle foolish, recognize the
fecling, and get on with 1t Don't add to the problem by berating yourself.

Ask: Is this a piano?

Carpenters who build rough franes for buildings have saying they use when they bend a nail

or hack a chunck out of a two-by-four. They say, "Well, this ain't no piano." It means
perfection 1s nol necessary.

Ask yourself if what you are doing needs (o be perfect. You don't have to apply the same
standards of grammer to review notes that you apply to a term paper. The basketball palyer
who refuses to shoot until the perfect shot is available may never shoot. If you can complete a
job 95 percent perfect in two hours, and 100 percent in four hours, ask yourself whether the
additional five percent improvement is worth doubling the amount of time you spend.
Sometimes it is a piano. A liny mistake can ruin an entire lab expenment Computers are
notorious for turning little crrors into monsters.

Accept lower standards where appropriate, especially when time 1s short.

Ask: How did I just waste time?

Notice when time passes and you haven't accomplished what you planned. Take a minute to
review your actions and nmote the specific way you wasted time. We operate by havit and tend
to wastc time in the same ways over and over again. When you have noticed things you do that
kill your time, you are more likely to catch yourscll in the act next time. Observing one small

quirk may save you hours

Ask: Would I pay myself for what I'm doing right now?

If you were employed as a student, would you be earning your wages? Ask yourself this
question when you notice that you've taken your third popcorn break in 30 minutes. Most
students are, in fact, employed as students They are investing in their own productivity and
sometimes don't realize what a mediocre job may cost them

Ask: Can I do just one more thing?

Ask yoursel! this question at the end of a Jong day  Almost always you may have enough
energy (0 do just one more short task If you get in the habit ol working untl you are done,
then doing one more thig, those end-of-the-day tasks will soon add up The overall increase

m your productiv ity will surprise you

Adapted from Becoming a Masier Student, by David Ellis. (College Survival, Inc. 1984)
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“SEVEN DAY PROCRASTINATION
PLAN

A ggeat introduction was planned about deadly procrastination and how
it can strike a student when he least expects it.
The author just didn't get around to writing it!

These are 7 strategies you can use to eliminate procrastination. The suggestions are

tied t» the days of the week to help you recall.

5 On Monday, Make 1t Meaningiul
Why is that job important? If you have been putting of{ something, take a minute to list all the
benefits of completing the task. Look at the job in the perspecuve of your goals. Wnte down
the task you have been avoiding, then below it, write your reason for doing it. Relate the task

to your goals, and be specific about the payoffs and rewards

- ,
?%5 On Tuesday, Take 1t apart.

Break big jobs into small, manageable parts. Then be determined to complete one of those

tasks Make each task something vou can accomplish in 15 minutes or less. Make the results
measurable so you can see your progress. Il a long reading assignment intimidates you, break
it ito two- or three-page sections, list the sections, then cross olf cach section as you complele
it Give yourself a visual experience of getting something done

i@ On Wednesday, Write an itention stalement
Use an intention statement in conjunction with a small task you have created Wnte your

statement on 3X5 card, and carry 1t with you or post it in your study arca where you can see 1t
often

For example, if you have a term paper to write and can't seem to get started, write yourself an
intention statement that says, "l intend to write a list of at least ten possible topics for my term
paper by 9pm. 1 will reward myself with an hour of guilt- tree recrcational reading.”

R
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¢ On Thursday, Tell everyone.
Announce your intention publicly. Tell a friend Tell your spouse, roommatc, j
children Telling the world of your intention is an excellent technique to ensure 1ts completion.

