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| BETTER STUDY SKILLS

The ICPAC guide to BETTER GRADES AND REAL LEARNING
gives you ties about the following topics:

(nside...

Why better skills? cvenes &
Listening in the classroom 4
Getting the most from your textbooks 6
Taking notes - a key to learning 8
The Cornell note-taking system 9
How to write well 12
improving your math stody skilis.. 14
How to do well on e5Say teStS..eeceernee 15
How to do well on objective tests... 16
Test anxiety. 1?7
More ties about studying 18
How fo manage your time 20
Using the library. 22
Last but not least...imProving Your Memors..eeceeseeess 24

Read these ideas carefully--then review and review these tips.
Review is a key word in studying--so begin here!
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BETTER STUDY SKILLS FOR BETTER GRADES...

AND REAL LLEARNING!

'Why are grades important?

'Good grades arc one key to your future. They can open many doors
for you--to college, to any future education, to a job that you want.
You can control the grades you get and the amount of information

- you lcamn. Much of it depends on how hard you work; more

; depends upon your attitude. The more positive you are, the better

- you will do. The more you want to leam, the more you will learn.
It's up to you!

Herc is somcthing to think about. Set big goals. Go after big
goals, and you will be able to live your life in your own way.
Without goals, people arc at the mercy of what happens around
“them. .

- "Successful people don't wait for the right circumstances to come
“along. They create their own. Goals put you in charge of yourself,
in charge of your future. Focus on these and on the benefits they
~will bring. Become the boss of your life!"--from 10 Tips for Top
“Grades, the Pepsi School challenge Student Guide.

And remember that while you are in school, some of your goals
should be

* to learn as much as you possibly can;

* to carn good grades; and

» make the most of all of your talents.

How do you get better grades in high school?

People will often tell you that you need to study Hard to get good
grades. This advice is not really very useful. What does it mean to
study hard? How do you study so that your hard work pays off in
good grades? It is very important to learn good study skills and
then use them.

The payoff...

Better study skills can lead to better grades. They can also improve
your actual lcarning of the material you are studying. Of course,
leamning the material will help you throughout life. The
information you lecarn now will be with you for many years and
help you in many situations. In addition, the information you learn
now will not have to be "relearicd” later--for other classes, for rcal
life situations, maybe never.

Basic things to think about...

Be rcady to learn when you go to school. This means that you
should do the following things:

* Have a positive attitude. Being positive will always help you do
better in any situation.

* Be an active learner. Listen carefully. Think about what you are
hearing and doing. Concentratc when the action is taking place;
you will lcarn much more casily. Ask questions if you don’t
undcrstand something. Participate in class. Don’t be afraid to give
awrong answer or ask questions. Teachers need to know if their
students understand what they are teaching. You will be helping
them out and they, in tum, can help you out.

Q

* Learn how to study for each subject. Different subjccts require
differcnt approaches and different mental skills. Once you find a
method for learing a subject more casily, keep using that method
of lcarning.

* Get help from others when you need help. Study with fricnds.
Ask your parents and neighbors for help with a particular subject or
problem; see your teacher. There may also be free tutoring
available in your community or schocl. Your school counselor will
be able to guide you to these services if they are available. Never
be afraid to use help from all of these sources.

* If you do badly on an assignment, a test or a paper, see your
teacher immediately! Lect him or her know you care about your
grades. FIND OUT EXACTLY WHAT YOU DID WRONG AND
HOW TO IMPROVE. LEARN FROM YOUR MISTAKES; make
mistakes worthwhile! If you really don't understand something,
leam it NOW; don't wait until the test or the final exam. Ask for
specific suggestions and advice on how to improve your learning
for that class.

* Remember that much of what you learn is a building block for
more of the subject matter. Therefore, if you leam the basics,
you will learn the next part casier. That is why it is important to
learn and understand cach new thing that is taught each day. You
cannot "cram” real lcarning at the last minutc.

* Keep a record of your grades for each class. Track your
grades. Know how you are doing in each class. Understand how
each grade you receive will impact your
class grade for the grading period.

* Write down every assignment. Make
certain you understand the assign-
ment and include special
notes or information
about any special or new
assignments. If you are
unclear as to cxactly
what the teacher is
asking you to do, ask for
clarification. Remem-
ber, if you arc confused, your
classinates probably are too!

Getting ready to study...

* Have a place where you can study quictly, with few distractions.
Keep your "tools" ncarby so that you can find them when you nced
them. This will include paper, pencils, pens, etc. Make certain you
have good lighting so that your cycs won't beconmic strained. If
music helps you study, make certain it is low and not distracting.

