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
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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)










