Make the world your support group

PR
“4 On Friday, Find a reward
Rewards can be difficult to construct. A reward must be somett
withhold from yourselt 1f you did not earn it Don't pick a movic as a reward 1t you p
If you don't complete what you set out to do, and go to the movie anyway, the

Yarents, or

1ing that you would genuinely
lan to go

O anyway
movie would be an mceffective reward

And when you legitimately reap your reward, notice how
clothes. or an extra hour studying onc of your favorite subjects

fcel hke you've carned 1t

it feels You may find that movies,
arc more enjoyable when you

% On Saturday, Settle 1, now.
Do it now. The nunute you nolice yourse
voursel! at a mountain lake, porsed o dive Gradual mnersion would be slow torture

often fess paimntul to feap
Then be sure to savor the Techng of having the task behind you

Il procrastimating, plunge mto the task Imagme
It's

24, On Sunday, Say no
Justsan, “No'™ When you notiee yoursell contimually pushing a task mto the Tow-priori
category, re-exaumine the purpose for domgitatall Hvou realize that you really don'tintend
to do something, quit telling youselt that you will That's pi‘m'r;is(m:mhg Tell the truth and
drop 1t Then vou'ie not procrastimating, and you don't have to cam around the baggage of an

undone task




e

Techniques To Manage Procrastination

J—

BE el Priorities
Not: | Don't know where to begin so 1 can't begin at all.
Not: | have to do EVERYTHING! Nothing less well do.

Instead: The most important step is o pick one project to focus on.

¥ Break The Task Down Into Little Pieces
Not: Therc's so much to do and it's so complicated I'm overwhelmed by my Enghish term
paper.
Instead: 1 don't have to do the whole project at once. There are separate small steps I can take
one al a time to begin researching and drafung my paper.

B Set Up Small, Specific Goals.
Not: [ have to writc my thesis within two months.
Instead: 1[I writc 2 pages per day, Monday-Friday, | can finish a 1st draftin 1 month. I'll

have a revised final draft in 2 months.

ﬁ Take One Small Step At At Time
Not: It's too much. I'll never get it all done
Instead:What is the one next step on my 1ist? 'l concentrate on that step for right now

ﬁ Reward Yourself Right Away When You Accomplish A Small Goal
Not: | can't take any time out until I'm completely finished.
Instead: [ spent an hour woiking Now I'll call a friend

@‘ Use A Time Scheduie
Not: | must devote the whole week to this project
Instead: | can use these times this week to work on my project:
Monday 7-8; Tuesday 7-9, Saturday 10-12;
g: Learn How To Tell Time
Not: Sorting through these papers and reorganizing my lle cabinet will be a snap. It won't
take me morc than an hour, so I can do it any time.
Instead: Sorting papers always takes longer than I expect, so I'll start tomght. I'll spend 1
hour filing 1 stack of papers.
& Optimize Your Chances For Success
Not: I'll do my writing this weekend at home
Instead: I'll writc during the week 1 a library (Choose whatever conditions are optimal for
you to get work done))

& Delegate, If Possible
Not: | am the only person in the world who can do this
Instead: | don't have to do this all my myscll T can ask someone clse to do part of the job
and still feel a sense of accomphshment

%‘Just Get Started

Not: I can't write this speech unul mspiration hits.

[nstead: I'll write what [irst comes o mind, then improve 1t later

ﬁ Look At What You Have Accomplished
Not: | have hardly made a dentin all there is to do
[nstead: [ have reviewed my lecture notes and read 3 chapters That won't guarentee me an

“A" but it's more than [ did vesterday

& Be Realistic!
Not: | should be able to work full-ume, take 4 classes. be president ol the Esperanto Club,
spend more more ime with friends, play tennis 2 hours @ day. with no trouble at all
Instead: | havc himits ¢ can ke on fewer responsibilities and sull like my selt

http://1 28.32.89.153/CalREN/procrastechniques.html
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A System For Effective Listening And Notetaking

You cu think about 4 TIMES FASTER than a lecturer can speak. Effcctive LISTENING requires the
expendture of energy; to compensate for the rate of presentation, you have to acively intend to histen
NOT FPAKING 15 one way to enhance hstening, and usig a systematic approach to the taking and
revie wng of your notes can add immeasurably to your understanding and remembering the content of

lectu xes
3\3:}..\' N ~ ~ ~
&% BEFORE CLASS
Develop a mind-set geared toward listening.
Test yourself over the previous lecture while walting for the next one to begin

Skim relevant reading assignments to aquiant yourself with main 1deas, new technical terms,
elc.