* Schedule your study time when it's best for you. Wiil you : udy
better before dinner? Or will you do a better job by taking a break
when you get home from school? Try to study when you will be at
your best. But you must also be flexible about your study time.
Look at the amount of homework you have cach day. Then, plan
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- enough time to do it. If you have alot of homework and a school
activity, you may have to forgo a favorite TV program or.a phone
call to a friend. Plan carcfully!

: * Take & break now and then from your studying. A short break
wnll refresh your mind. Take a walk, breathe deeply, ar--

- outside for some fresh air and a change of scenc. Your budy will

. also be refreshed. Studics have shown that your physical well-

- being affects your mental well-being. This break will relax both your
* mind and refresh you--to be ready to tackie your homework again

* Plan your homework. You may find it more rewarding to do the
shorter or easicr assignments first. With those done, you will feel
rewarded or be able to concentrate better on longer or harder
assignments. You won't be worrying about the others.

However, some people like to do the harder or longer ones first;

- they have more energy to tackle them. Others will work en the
harder or longer ones for a whilc; they will then put them aside and
concentrate on doing the others. Afier they take a "mental break”
by completing the others, they are ready to ge back to the first ones
they started. Find out what works the best for you, and plan on
doing homcwork that way.

* Do all of your homework neatly. Even if you arc only taking

- notcs or doing an assignment which you won't hand in to the

- teacher, do it neatly. When you review this work for cxams, it will

be casier to leam it. It will also help you develop good habits
which will carry over into other parts of your life--including a

future job. Neatness is valued and rewarded.

~* Give complete answers on homework assignments. For
instance, if you have questions to answer for history, give detailed
~answers. Don't give brief, onc sentence answers which are incom-
plete. Thesc will not really help you leam the material. And they
~will not carn as good a grade as thosc papers which have more
complete ones. Teachers are looking for effort. In addition, by
writing complete answers on the homework assignments, you will
- be able to give better answers on tests. And you will again be

- developing 2 good habit.

* Develop critical thinking skills. What do we mean by "critical
 thinking skills?" These skills mean that you are able to listen to oz
' read information and make good judgements about it. You will ask
‘ yourself questions such as:

Does this make sense in relation to other information I
have?
Is this always true? or When is this true and when is it
Jalse?
How will this be affected by changes? What will affect it?
Is this just someone's opinion or is it backed up by facts?
Are the "facts” being quoted really facts or are they
words taken out of context and put together to appear as
Jacts?
Are these really facts or has the presenter used careful
wording and statistics to make it look like a fact?
Is the presenter using emotional words to make me feel a
certain way or are the facts really making me feel this
way?

By Icarning to question, compare, contrast, and analyze
| information, you will be lcarning how to make decisions. You will
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be able to solve problems. These are all very important skills that
you will necd for your future.

Now that you have completed your assignments for the next day,
you can go to bed and get a good nights’ sleep. Being refreshed
for the next day is important. Being tired cuts down on your
lcarning ability. Your mind will be "fuzzy" if you are too tired.
And you will nut perform well in class.

If you have an exam or quiz the next morning, you might want to
gct up carly to review before you go to school. A quick review
with a fresh mind may make some information clearcr or a fact
stick in your mind--just for that test.

Read on in this booklet to icarn more about how you can master
information...and be prepared to rcach your goals.

You can learn how to get the most from school. Take the time
now to leamn the habit of using good study skills. New habits can
be hard to leam, but this habit can pay you back in ways that will
makc you very glad that you did it!

Special Note: Studics have shown that the proper nutrition--
FOOD-can also help your learning. DON'T SKIP BREAKFAST!
Your body has received no nutricnts for 8 or more hours when you
wake up in the moring. It needs protein and carbohydrates to
function properly. This is especially true for your mental function-
ing. So, breakfast is an important aid in how well you will do ix
school. EAT BREAKFAST!

* Some material for this section comes
from 10 Tips: for Top Grades, the Pepsz
" School Challénge Student Gmde, :
developed for the CSFA Scholarshop.




[LISTENING IN THE CLASSROOM

Why are good listening skills important?

Have you ever listened to someone—a teacher, a
fricnd, a reporter—and realized later that you didn’t
remember any-
thing the person
said? You heard
the words, but
didn’t listen to
what was said.

Hearing and
listening are
different. Hearing
is something your
ears do. Listening
involves your ears
and your mind.
Good listening
skills help you
understand and
remember what is
being said.

You gain a lot if you listen well in the classroom.
Good listeners tend to get better grades: Good gradces
make learning more fun. Good listeners think about
what is being said. They understand, learn, and
remember information longer.

