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Listening Habits
	Ten WORST Habits
	Ten BEST Habits

	1. Calling the subject uninteresting or boring.
	1. Tuning the speaker in to pick up whatever                     you can use.



	2. Criticizing the speaker's delivery,
                appearance, etc.

	2. Getting the message (more important                 than  speaker’s appearance or delivery)


	3. Getting excited about one point, thinking of what you will say in reply (and not listening).
	3. Hearing the person out before you make   any judgements.

	4. Listening only for facts or examples
	4. Listening for main ideas, principles, and concepts and attaching details to them.

	5. Inappropriate note-taking.

	5. Listening for a few minutes before deciding format of notes. 

	6. Faking attention to speaker.
	6. Good listening is not relaxed; attention is work.

	7. Tolerating distractions or letting them get the      better of you.
	7. Doing something about the problem--shutting the door, asking speaker to talk louder, asking others to keep quiet.


	8. Evading difficult material.

	8. Learning to listen to difficult material

	9. Letting emotion-provoking words impair    listening.
	9. Overcoming (or putting on hold) reaction to these words.

	110. Wasting the difference between how 

     fast a speaker can talk (100-300 words 

  per minute) and how fast you can think 

  (the equivalent of 400-800 wpm).  

  Your mind can wander off to some very 

     amazing places during this time--right?

	110. Making thought speed an asset instead of a   liability by using the extra time to:

      a) anticipate what is coming next,

      b) think about how the speaker structures        and supports the talk,

      c) make quick mental summaries of what has been said.



GUIDE TO COMMUNICATION SKILLS (Cont’d)tc "SUGGESTIONS FOR MANAGING STUDY TIME"
· A Personal Listening Quiz
Ask yourself the following questions.  The more you can answer an unqualified yes to, the better your listening practices are.

1.
When you enter a room to listen to someone speak, do you consciously sit where you can see and hear the speaker?

2.
When listening, do you consciously observe the facial expressions and gestures of the speaker?

3.
On the telephone, do you use your "mind's eye" to imagine the way the speaker would look if he/she were talking to you in person?

4.
In class do you consciously listen for and follow accurately all of the teacher's instructions?  Do you write them down?

5.
When your teacher or others are speaking, do you pay alert and considerate attention?  (Faking doesn't count.)

6.
When you do not understand what a teacher or another student has said in class, do you ask questions to clarify the meaning?

7.
When someone is introduced to you, do you say or spell the name (either aloud or mentally) to fix it in your memory?  Do you use the person's name in conversation to aid memory?

8.
Do you consciously make a mental or written note of oral messages you need to remember or pass on to someone else?

9.
To prepare for listening to a class lecture, do you read and think about the topic prior to the class?

10.
As you listen to a speech or lecture, do you make mental summaries of what has been said, rephrase concepts in your own words, or use other listening strategies to help you remember the material?

11.
Do you make effective notes of class discussions and lectures?  Are your notes serving their purpose when you prepare for exams?

12.
If you have a hearing or eye weakness, a perceptual problem, or a learning disability, have you sought out appropriate professional help?

tc "SUGGESTIONS FOR MANAGING STUDY TIME"Suggestions For Note Taking
Here are some suggestions that most students find useful.  Adapt the ones that work for you.

1.
Head your notes with the date and number all pages. You may also want to add your name, the course name, the instructor's name, or the unit title, depending on how you use your notes. Lending notes is not recommended, but, if you do, header information is helpful.  

2.
Write on one side of the page only.  Use the facing page for diagrams, examples, study notes, or additions (especially important if your teacher often back-tracks in the lesson).

3.
Keep notes for each course in a separate unit or binder.

4.
Choose the most appropriate type of notebook.  For example, a loose-leaf binder would be useful in a course with many handouts.

5.
Spend a few moments daily or weekly to keep your notes orderly so that they are readable and accessible in future.  Using tabs to mark various units, colour-coding, etc. are good order-keeping strategies. Time spent putting order in your notes is also review time.  You will thank yourself when you study for tests or exams.