Do what you can to improve physical and mental alertness(fatigue, hunger, time of day, where
you sit in the classroom may affect motivations).

Choose notebooks that will enhance your systematic notetaking: a scparate notcbook with
full-sized pages 1s recommended for each course. You might wish to mark olf the pages mnto
onc of the formats shown at the end of this page.

INTEND TO LISTEN.

% DURING CLASS
Listen for the sturcture and information in the lecure.
Resist diestractions, emotional reactions or boredom.
Be consistent in your use of form, abbreviation, etc
Pay atiention to speaker for verbal, postural, and visual clues to what's rmportant
]Label important points and organizational clues main points, examples
When possible translate the lecture into your own words, but if you can't, don't let 1t worry
you 1nto mattention’
If you feel you don't take cnough notes, divide your page nto 5 scctions and try to f
part every 10 minutes (or work out your own formula).
Ask questions if you don't understand.
Instead of closing vour notebook carly and getting ready to leave, listen carcfully to
imformation given toward the end of class, summary stalements may be of particular value mn
highlighting main points; therc may be possible quiz questions, elc.

11l cach

¢ AFTER CLASS
Clear up any questions raised by the lecture by asking cither the teacher or classmates.
Fill in mussing poimts or misunderstood terms from text or other sources
Edit your notes, labeling main points, adding recall clues and questions to be answered. Key
points m the notes can be highhghted with different colors of ink
Mike note of vour ideas and retlechions, Keeping them separate [rom those of the speaker

L L LV~ ,
2 PERIODICALLY
Review your notes Glance at you recall clues an

rercadimg the notes
ook for the emergence ol themes, mam coneepts, methods ol presentation over the course ol

d sce how much vou can remember belore

several lectures
Nake up and answer possible test questions

h!!pr//l28.}1,89.ISB/(":}!RIT\/l‘isteningl.html Page 1 of 2
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Mapping Notes

Learning By Listening

You can learn a lot through listening. In college, it will be a prime source of mformation
Listening is a skill which must be developed. 1f you apply the following suggestions, you
will find yourself listening more effectively.

The responsibility for developing mterest and understanding is yours. Be an active listener and
get the most out of attending lecture. Concentrate on what the speaker is saymmg. Sit where you
can sce and hear the speaker easily and where other distractions arc at a nunimum.

Determine why what the speaker is saying 1s important to you. If you don't have an
immediate, vivid reason for listening to a speaker, you are an unmoti ated listener. Practice the
habit of paying attention

Prepare to get the most out of Jecture by reviewing the important points from the previous
lccture. Preview the assigned rcadings to establish some background knowledge Determine
what you know and do not know about the matenal in order to focus your listening as an
opportunity for leammg

Listen for the pattern of organization inlecture Does 1t begim or end with a brief summary of
the main concepts, themes, or 1decas? How are details or examples used to develop specitic
pornts”? What 1s the relationship betwween the points presented”?

What is the structural formai”? Outlme? Comparative analy <1 Main 1dea, background
mformation, supporting points” Inductive o1 deductive reasoning”

Ask vouselt what questions does this lecture answer? What are possible nudterm questions
that mformation from lectures could be used to answer” Whet 1s the relationship between the

Jectures and the readings”

Not everthing is equatly important i lecture Hold voursell accountable for bemg sclective and
differentiating between levels of importance Organtze your notetaking as 4 way 1o revien, test
vour understanding ol 1deas, and prepare for exams
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TAKING TESTS -- GENERAL TIPS

Tests measure how vou are domg i a course Usually test scores are the key determinants of your
course grade Doing well on fests requires test-taking skills, a purposctul positive attitude, strategic
thinking and plannmg, and, naturally, a sohd grasp of the course content This article contains tps that
apply 1o all types of tests. additional tips are available for problem solving tests, objective tests, and

essay lests
1. HOW TO PREPARE FOR TESTS.