People are not born with good listcning skills—thesc
" skills arc learned. Good listeners have lcarned how to
listen. You can learn how, too.

How can I improve my listening skills?
Here are some ways to improve your listening habits.

Go to class ready to learn.

Don’t get distracted — sit in the front of the
room. Pay attention to the speaker. Now is
not the right time to think about yestcrday’s
exam or tomorrow’s after-school activities.
Does the teacher pass out an outline for the
lecture? Follow it. Think about why you are
listening. Be alert.

Listen for the main ideas.

» What is the speaker’s purpose? What is the
speaker’s message? What arc the main points
of the lecture?

 How has the speaker organized the lecture? Is
the speaker guiding you through a period of
time? Giving you points from the most
important to least important? From least
mmportant to most important? From cause to
effect?

» How are the ideas organized? How does one
idea lead to another? Listen for words and
phrases that tell you how the speaker has
organized the talk. Some of the phrases you
should listen for are: “The four most important
writers...,” “On the other hand...,” “Now let’s
turn our attcntion to...,” “Finally...,” or “In
summary....” These key phrases help you
follow the pattern of the lecture and the
scquence of idcas.

Be an active listener
* Ask yourself questions during the lecture.

 Summarize the main points of the lecture
during pauses. This helps you stay alert and
follow the pattern of the lecture.

* Draw conclusions for yourself.

* Separate fact from opinion, old matcrial from
new material, main ideas from minor points.
What are the main idcas? What are the facts
and examples that illustrate these main ideas?
Make sure you can tell the diffcrence.

* Relate ideas to real life. Relatc new ideas to
what you already know. This helps the new
ideas make sense to you. It also makes them
casier to remember.

Approach the lecture with an open mind

* Focus on what the spcaker is saying Ten bad
listcning habits are listed on the next page .

Do you have any of these bad habits? Now is
the time to become a good listener and make
icarning casier.

See the tips on the next page to help you
master listening skills.




PooRr LisTteNING HABITS AND How To CHANGE THEM

Poor Listening Habits

Criticizing a speaker

Finding fault with the speaker

Allowing yourself to be
distracted

Faking attention

Forcing every lecture into one
format

Listening only for facts

Listening to only the easy
material

Calling a subject boring

Overreacting to
"push button" emotional words

Wasting thought speed

Poor Listeners...

criticize the speaker’s voice, clothes, or
looks. Therefore, they decide that the
speaker won‘t say anything important.

_become so involved in disagreeing with
--something the speaker states that they stop -

listening to the remainder of the lecture

use little distractions—someone coughing,
a pencil dropping, the door opening and
closing—as an excuse (o stop listening.

look at the speaker but don’t listen. They

expect to get the material from the text-
book later.

outline the lecture in detail. The listenener
is so concemed with organization that he
misses the content.

only want the facts. They consider
cverything 1 else to be only the speaker’s
opinion.

think it is too difficult to follow the
speaker’s complicated ideas and logic.
A poor listener wants entertainment,
not education.

decide a lecture is going to be dull and
“tune out” the speaker.

get upset at words which trigger certain
emotions—words such as communist,
income tax, Hitler or abortion. Emotion
begins and listening ends.

move along lazily with the speaker even
though thinking is faster than speaking. A
poor listener daydreams and falls behind.

Good Listeners...

realize that a lecture is not a popularity
contest. Good listeners look for the ideas
being presented, not for things to criti-
cize. .

listen with the mind, not the emotions.
Good listeners jot down something they
disagree with to ask the speaker later, then

‘goonlistening. - :

filter out distractions and concentrate on
what the speaker is saying.

understand that speakers talk about what
they think is most important. Good
listeners know that a good lecture may
not contain the same information as the
textbook.

adjust their style of note-taking to the
speaker’s topic and method of
organization.

want to see how the facts and examples
support the speaker’s ideas and argu-
ments. Good listeners know that facts are
important, because they support ideas.

want to learn something ncw and try to
understand the speaker’s point. A good
listener is not afraid of difficult, technical,
or complicated ideas.

listen closely for information that can be
important and useful, even when a lecture
is dull.

hear these same words. When they do,
they listen very carefully. A good listener
tries to understand the speaker’s point of
view.

use any extra time or pauses in the lecture
to reflect on the speaker’s message. They
think about what the speaker is saying,
summarize the main points, and think
about the next poiats.




GETTING THE MOST FROM

YOUR TEXTBOOKS

Why are textbooks important?