6.
Identify new terms.  You might want to keep a list of them in a particular section of your notes, or you might find highlighting in a special colour useful.  Knowing, spelling, or even just pronouncing new terminology can be overwhelming at first; deal with it systematically.

7.
Use headings, indentations, capital letters, underlining, highlighting, brackets, parentheses, and symbols to organize major and minor points and to distinguish your own comments and questions from those of your teacher.

8.
Develop your own short hand and abbreviations and use them consistently.  Learn abbreviations used in your field as soon as possible and use them as well.

9.
Record the names of references (books, articles) your teacher suggests even if they are not required and you do not think you will have time for them.  They may be useful in future.

10.
An effective overall process for taking notes is the Cornell Method.  This simple technique, developed at a learning skills centre at Cornell University, is widely recommended and has been used by students for several decades. 

tc "SUGGESTIONS FOR MANAGING STUDY TIME"

tc "SUGGESTIONS FOR MANAGING STUDY TIME"To use it, divide your notebook paper into two columns--a thin left column (area left of the red line on loose leaf is usually sufficient) and a wide right column.  Take class notes in the right hand column.  After class or during a break, look over your notes and write recall cues in the left hand column.  The purpose of the cues is to help you recall what is in your notes while you cover the right hand column and look only at the cues.  You will need to adjust your cue-writing to your own memory and to the course material.  Hints:  Keep cues brief--the barest of a skeleton outline.  Use symbols, visuals, or mnemonic devices.

The benefits of the Cornell Method are numerous:


(
It "forces" you to review immediately and to put notes in order when you write the cues.  As you think of cues, you are reworking the material using another skill--summarizing.

(
The cues are a built-in quiz when you need to study for a test (and an emergency summary if you forget to study or have to cram.)

(
You may have had the frustrating experience, during a test, of not being able to recall material that you know you have studied.  You may even know its position on a page in your notebook.  What happens is that under the pressure of study, you can read and recognize something until it seems very familiar--without actually learning it.  

11.
Be aware of what is going on in the classroom.  Your instructor's style, body language, voice tone, and appearance and the actions of other students and all involved with your memory of the material.  You should especially note the verbal and nonverbal clues your teacher gives when material is very important or likely to appear on tests.  Do not fall into the trap of writing only what is on the board or overhead screen; some teachers write very little but assume you are recording their main points.

12.
Record examples in a way most likely to benefit you.  If, for instance, your course has essay tests and your teacher likes to see his/her examples repeated, record several.  If you need to give original examples on tests, think of them as you record the notes (not under pressure of the test). Always connect examples to main concepts or theories.

13.
Do not be in too big of a hurry to finish note taking at the end of a class (when you would really like a coffee or a cigarette).  Even when teachers are experienced at delivering material, they cannot always judge how long a lecture will take with a particular class; therefore, material at the end of the lecture is often condensed because the teacher has run out of time.  She/he may also need to give an assignment.  If your notebook is closed and your conscious mind has already gone out of the door at this point, you may miss something important.  (And your teacher may think you are rude!)

14.
Perhaps the most important suggestion for note taking is to spend a few moments organizing and reviewing your notes after each class.  If you use the Cornell Method, writing recall cues is an automatic way to do so. 


SQ3R Method For Academic Reading
Educators have developed a number of methods for helping students to comprehend and recall the material they read.  Most of these methods are similar although the steps in each may have different names.  The method described below is one of the most common.
Professor F.P. Robinson developed this five-step reading method called SQ3R.  The code stands for "survey", "question", "read", "recite", and "review".  The method presumes that reading is like every other task in life--you can do it better if you know what it is about first, consider each part as you proceed, and step back and view your work when you finish.

Imagine being taught to cook by having someone tell you to go to the kitchen and to start putting ingredients into bowls without that person telling you what you were making. Maybe you would figure out what the dish was supposed to be eventually.  But then suppose you did not get to taste it. You would not know if your dish was good or how to make it again.

Think of reading as being like cooking.  You want to learn the new material, not just go through the motions, so you have to plan your reading and look it over.  You have to check periodically to see if you are on the right track or if anything is missing.  Finally, you have to evaluate the finished product--your understanding of what you have read.  Using a reading method enables you to do this.  