N8

Familianze vourself with the test Ask the professor how hing it w ill be and what kind of
questions will be on 1t Ask your structor which concepts are most important, which chapters
to focus on, and what you will have to do on the test. Also ask for some sample test questions,
and whether there 15 a copy of a sinnlar test on file i a hibrary Look over the tests you have
already taken in the course to predict what you will need to prepare for. Your anmis to
determine both the content of the questions and the type of memory/imtellectual skills you will
be asked to usc. Examples of these skills include:
o Remembering specific facts
o Comparing, contrasting, and otherwise interpreting meaning in the information
studied.
o Applying principles and theories to solve problems (that may not have been covered
explicitly m the materials).
o Predicting possible outcomes given a sct of vanables.
o Evaluating the uscfulness of certain ideas, concepts, or methods for a given event or
situation.

Overview all the work to be done and schedule time to do it On the basis of your famihanity
with the test, make a list of all the tasks you must complete to prepare for it. Given what topics
you expect to be most important on the test, set priortics among your study tasks and plan to
do the most important ones first. In scheduling your test preparation work, keep as much as
possible to your own routines 1f you do not know how to make a study schedule, refer to the
article on time management.

Aviod the "escape syndrome". If you find yourself freting or talking about your work rather
than studving, rclax for a few minutes and rethink what you are doing - reappraisc your
priortics and 1f necessary rethink your study plan to address your worries and then START
WORKING.

Deal with unread materials - succinetly. Approach your unread materials keeping in mind all of
your study plan, how much time you have to catch up on your reading, and what it s you need
to pull out of the reading Preview the matenal, dividing 1t up into parts, looking tor the
organizational scheme of the work. Decide what parts in the recading you can onut, what parts
you can skim, and what parts you want to read Set time hmits for cach part, and Keep to the
limites Use the following techniques to help move through the readimg:
o Skim all the reading material [irst (except the parts you have decided to omit) so you
will have at least looked at everything before the test: Take notes on what you skim
o Rcad, emphasizing key sentences and concentrating on understanding the ideas
expressed Try editorializing as you rcad by asking yoursell questions regarding
WHO, WHAT, WHERE, WHEN, and HOW about the mformation
o Recite the matenal to yourself immediately, seli-testing atthe end of cach part o
cnhance recall even withouat later review

Review actinely Intregrate notes, text, and supplementary information onto summdn sheets
by dragramnung, chanmyg, outhnmeg, categonzing m tables, or stmph wiiting paragraph
summanes of the wlonmation Try o create a sumimary sheet for cach study session, or tor
cach mamn 1dea, or lor each concept Use as many ol the suggested ways possible, bringing
all vour senses as vwell as vou sense ol humor to bear on these summuary sheets to make them
really personalhv meaningtul The more of yoursell you putinto these sheets, the better you
will remember the information
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Practice domg what you will be doing on the test. If you will be solving problems, then that is
what vou need to do while studymg, if you will be conjugating Spanish verbs, then write these
out Answer unassigned problems or questions mn the text or anticipale test questions my
thinking frequently, "I I were making up this test, | would probably ask...', and then answer
your question. Remember, the single most effective way to prepare for any testis to practive

dorng what you will have to do on the test

It is frequently useful to study with other well-prepared students and to attend any review
sessions if available Use these forums to clarify any questions you have aboul the matenals
and the test Do not expect review sessions Lo repeat any lectures not to present any addition
information. The purpose of these sessions is to give you the op[portunity to ask questions
about the information to further your understanding.