You go to class. You take good notes. Why do you need a text-
book? Textbooks and classroom lectures talk about the same thing,

- don’t they? No. Lectures are often the teacher’s view of the

material being covered. Textbooks sometimes give more in-depth
information and examples. They may also give different views than
those the teacher presents. A textbook is not a substitute for
lectures. Use both of them to learn i< inost about a subject.

How can 1 get the most out of my textbooks?

Follow these simple steps tefore you read, while you read, and
after you read to get the most from your textbooks.

Before you read...
« Figure out how much time you will need to rcad the
section. Plan 0 spend that much time to finish reading.

« Find a quict place to read, without distractions.

* Focus on what you are going to read. Think
about what you already know about the topic.

* Look at the chapter briefly before you start
recading. This is called previewing. This simple
step only takes a few minutes but is weil worth it.

Preview...

* Read the title of the chapter or section. From the
title, think about what might be in the chapter.
Think about what you alrcady know about the subject.

« Scan the chapter, reading the headings and
subheadings. These are sign posts. They guide
you. They telf what topics will be covered and
how they are organized.

» Study the illustrations. Don’t skip pictures,
tables, charts, maps, and graphs. Study them.

« Read the first paragraph of e¢ach section. This is
called the introductory paragraph. The author
introduces the topic in the first paragraph. This
paragraph may tell you about the points covered in the
section. It may tell why the topic is important or how it
will be presented.

* Read the final paragraph of each section. Skip to
the end; read the closing paragraph. The authior
may summarize the argument, restate the main
points, or add some final thoughts on the topic.

* Now skim through the chapter quickly. Look at

the headings. How is the chapter organized? It

may be divided into main points, time periods, or
steps that have to be followed. Understanding how the
material is organized will help you as you read.

Praviewring will only take you a few minutcs. These few minutes

will help you understand the iopic much better when you start to
read. Don't skip the preview step. You will get much more from
your reading if you preview it.

While you read

* Break the chapter into sections. Use the sub
headings to guide you as you do this.

« Turn each heading and subhcading into a

question. Answer the question as you read. For
example, if a heading reads “The Industrial
Revolution,” ask yourself: What was the Industrial
Revolution? When did the Industrial Revolution take
place? Why was it important?

* When you get to the end of cach section, make a
mental summary of it. Mentally change the wording of

the suinmary until it is very clear. Then write the summary
in your notes.

* As you make notes, use your own words. Tips
for taking notes from your textbook can be found
on the next page.

« Have a mental conversation with the author.
Ask the author questions as you go along. As you
finish each section, answer those questions. If
you can’t answer them write them down to ask a
classmate or the teacher later.

After you read

.* Review the subsections, sections, and chapter.
Think about what you’ve read.

*Relate what you've read to the class lectures or
other sources of information.

* Are there questions given in your textbook?
Answer them. If not, make up some questions.

* Is there something in the reading that you don’t
understand? Write it down and ask about it in
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class. Do you have a comment about the reading?
Write it down and bring it up during the next ¢lass.

* Review the material often. Short, quick reviews
will help you remember and understand the _
information better. This will alsohelp you prepare
for exams. Do you want to remember more?
Review often and regularly. If you study for :ests
by ‘cramming’ at the last minute, you will prob
ably be too confused and tired to do well.

How do I take notes from my textbook?

You might want to use the Comell note-taking system, which is
described on page 9 of this booklet. Here are some general guide-
lines:

* Finish reading a section or chapter before you
take any notes.

* Be very selective. Only tuke notes on important
information. Pay attention to
—lists of things.
—ideas the author says are “very
important” or “most significant.”
—points which summarize the chapter
title, headings, or subheadings.

* Make your notes shori, but include enough
information to make the idea clear. Use your own
words. You'll remember your own words much
better than someone else’s.

How do you organize your notes?

You don’t need a formal outline. You do need to recognize two
patterns in your rcading.

1. Learn to rccognize the parts in a paragraph.
Organize your noles according (o this pattern.
* The topic sentence explains the main idea
of the paragraph. It is usually the first
sentence in the paragraph.
* Supporting sentences give facts, details, and
examples that explain the main ideas.
* The concluding sentence ties paragraphs together..
It may do this by stating conclusions bascd on
information in the paragraph. It may restate the topic
sentence or summarize the paragraph.
 Sometimes a section can have topic
paragraphs, supporting paragraphs and
concluding paragraphs.

2. Leamn to recognize how the author organized
the material. The author may organize in different ways.
Some types are listed here

* Time—Events are given in the order they occur.
Phrases such as “in the carly years,” “five years
later,” and “during the next two years” may be used.