At first SQ3R may appear to take too much time and effort.  Indeed, it does take some practice and may add 15 minutes or more to the initial reading of an average chapter (less time as you get used to it).  The bonus is that you probably will never have to read that chapter completely again because you will know it so well.  

The SQ3R Method
l.
Survey - A survey is an overview, and you need to use two kinds of surveys in overviewing a textbook.  You should do the first survey right after you buy it, just as you would look at any product that costs so much.  Leaf through the book, noting what the author is attempting to do, how she/he approaches the subject and the learner.  Note the preface (especially if it has a "note to students"); the table of contents; chapter titles, headings, introductions, summaries; the index; whether there is a glossary or answers to exercises. Surveying a specific chapter that has been assigned involves a more detailed overview of the content just before you read.  

SQ3R Method For Academic Reading (Cont’d)
(
Use whatever the author has given you to gain an overview.  A summary, questions at 

the end of the chapter, headings, introductory and concluding paragraphs (provided these 

deal with content and not just with catching your interest).

· Move around in the chapter; do not just page through from start to finish.


(
Look at illustrations, tables, and graphs.  These elements are expensive to reproduce and would, therefore, not be included if they did not have important messages.

· Now page through from beginning to end, noting how headings and topic sentences outline the content.  If the author has not included the summarizing elements as listed in the first bullet above (ex. if the text is not user-friendly), then looking at topic sentences is especially important.

(
You have probably learned a lot through your survey; stop and assess what you know.  Some studies indicate that a survey alone gives you a good chance of at least passing an unexpected quiz on a chapter you forgot to read.  A survey also provides some continuity when a chapter is so long that you are unable to read it in one sitting.

2.
Formulate Questions - The second step in SQ3R is to formulate questions (in addition to those at the end of the chapter) about the content you are about to read.  Use your assessment from the last bullet above to do this.  Questions that you make help to give purpose to your reading and help you to organize the material in a way that will stick in your memory.  Also, successful students consistently report they study by asking and answering questions.

At first, your questions may be along the lines of "What's this all about anyway???"  But as you get to know the text, the subject, and SQ3R, you will formulate better questions and the process will become easier.  You may want to jot down questions during the survey step instead of after.  You may find especially if a subject really interests you, that you have a wealth of questions in mind without writing them down. 


3.
Read - Now you are ready to actually read the chapter.  Make your reading habits flexible, that is, adapt them to individual texts.  Of course, you can never expect to read a textbook passively, the way you might be "swept along" through an exciting novel.  A text must be read actively.  Stay alert to both the content and structure the author is presenting.  Consciously search for answers to your questions. Read everything!  This is especially important if you are responsible for reading which will not be covered by lectures.

SQ3R Method For Academic Reading (Cont’d)
4.
Recite - Recitation is a generic term for all of the actions you might take when you assess what you have read.  It doesn’t mean to rhyme off word-for-word, but rather to check for understanding of content.  It should be performed at the end of each section or paragraph.  

One way to "recite" is to look away from the text and mentally recall important points.  

(This also alleviates eye strain.)  You can also recite by underlining or highlighting; in fact, it is better to highlight after completing a paragraph or section than to do it as you read.  

How can you know what is important until you have finished?  As well, during recitation, you can page back and ahead to connect important points.  You may want to speak aloud or write notes on your reading, try a problem (e.g. in math), or perform directions you have read. Go over the material in as many ways as you can so that it will stick in your mind.

Spend 20-30 percent of reading time reciting when the material is straightforward.  Difficult material may call for up to 90 percent of your reading time in recitation.  (If you have just gasped, you are not alone.  Effective reading is not easy.)

5.
Review - Review as soon as you have read the chapter, using a quick run-through of the previous steps.  Do a mini-survey as you check to see if you are highlighting, marginal notes, etc. complement the headings to provide a concise outline of the chapter.  Be sure all of your questions have been answered.  Recite, and re-read whatever does not make sense.  Ask yourself what you would have to do if you might be called upon to teach the material.  Chances are you would review thoroughly.