1. HOW TO TAKE TESTS.
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Be prepared emotionally and physically as well as intcllectually. Get into a "fightng" attitude,
emotionally ready to do you best. Stay away from others right before the test. Anxicty 1s
highly contagious. Focus on what you know rather than on what you do not know: reinforce
your strengths and arrcst your weaknesses. Get your rest the night before a test, cat well
balanced meals, keep up with your regular exercise - prepare your brain tor optimum
functioning by keeping your physical resources well maintained. Avoid fasts; do not take any
stimulants you are not used to, and 1if you arc used 1o then (ie, coffec or soft drinks) keep

within modcrate amounts.

Arrive at the test room early enought to arrange your working conditions, establishing a calm
and alert mode. Select a seat where the lighting 1s the best (frequently in the front of the room)
and where your view of other students will be minimized

When you receive your test, use the back to jot down all the information you are worried you
might forget. Remember first to ask whether you can writc on the test form itsclt.

Preview the whole test before beginning to answer any questions. Make sure your copy has no

missing or duplicate pages. Ask the instructor or proctor to clarify any abmiguities. Read the
directions carefully

Plan your ime. Allow the most time for the questions which offer the most points. Allocate
time at the end to review

fidence and to gain time for the harder onces

Start with the easy questions to build your con
questions even il you must guess (unless

Work the entire test put some anwer down for each
there 15 a "correction tor guessing").

Do not panic 1l you sce a question you did not anticipate or prepare for. Use everything you
Know about the content of the course, the instructor's explanations and your own reasoning
ability to analyze the question and creale a logical answer Go tor partial creder when you

know you cannopt get all the pornts 1l you have studied, you are bound to knosy something
Read the question as 1s Avord overanalyzing or oversimphiving, or you will end up

15 that exists only 1 your nund, not on the grading kev Answer the

answering a quesuol
question the testmaker intended: mnterpret the test within the scope of the course



1. HOW TO ANALYZE RETURNED TESTS
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I you receive you test back to keep, rework your errors trying (o reason out why the correct

answer was correct
If you do not receive vour test back, visit vour mtructor's office to take a look at your answer
sheet and the questions you nussed

Look for the origin of cach question - text, notes, labs, supplementray rcading, cte.

Idnetily the reason you missed questions. Did you fail to read it correctly”? Did you' fail to
prepare for 117 Was the test at a more difficult level than you prepared for? Did you run out of

time”
Check the level of detail and skill of the test. Were most of the questions over precise details

and facts or were they over main ideas an principles? Did the qeustions come stiarght from the
text or did the testmaker expect you to make sophisticated tramsformations and analyses”

Did you have any problems with anxiety or blocking during the test?

Objcctie tests measure your ability to remember many facts

Taking Objective Tests

and figures as well as your understanding

ol lhc course maternals Thcqc tests arc often designed to make you think inde pendently - do not connt

on recognizing the right answer |

, instead preparc 3omscl { for high level umwl rcasoning and making

finc disaiminations to determine the best answer
The most common objective test questions are multiple-choice, true-false, and matching items. Doing

well onthese questions requires that you not only master the information but also interpret the
test-maker's mtentions. You know you have mastered the imformation if you can

@ Recall specific terms, facts, names, and other key words; become proficient in the language of

e Distnguish the ways m which ideas,

the coursc
facts, thcories, or other observations differ from cach

other AND categorize 1deas, facts, theorics or other observations according to the ways these

are similar

e Answer the questions and solve the problems mn the text and create your own questions or

problems.

I. HOW TO PREPARE FOR OBJECTIVE TESTS

l
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Review notes and text(s) - hst the major coneepts that have been covered
Highlight those topics that were stressed Note why they were stressed

Think vocabulary Every field of study has its own vocabulary Idently words/terms used to
represent specific coneepts (1 ¢, the word 'paradigm’ in a social science rescarch aousc) and
treat them as you would a foreign language - make flash cards for frequent dnlls, and try to
usc these words whenever you work with course-related materials

Compare and contrast. Semetimes objective gquestions can be used 1o test yous abihty o
distingursh concepts, 1deas, theores, events, lacts frony cach other Construc U dragrams,
charts, tables, or lists to summuanize xclalmn'\:hlp\:

Recite for precision Review your retention of the information by recathng it o ften Use odd
moments, 1 additon to 1320 munute review sessions, o say or wnte out complete ideas,
facts IUisven important to verbahze the recalled information completely and in a detarled

hav e a nreciee 1dea ol vonr mastery ol the matenial

s or o that o vl



[I. HOW TO TAKE OBJECTIVE TESTS

| General ups:
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Plan your ime. Allow more time for high point value guestions; reserve tume at the

end (o review your work, and for cmergencies
Belore starting the test, turn it over and jot down a
to keep current 1n memaory.

Look the whole test over skimming the questitons and de
your work It any immediate thoughts come to you, jot them down 1n the margin

Il the facts and details you arc tnying

veloping a general plan lfor

Check with your instructor whether or not you can write on the test

Read the directions very carefully. Look for ime limits, specilic answering

proccdures (i ¢, answer 3 out of the 4 questions below), how questions will be
graded

Start with the section of the test that will yicld the most points, but begin w orking with
the casiest questions to gan time for the more difficult oncs and to warm up.

‘ork quickly, check your timing regularly and adjust your spced when necessary.
Avoid reading into the question. When you find yourself thinking along the lines ol
"this 1s too casy; there must be a trick " mark the question and move on to another
When you begin modifying the question, the answer you will come up with will be
different from the one on the teacher's key. Interpret questions hiterally.

Choose the answer the testmaker intended - stay within the scope of the course. It you
know facts that arc beyond the level of sophistication of the test, 1) Record the
intended answer, and 2) point out the possible ambiguity and make a casc for a
different answer cither in the margim of the testor during the next regular class.

Mark key words 1n every question. To help find the key works ask yourselt WHAT,
WHO, WHERE, WHEN, and HOW?

2 Multiple choice questions.

@)

Probably the most commonly used objective questions, the multiple choice question,
consists of 2 parts:
1. The stem - the statement or question.
2 The choices - also known as the distractors. There arc usually 3 to 5 options
from which you choose the one that will complete the stem statement OF

guestion.

You are (o sclect the correct choiee, the option that completes the thought
expressed in the stem. There is 2 207 chance that you will guess the correct
choice 1f there are S choices histed Although multiple choice questions are
arc most often used to test your memory of details, facts, and relationships,
they arc also used to test your comprehension and your ability to solve
problems. Reasoning abthty 1s a very important skill for doing will on
multiple choice tests
Read the stem as 1if it were an independaent, free standing statement Anticipate the
phrase that would complete the thought expressed, then evaluate each answer choice
against your anticipated answer. It is important that you read cach choice, even b the
first chorce matches the answer you anticipated, because there may be a betrer

amswer listed

Another evaluation techmque 1s to read the stem together with cach answer choice as i
i were a true-talse statement 11 the answer makes the statement a talse one, cross it
out Check all the choices that complete the stem as a truc statement Try to suspend
judgment about the choices vo think arctrue until you have read all the choiees
Beware of words ke nor but, evcept Mark lhese words because they specily the
direction and limits ol the answer
Also watch out for workds hike alwavs. never. and onfy These must be mterpreted as
meaning al ol the time, not just U7 of the ume These chorees are frequenthy
Incorrect because there are few stalements that have no exceptions (bul there are a

few)
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O I there arc two or more options that could be the correct answer, compare them to
cach other to determine the differences between them, and then relate these differences
with the stem to deduce which of the choices 1s the better one (Hint select the option
that gives the most complete information )

O If there 1s an encompassing answer choice, for example "all of the above"”, and you
are unable to determine that there are at least two correct choices, select the
encompassing choiee

0 Use hints from questions you know to answer questions you do not.

O Make educated guesses - chiminate op[u>n% any way you can

Truc-False Questions

O Alsoa popular question type, the true-flase question has only two opttons Your
odds are always 50-50 with this type of 1tem Typically, testmakers tend to focus on
details m true-false questions

o In order for a statement to be true, it must be so 100% of the ime. This means each
part of the quesuon. Thus you must cvaluate the trucness of WHAT WHO,
WHERE, WHEN, and HOW for each statement

O Beware of words that qualify and give specific meanings. Words hike some, usually.
not , frequently denote true statements, but be careful to interpret cach statement as a
spcual casc.