* Process—Steps or cvents are given in the
order in which the process takes place. Words such as
“first,” “next,” “then,” and “finally” may be used.
* Place or Space—This organization discusses things
in terms of their location or their place in relation
to other things. For example, things may be explained
"from left to right,” "high to low," or "large to small."

Importance—Items can be listed from most
important fo least important,-or from least
important to most important.

* Cause and Effect—The author may describe
events or problems first; then explain how or
why they happened. Or, the author may

describe a situation, then explain what
happened because of this sitvation. Why
something happened is thé cause, and what _
happened is the effect.

* Compare and Contrast—Items may be
discussed by looking at how they are similar or
different. Compare means to look at similarities.
Contrast means to look at differences. Sometimes
teachers will ask you to ‘compare’ two things.
They may want you to discuss similarities. Or, they
may want you to discuss both similarities and
differences. Make sure you know what the teacher
really wants you to do.

As you read, make up your own categories to help you organize the
facts and idcas in the text. It is easier to memorize information
that you feel makes sense and is in order. Organize the material
whatever way works best for you. There are lots of ways to
organize things. You may decide to organiz¢ information by the
main points and the supporting details, the relationships between
the main ideas, the central characters, by the important dates, or by
some other way that seems right for that information

“Getting the Most from Your Textbooks" was adapted from
material prepared by the Learning Skills Center, Indiana
University, Bloomington, Indiana 47405

//

Information for some of the study tips in this booklet was
taken from books written by Walter Pauk. an authority on
study skills. Some of his books are listed below. You
may want to check with your school or public library for
these publications.

y

How to Study in College

How 10 Take Tests

Learning Skills

Perceiving Structure: How are the ideas organized?

Ferceiving the Author's Intent: What is the author's intent?

Reading between the Lines: Crawing correct inferences

Reading for Facts

Reading for Ideas

Recognizing Points of View: Whose mind, where's he standing?

Recognizing Traits of Character: How does the author build
his characters?

Six-way Paragraphs: 100 passages for developing the six
essential categories of comprehension

Study Skills for Community and Junior College

Successful Scholarship

Understanding Figurative Language: What effect did the
author intend?

Using the Signal Words: Making transitionat words work for
you

&Vocabulary in Context: Getting the precise meaning

Y
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TAKING NOTES...A KEY TO GOOD LEARNING

Why is it i71,'ortant to take notes? How can I take better notes?

You forget almost haif of what you hear or read within an hour. Here are some tips which you can turn into habits.
Onc way to capturc information so that you won’t forget it is to Wi 0 sh .
take notcs. Then, now information can be reviewed and remem- rit¢ your notes in short sentences. ror

bered, not forgotten.
How do I take notes during a classroom lecture?

- Take notes from a lecture in three steps.

1. Preparc before the lecture.

2. Listen carefully; take notes during the lecture.
3. Use your notes to study afier the lecture.

Before the lecture begins
« Read the textbook assignment.
« Arrive before the lecture and get a scat where
you can see and hear the teacher.
« Use a loose-icaf notebook. This way you can
keep your notes, handouts, maps, photocopies, and
past tcsts in order and together.
« Keep notes from different classes in separate
loose-lcaf notebooks.
= Review the notes from the last lecture to refresh
your memory.
* Don’t sit where your friends will distract you
during class.

During the lecture
* Listen—Think—Write
« Ask questions to make sure you understand what
is being said. )
« Take notes in a way that you find comfortablc.
Onc way to take and review notes is described on
the next page.
« Include major idcas, ...ails and cxamplcs.
« Skip lines to show where onc idea ends and a
new one begins.
« Number and datc each page of your notes.
¢ Writc quickly but clearly. Cross out mistakes.
« Use abbreviations, but only ones that you will
recmember casily.
« Pay attention. Watch for clues that tell you how
the lecture is organized and where it is going.

After the lecture
« Right after the lecture, 1¢vicw it in your head. If
you don’t understand something, write down your
question. Ask the teacher to explain it before the
next class.
« Read your notes as soon as possible after the
lecture. The longer you wait, the less the notcs
may mean to you later. Add information or a
clearer sentence to make certain you will under
stand your notcs when you review. Make sure you
wrotc down ALL the points the teacher made.
¢ Compare your notcs with your fricnds' notes.
Check them for complcteness and for acc, .acy.

example, writc “Jean home 3PM,” instead of “Jean
will be home at 3:00 PM.” Lcave out unnecessary
words and phrases. Usc symbols, if possible.