Periodic reviews throughout the term may be done in the same way.  Remember, if your reading and marking of the text have been thorough the first time, you will never have to read the entire chapter again.
Additions to the SQ3R Method
Walter Pauk, another study skills expert, adds another step: Reflect.  You can do it between recite and review, after the lecture on the material, on your walk home, in the shower--Reflection can take place whenever you have some thinking time.  The idea is to relate the new material you have just read to what you have learned in the past.  Our brains retain information by categorizing it in an organized way.  Think of the brain as a room full of filing cabinets with unlimited space in drawers and files.  Sometimes new information goes into existing files; sometimes you have to set up a new file or a new drawer.  Whatever goes in always stays in the "room"; the trick is to retrieve it.  Filing new information in the right place immediately and checking on it periodically is the key to retrieval, so develop the habit of reflecting.  [For more information on this process see the "Memory" chapter in Becoming a Master Student.] 

Reading To Answer Questions

What Is the Purpose of Reading?

A main purpose of reading material for course work is to gather information necessary for assignments.  For many students this means simply reading through the material, hoping they are learning what they will later need for tests, papers, and discussions.  The following exercise demonstrates this typical sequence of events.

PRACTICE l.  

Read this paragraph straight through from start to finish.

Alfred Nobel was a Swedish inventor.  He is famous today as the father of the Nobel Prize.  His fortune was left to provide prizes for those who made the greatest contribution to the five fields of physics, chemistry, medicine, literature, and peace.  He was also the inventor of dynamite.  He first experimented with nitro-glycerine, which was a very dangerous chemical explosive.  Finally he developed a safer explosive, which was called dynamite.  He originally produced dynamite for peaceful uses and was disappointed that the substance he had created was used to cause death and destruction.

What was the name of the explosive invented by Alfred Nobel?



(  nitro-glycerine



(  dynamite

PRACTICE 2.  

Read the question below first, and then read the paragraph to find the answer to the question.

Which country has produced the most Nobel prize winners for achievement in chemistry?

The Nobel Prize awards were first made in 1901.  Since that time the majority of the prizes in the fields of medicine, physics, and international peace have been awarded to Americans.  Two former American presidents, Woodrow Wilson and Theodore Roosevelt, have received the Nobel Peace Prize.  One of the best known winners of the peace prize was the late Dr. Martin Luther King.  Dr. King, a leader in the U.S. civil rights movement, received the prize in 1964.  In the field of chemistry, Germans have been the chief winners, and most awards for literature have gone to the French.
Which country has produced the most Nobel prize winners in chemistry?


(  Germany


(  France


(  America 

Reading To Answer Questions (Cont’d)

How do I use the Main Idea?

After locating the main idea of an article (or the main points in a chapter in a textbook), turn it into a general question that will help you to locate more specific information about that idea.  You can begin by using the general question words:  Who?  What?  When?  Where?  Why?  How?

Example:


A student asked the general question:  "What is this paragraph about?”  

Then the student went on to underline the main idea.

The physicist uses a variety of tools.  These include simple tools such as measuring rules, clocks or watches, thermometers, and speedometers.  He also uses more complicated tools like vacuum tubes, electronic amplifiers, recording meters, cyclotrons, and the atomic pile.
The student then asked a question based on the main idea:

(question word)
+  (main idea)


=     (question)

"What?"

            + "The physicist uses a
=    What tools does a





  variety of tools."

        physicist use?

The main idea question will help you determine the specific information you need to gather from the paragraph.  Most question words can be used to form the main-idea question.  You will decide on the best question word according to the content of the main idea sentence.  You should not ask a question which is answered in the main idea sentence itself; your question should ask for more detailed information.

How do I use the Main Idea Question?

You use the main idea question as a guide in locating the important details.  It helps you keep your attention on the material and helps organize the information.  

Example:


A student asked the following main idea question about the paragraph below:  

"Why is there a tendency toward change in Latin America?"