O Another type ol word, such as ahvays and never |, should be mterpreted as meaning
without exception. If you can think of an C\ccpnon the statement 15 talse.

O Testmakers often mismatch items or names with mappropnate events or definintions
to test your mastery and alertness

Matching Questions

O Matching questions give you some opportunity for guessing. Y ou must know the
miormdt}on well m that you arc presented with two mlumns of items for which xo
must establish relationships. It only one match 1s allowed per item then once item
become eliminated, a few of the latter ones may be guessed

O The relatonship is the crucial factor in a set of matching items Usually the
relationship 1s common to all included 1items. For e\amplp, all the items 1in Column B
define the terms in Column A, or the individuals named in Column A wrote the
books listed in Column B

O For every match you make, cross the the items in borh columns (unless there 1s more
than one match possible)

0 Begin with the lengthier column contaming the information, evaluating the ttems 1n the
column with shorter descriptions for a match This way you save time by not
constantly having to re-read the lengthy statements

HI. ANALYZING RETURNED OBJECTIVE TESTS Atter you get your graded test
back, analyze the questions If you do not get your test back, visit your profcssor n hm‘hcx office
where the test will be kept on file and ask for your graded answer sheet (o analyze your performance on

the test
.
.

Read all comments and suggestions

Loof for the onigin of the questons Did they come from the notes or the book(s)” From the
class or the lab?

Look at the questions you missed Verbahve the rationale for the correct answer - f1eure out
why the correct answer was better than your answer

Did you really know the answer o a question, but you fawifed to read 1t carctully enough to
recognize i?

Were there any arcas tested you fatled to prepare for” Why didn't vou™

Did you misread any questions”?

Cheek the level of dithiculty, or the level of detail of the test questions Were most of the
quesitons over precise details, orwere they over main wdeas and principle? Did most ol the
questions come straight trom the maternial covered or did the testmaker expect vou Lo be able 1o
analy ze and‘or evaluate the intormation”?

Were you able to finish the test”

Did vou have a ditticult time durning the test because vou were too anvious o focus on the
questions”’



Taking Essay Tests

I. P EEPARING FOR ESSAY TESTS

Begim your preparation by reading your nstructor's course description and syllabus and then
writing down whatever assumptions, biases, and teaching objectives are stated or imphed in
these matenals. Determine how the various course topics refate to onc a nother and note any
repeated themes. Think about any potential essay questions you can generate from this
information and then write them down.

Read assignments and hsten to lectures and discussions with the purposc of determining how
the course content supports the major themes and answers the major questions you have
gencrated from the course description and syllabus. Modify and refine these themes and

questions throughout the course as you gain additional information.

At some point prior to the test - preferably a week or two before - quickly look over your notes
and the chapter headings from your readings. From this overview, generate a list of major
topics for the course material covered. For cach major topic, create a summart sheet of all the
relevant factual data that relates to that topic. (See the "Taking Tests - General Tips' for more
information about summary sheets.

In addition to learning the factual material, determine any logical relationships among topics.
These relationships arc often predictive of essay test questions. For example, if 1n a history
course, you find that two politcal movements are noticeably similar, then your instructor may
very well ask you to compare and contrast the two movements. Generate a list of possible
cssay questions and consider setting up and answering as many of these questions as time
permits.

II. TAKING ESSAY TESTS

BLFORE YOU WRITI

Read all essay questions before you start to wrnite. As ideas and cxamples come to you, jot
them down on scratch paper or on the back ol the test so that you won't clulter your mind
trying to remember everything.