¢ Write clearly. It is hard to read bad handwriting,
cven if it is your own. Your notes aren’t useful if
you can’t read them.

« Watch for signal words and key phrascs. These
are clues that tell you to pay special attention to
certain ideas. They help you understand how a
lecture is organized. Here are some signal words
and key phrases.

--the five main causes... This tells you to

get ready for a list of five things.

--before, after, prior, meanwhile...These describe
a time relationship. They help you understand
what came first, second, and last.

--on the other hand...This signals a differcnt
point of view or a different way to look at the
information.

--for example, for instance...These signal an
example that will illustrate the point and make it
clearer.

--more importantly, above all, the me:t
significant thing...Thesc tell you that the idea is
very important. Write it down.

--in other words, in essence, briefly...Thesc tell
you that a complex idea is about to be statcd more
simply.

--in a nutshell, in conclusion, to sum up...These
signal 2 summary of the lecture or of the points
covercd.

There are scveral other ways that the tcacher will give you clues to
important points. Be alert for
« points that arc repeated.
« long comments on a point.
« superlatives (words such as most, least, best,
worst, smallest, largest).
« changes in the speaker’s volume.
« changes in the rate at which the spcaker talks.
« a list of points such as, “The thrce most
important dates to remember are... .”
« spelling words and giving dircctions.
« writing information on the chalkboard.

What is the best way to take notes?

There is no best way to take notes, but some ways arc better than
others. Oncgood way is the Corncll Note-Taking System. But,
before we explain the Cornell system, let us review the do's and
don't of notctaking in class:
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DOs and DON

Iast class to refrwh_ y‘ ir

sUséa large. loose-leaf bmder Keep separate
loose-leaf binders'for each class. < - - .
. Begm takmg notes rmmedrately '[lus helps you '
pay attenuon L

DON ’T

* Don't sit near your fnends You may be dlstmcted.
* Don't use too many abbmvrwons “You mi gm have
trouble’ understanding them latcs.

. Don t take notes m shorthand unless you are good
shorthand into regular words 'Ihat wastes time,

e Don’t copy your notes by typmg them Write
clearly the ﬁrst ume v

THE CoORNELL NOTETAKING SYSTEM

To start, prepare your note paper.

Uscan8 1/2 by 11 inch picce of loose-leaf notcbook paper. Draw
aline down the sheet 2 1/2 inches from the left-hand edge.
End this line 2 inches frcm the bottom of the paper. If your
paper already has a line down the left-hand margin, ignore it.
Next, draw a line that is 2 inches up from the bottom of the
page. Draw this line completely across the page. (A sample
is on the next page.) You may wish to make copies of page 11.

Step 1: Write Notes
In Part A, write your classroom or textbook notes. Use the
good note-taking tips described page 8.

Step 2: Replay and Reduce

The first chance you get, replay the lecture in your head. Do
it while you walk to a class, in your next study hall, or at
home. Ask yourself questions. What was the teacher trying
to teach? What was the main point? How does this
information fit with what I already know? What did I lcarn?
Later, reread your notes and think about the lecture.

The signal words and key phrases that helped guide you
during the lecture also will help you remember your notes.
When you review your notes, reduce each idea in them to
signal words or key phrases. Write these words or phrases in
Part B of your note paper. They will trigger your memory.
When you study, they will help you remember the details.

Q
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Some people find it easier to remember their notes when they
write key questions instead of key words in Part B. Which is
better? Try each. Which works best for you?

Step 3: Recite

Say each fact or idea out loud. This is called reciting. It helps
you remember better. Cover Part A of your note paper with a
blank sheet of paper. You should only see the key words or
questions in Part B. Read each key worg or question out loud.
What fact or idea does the key word relate to? Recite it out
loud and in your own words. Then, check to make sure your
answer is complete and correct. If you don’t know the right
answer, study your notes and recite out loud again. Recite
until you get all the answers correct. Go through the whole
lecture this way.

Do you feel funny reciting out loud? It really is worth doing.
Research shows that students who recite out loud remember
material much better than those who just reread the same
material to themselves. It is also important to use your own
words for the answer. Your own words make the material
mean more to you than if you memorize an idea in someone
else’s words.

Step 4: Think and Reflect

Think about the information you have in your notes. This
thinking process is called reflecting. Reflect by asking
yourself questions about your notes. What are the most
important ideas? Why is this information important? How
does this relate to what I already know?

Step 5: Review

The word review means to view or 1ook at something again.
The best way to prepare for tests is to review your notes often.
Make this a habit. Recite and reflect on your notes every day.
Short, fast reviews daily can help you understand and
remcmber much more than ‘cramming’ before a test.