There is a powerful tendency toward change in Latin America.  Great numbers of Latin Americans are fed up with their economic dependence on one or two main exports (Brazil's coffee, Bolivia's tin, etc.)  They resent the fact that their national wealth is at the mercy of other nations' tariff policies and that they have no control over these policies.

Reading To Answer Questions (Cont’d)

While reading the student jotted down the following notes related to the main idea question:


Key ideas - Fed up with:

· semicolonial role

· economic dependence

· no control over others' tariff policies

· How do I relate ideas from several works?

When students are required to read several books or articles for a course, it is usually necessary to relate the information from them to central ideas in the course.  This is done by asking and answering questions about each work and then about the relationship between works.

Suppose that for a sociology class you had to read two articles entitled:


"Underworld Control:  Organized Crime in Canada"


"Youth Gangs' Influence on Life in our Cities"

You might start by using the questioning process already described in this section ("What is this article about?") to determine the key ideas in each article.  

Next, you use words from these key ideas to form questions to relate the two articles.  

Examples might be:

· "What is the connection between organized crime and youth gangs?"

· "Where (what cities) does organized crime exert influence on youth gangs?" 

· "Why would the mob be interested in youth gangs?"

Suggestions For Effective Reading
1.
The most basic suggestion for effective reading is to have a good study environment--low noise level, good light, and comfortable space.

2.
Make sure your eyes are in good condition.  The increased reading load of college could require your first glasses or a change of glasses.  If you need them, do not delay.

3.
If you are reading in the library, do not look up whenever anyone walks past; it is both a mental and a physical (eye) disturbance.  Occasionally, however, when you are reading for a long period of time, do look away at something in the distance to rest your eyes.  (You can do this during the recite step of SQ3R.-Survery, question, read, recite and review, page 35)

4.
Consciously formulate a purpose for your reading before you start (not "because it was assigned") and adjust your reading techniques accordingly.  Some purposes for reading are:

· to absorb all of the main and supporting points

· to grasp the main points

· to find answers to questions

· to skim for something specific (e.g.. a name)

· to evaluate the content

· to apply the content

5.
Work smarter, not harder, by jotting down questions you need to ask in class and meanings of new vocabulary.  Why trip over a word many times when you can look it up in the dictionary once?  Read with a dictionary at your side. 

6.
Move only your eyes; whispering the words, moving your lips, tensing your vocal cords, or pointing to the line all slow you down.  You may occasionally want to read a complex passage aloud to make sense of it, but do not do this all of the time.

7.
Move your eyes forward; do not regress.  Regression occurs when you move your eyes back within a line or back up the page.  Poor readers do this often.  You probably find yourself doing it when your mind wanders and you realize you have not understood what you have read.  To break the habit, move a 5 x 8 card down the page, covering material as you read.  You will realize when and how often you regress.  When the habit is broken, give up the card.

Suggestions For Effective Reading (Cont’d)
8.
If you understand the physical process of reading, you can speed up to some degree.   The eye moves across the page in jumps called saccades.  Each point at which it stops is a fixation.  The bigger each fixation is (i.e., the more words in it), the faster you read.  You move your eyes from the end of one line to the beginning of the next in a return sweep.  Aiming your return sweep about 1 cm into the line, instead of at the start of the line, means your first fixation is full of print.  Doing the same at the end of the line as well increases efficiency.  Try drawing a light vertical line about 1 cm from each margin to practice this.

Caution:  Do not practice on serious reading; try it on something light.  People learning speed reading often practice on the newspaper; because the columns are narrow, they make just one fixation per line, avoiding return sweeps altogether.

9.
Compare improving reading efficiency to athletics.  The athlete who is attempting to run faster, jump higher, or lift more weight must both push him/herself and concentrate on technique.  If you push yourself to read a tiny bit faster than is comfortable, you will have to concentrate hard on the content.  Your mind will have less chance to wander.  You may even finish faster!

10.
Be conscious of your reading habits.  Change the poor ones using some of the techniques in this section.  Notice which techniques work well on your assignments and actively plan to keep using them.  Practice reading faster on any light reading--even for five minutes a day.  During your college career, you will read thousands of pages.  Even a minuscule improvement in reading speed and efficiency will save you countless hours in the long run.