Budget your time according to the point value of cach question, allowing time for prootreading
and any uncxpected emergencies (such as taking longer than you cxpected on a guestions or
going blank for a while))

As vou read the questions, underhne Key v ords (cg., compare, explam, justity, define) and
make surc you understand what you are being asked

Begin with the questions that scems casiest Lo you This procedure reduces anxicty and
facilitates clear thinking

Before actually wnting, deternune the relationship imphed by the guestion, even if the Key
word or words do not express a specific relationship bor example, il you were gnen the
following question, "The Provressive Movementwas o direct response to the problems of
industrialization Discuss ", yvou might narrow your response Lo da more speceific causcleltect
relationship hike the following "What were the problems of imdustrialization that caused a
response that we label The Progressive NMovement ™"
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A fter determung the relationship implied by the quesuon, picture the relationship by creating a

chart or matnx of the related clements Be sure (o separate general issues you wish to bring up
from supporting details and examples Once this framework for your ideas has been created,
generale as many ideas as you can within the allotted time 1o fill in the categories you have
estabhshed (See Figure 1)
Sample of Pre-Writing Matrix
GENERAL {CAUSE/PROBLEMS OF EFFECT-PROGRESSIVE
INDUSTRIALIZATION RESPONSE
SOCIAL Urbanization Muckraking
Change in Family Settlement Houses
New Labor Conditions { Working Condition Laws
New Social Conditions Brandeis Brief
| POLITICAL | Growth of Bossism Muckraking-Baker
Tweed LaFollette Reform
o Party Platform--1912
ECONOMIC | Trusts Muckraking--Tarbeil
Standard Oil Anti-Trust Legislation
Wealth Distribution Railroad Regulation
WHILE YOU WRITE
Be sure your answer has a definite thesis that dircetly answers the question. State this thesis
within the first few sentences of vou answer.
Provide speeific as well as gencral information in your response by including examples,
substantiating tacts, and relevant detwls from your pre-wnting matrix.
Use the technical vocabulary of the course
Lcave space for additions to your answer by writing on every other line and on only one side
of cach page
Write legibly
I sour mind goes blank or you don't know much about a question, relay and bramstorm for 4

few moments about the topic. Recall pages [rom your texts, particular lectures, class
dhscussions to tngger vour memeorny about ideas relevant 1o the quesion Write these ideas
down as coherently as vou can
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Esay Tests

wWhen you reach the end of your alloted ime pertod fora given ¢
‘em partially answering all questions 15 better than fully anwering some but not others The
instructor can't give you any credit for a question you haven't attempted

juestion, move on Lo the next

[f you find yoursell out of ime on a question but with more Lo say, quickly write down in

outline form what you would write 1t you had tme.

AFTER YOU WRITE

Re-read your answers and make any additions that arc necessary for clarity and completeness.

~ Check your responsc for errors 1 grammar, spelling, and punctuation.

AYALYZING RETURNED ESSAY TESTS
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Read all comments and suggestions.

" Loof for the origins of the questions. Did most of the information your instreutor expected on

your essay come from the lecurcs? From the texts? From outside readings?

Determine the source of your crrors. Was there any course content tested for which you failed
to prepare or were inadequately prepared? Did you misread or misunderstand any of the
questions? Did you do poorly because you ran out of time? Were you oo anxious to focus on
the questions and your responses? Did the instructor criticize your writing skills - grammar,
spelling, punctuation, sentence structure, style, or organization - or how you developed or
argued your points”

Check the level of difficulty or the level of detail of the test questions. Were most of the
questions asking for precise details or main ideas and principles? Did most of the quesitons
come straight fromt he matenal covered, or did the instructor expect you to be able to analyze
and/or evaluate the information? Did you have any problems with anxiety or blocking durng

the test”

Portions of this handout have been adapted from materials developed by Nancy Wood, University of

Texas al El Paso, and David Hubin and Susan Lesyk, University of Oregon.