Step 6: Summarize
If you can summarize your notes in your own words, you
really understand the facts and ideas in them.

Write your summary in Part C, at the bottom of your note
paper. You can
* Summarize each page of notes on that page;
* Summarize the entire lecture on the last page of
notes for that lecture; or
* Do both,

Review your summaries when you study for tests.

It is worth learning to take good class notes. Examples arc
included on the next two pages.

"'Ihkmg Notes ...a key to good leammg" was adapted
from How to Study in College by Walter Pauk, -and
materials prepared by the Learning ‘Skills Center, -
Indiana University, Bloomington, Indiana 47405.




Part B; reduce Class Name:
In Part B, write key words Date:
or questions from your notes. Page Number:

Part A: write notes

Here is an example.

in Part A, wrrite your notes during the lecture or write as you read your textbook.

Here is an example.

Maetric System

A. Baginning of Metric System

Where was the metric

1. Started in France in late 18th century

system started?

2. Group of scientists decided on a length; called it a ‘meter’

[ Where did the word

3. Meater comes from the Greek word ‘Metron’; means a ‘measure’

| lmeter come from?

B. Adopting the Metric System

LWhen was the metric

1. Adopted in France in 1793

Hsystem first adopted?

2. Many people were against it

Who changed France

3. Napoleon changed back to the old system in 1812

back to the old

4. Metric system adopted again in 1840; has been used ever since

system?

C. Units of Measurement

1. The.metric system has 7 base units of measurement

What are the 7 base

a. The 7 base units are

units of

1. meter

measurement?

2. kilogram

3. second

4. ampere

_——Iq

5. kelvin

6. mole

7. candela

Part C--Summarize. In Part C, summarize the notes that you wrote in Part A.

Here is an example of a summary:

Scientists in France discovered the meter. After many years, the metric system was adopted

in France in 1840. Since the metar, they have added 6 more units of measurement:

kilogn:om, second, ampere, keivin, mole, and candela.

Q
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Part B: reduce Class Name:
in Pant B, write key words Date:
or questions from your notes. Page Number:

Part A: write notes

In Part A, write your notes during the lecture or write as you read your textbook.

Part C--Summarize. In Part C, summarize the notes that you wrote in Part A.
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How ToO WRITE WELL

Why should 1 learn to write weli?

Wriling is important to many arcas of your life. At school,
you have to writc repoits, papers, and cxams. You probably
write letters to friends and relatives. At a job you may have
to write memos and letters. You may buy something that
docs not work and want to write to the company that made
it. Good writing skills can make these things casier. If you
have good writing skills, readers arc more likely to
understand your ideas.
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Canl learn to write well?

Good writing can be developed with practice, practice, and more
practice. Don’t give up if your writing isn’t bestseller quality on
the first try. You can improve your writing skills by following some
simple rules for good writing, and by practicing. The more you
write, the better your writing wiil be.

Basic Writing Skills

No matter what you arc writing, you have one main concern. You
want the reader to understand what you are trying to say. To do this
use good grammar, correct punctuation, and ncat presentation. If
you need to review your grammar, your teacher can help you find a

book to help you. Here are some simple rules that can make your
writing clecarer and easicr to read.

~ *+ Write complete sentences. A complete sentence is a sentence
youcan say to someone, and the person will understand it. You

hawve included a subject and a verb; it is a complete thought.

- *» Use correct punctuation. Punctuation docsn’t have to be
- complicated. Use common sense as a guide. Scntences end with a

period. Questions cnd with a question mark. Use exclamation
points for cxclamations and commands. Commas tell readers
when to pause. They separate items in a list, or clauses in a
sentence. If you are having troublc with punctuation, your sentcnce

1 structuré may be too complex. Start over and phrase what you want
~ to say more simply.

* Be clear and brief. Say cxactly what you mean. Think about the

- words you usc. Docs cach word add something to the sentence?

Does each sentence add to your message? If not, take out the
unnceded words. Stick to the point. Bricf, clear writing lets you
make your point fastcr and kecp your reader interested. Brief, clear
writing is usually interesting to rcad.

* Write in a natural style. Writing, likc conversation, should flow
naturally. Don’t try to impress your rcader with long words or
complcx scntences. Write so that readers will understand your ideas.

* Develop an ear for good writing style. Good writing is more
than following rules about grammar and punctuation. To be a good
writer, you nced to be aware of style. You can develop this aware-
ness for good writing style. How? Read a lot. Read about many
diffcrent subjects. Read different kinds of writing — nowvels and
poctry, as well as non-fiction. Practice writing. The more you rcad
and write, the better you will be at it.

* Revise and rewrite. Don’t expoct your first draft to be perfect.
Your writing can always be improved. When you writc something,

putit aside for at Icast a day. Later, when you read it again, you are
Q

likely to have a fresh point of view. You may scc ways to improve
it. Try to cut out exira words, make scntencgs shotter, and make
your idea clearcr. Have other people read what you have written
and make suggestions. Revising should be a regular part of your
writing process. Revise. Revise. Revisc!

 Neatness counts. Sloppy handwriting is hard to read. Your
rcaders won’t understand the point you want to make if they can’t
rcad the words. To make writing papers casicr for you to do and
casicr for the reader to read, learn to usc a word processor.

» Use a word processor if you have onc. It can be frustrating to
carcfully copy a paper over, using your ncatest handwriting, only to
discover you left out a word, or want to make a change. You then
are left with two choices. You can copy the paper over again, or you
can make the change and hand in a messy paper. The advantage of
word processing is this: it is casy to make changes. You can send a
copy to the printer, read it over, then decide to make a change. It is
casy to make the changes you want, then just send it to the printer
again. This means that the papers you hand in can be better written,
It also means you save a lot of time while you produce better work!

Writing A Paper

Organization and clear sentences are the most important parts of
writing a good paper.

How do I start?

You can start by brainstorming. To brainstorm, simply think about
your topic and writc down all the ideas that come to your mind.
Don’t decide whether the ideas are good or bad yet. Just write them
all down. Then, go through the list and think about each onc.
Decide which ones to include and which to leave out. Brainstorm-
ing is a good way to begin becausc it helps you be creative.

Organize your ideas...

Before you start to write, organize the ideas that you brainstormed.
Which idcas should you kecp? Which ideas should you ignorc?
You can help yourself organize your ideas if you write an outline.
The outline can simply be some notcs that tell you which ideas to
write about first, sccond, third. It helps you decide how many
paragraphs you will need to get your ideas across and what will go
into cach paragraph. An outlinc can help you put your idcas in an
order that your reader will understand.

Then organize your paper

There is a simple formula you can follow which will make your
writing more clcar. It says that to get an idea across to your
audience, you should “Tell them what you’re going to tell them.
Tell them. And then tell them what you’ve told them.” You can do
this in a short cssay that is three to five paragraphs long.

There are three basic parts to a paper:

* The Introduction

The first paragraph is called the introductory paragraph. This is
where you introduce your topic. You usc this first paragraph to tell
your rcader what the cssay will be about—to “tcll them what you're
going to tell them.” Hzre, you should state clearly the points you
arc going to make in the cssay. This is called the statement of
purpose. It cxplains to the reader why you are writing the paper.

* The Body
The next paragraph or paragraphs give the reader the information
about your topic. This is called the body of your essay. It is where
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you “Teli them.” If you arc giving the rcader your opinion, you
will usc these paragraphs to give cxamples that support your
argument. If you arc describing something, here you will put in
the details. If you arc explaining a process, this is where you will
give the steps to follow.

How do I organize each paragraph?

When you write a paragraph, the first sentence should inform the
rcader about the subject of the paragraph. The following sentences
will include the details you want to include. The last sentence of
the paragraph should lead the reader smoothly into the next
paragraph. This is called a transition sentence.

Whecther you need one paragraph, or three, or ten, depends on the
topic you have chosen. 1t also depends on the amount of detail you
want to give the reader. If your process has three steps, you may
decide to use threc paragraphs, onc for cach step. If you arc

IMPROVING YOUR MATH STUDY SKILLS

7 S\
Why Are Math Study Skills Important?

Mathematical principlcs and concepts have become a part of
almost cvery arca of work. Knowing these principles will
help you succeed in both school and work. Math study skills
can help you learn the mathematical concepts, skills, and
principles so important to other parts of your life. Addition-
ally, math study skills arc tools that can serve you well in
college, work, and other lcaming situations

\— 4

What Can i Do to Develop and Improve My Math Study Skilis?
Do Assigned Homework

Teachcrs assign homcwork as a way to help you learn and practice
topics from class. Doing homework when it is assigned helps you
keep up with class topics. Putting homework off often causes
problems to pile up. In no time, the problems can scem over-
whelming. Doing homework regularly helps you learn class topics
as they arc taught. Also, do your math homework when you are
awake and alert. If mathis dxfﬁcult for you, then do it first, before
you get tired.

Talk With Your Teacher

Your tcachers can be an excellent resource. In addition to knowing
the subject matter thoroughly, your teachers w