SUGGESTIONS FOR MANAGING STUDY TIME
1.
Be realistic in establishing a schedule.


· Study for shorter periods of time at the beginning of the term until you are used to working with the material.  Let your “study muscles” build up gradually.

· Allot at least some time to each course, allowing more time for the subjects which are most difficult for you.

· Avoid the temptation to do the easy tasks first; you may be too tired to do the difficult ones later.

· Be flexible enough in your scheduling to allow for the unexpected or the unusual--an assignment that takes a large block of time all at once, some especially difficult reading, or a friend who needs help.

2.
Study material in “chunks.”  It is much less formidable that way!

· Ideally, study until you completely understand whatever has been assigned.

· When assignments are long, study until you have covered a complete section before taking a break or before postponing the remainder for another session.

· “Chunking” will help you to identify specific areas that you do not understand.  Make note of these and ask your teacher about them.

3.
Set priorities for studying, keeping in mind due dates and difficulty of each subject.  Do not neglect starting long-term projects.  For example, if you are assigned a research paper, choose a topic and do some initial reading about it early in the term.  You will feel more at ease about your paper.  More importantly, your brain will be processing the input you have given it.  You will not necessarily even be aware of this “painless” process, but you will be more capable of dealing with the content and structure of your project each time you return to it.

4.
Establish specific (and realistic) goals for each study session.  Take a moment to relate these to your weekly and monthly goals.  Regularly review your long-term goals--the two-year, five-year, and even lifetime goals.  This habit will encourage you in times of difficulty and add to the enjoyment of your successes.

5.
Manage short periods of time efficiently, too.  Make conscious decisions about how you will spend the extra moments in 10-minute breaks and lunch hours.  Choose to socialize, study, or do errands; do not just be led by whatever is happening around you. 

SUGGESTIONS FOR MANAGING STUDY TIME (Cont’d)

6.
Know your own biological clock and schedule accordingly.  If you are a “morning person,” for instance, get up early to do some of your homework before classes start.  Avoid being a zombie in late night study sessions, even though your friends might be working quite effectively at those times.

7.
Reviewing material should have an important place in your schedule.  Forgetting sets in very rapidly.  For example, you can lose half of what you hear within 24 hours if you do not review it in some manner.  Think of the process of remembering a joke.  If you review it by telling it frequently, you will recall it easily, perhaps for years.

· Review notes and reading in the few minutes before the start of a class, especially if you are expected to participate in discussion.  You will be “in gear” for the class.

· Take a few moments at the end of a class (or at the end of the day) to look over the notes you have taken.  Fix the messes and apply the Cornell method or another note-taking strategy. [See section on Note Taking.]

· Distribute review time for a test.  Six one-hour sessions are better than one six-hour session.  You will be more alert, and you will utilize the process described in point 3 above.  

· When you have to cram for an exam, it usually means that your time-management system has broken down.  But you can still manage cram time to your (short-term) advantage, for example by being selective of the material you study.  For more information about emergency cramming, look at the section on cramming in the text Becoming a Master Student, on reserve in the Resource Centre.

8.
Read assignments at the most appropriate time.  One teacher may want you to read material before a corresponding lecture so that what she says will clarify the reading.  Another teacher may prefer to lecture first and have you follow up with reading to reinforce what he has said.  If your teachers have not indicated best times for reading assignments in their course outlines, ask them.

9.
Taking breaks during a study session requires the ultimate in time-management skills.

· Limit your break to a set period of time or a set activity (e.g. putting kids to bed).

· Your body and brain need energy and oxygen to study.  Fuel yourself!  Walking in the night air and eating a crisp apple beat flopping in front of the T.V. with a bag of chips as break activities.  Remember, your objective is studying.   (If, however, your objective is to watch T.V., choose to do so, plan it, and enjoy it.)

SUGGESTIONS FOR MANAGING STUDY TIME (Cont’d)

· Vary activity.  Do not take a break from studying math to do the bills; instead, vacuum, shower, or howl at the moon.  Nevertheless, remind yourself that you are studying and will be going back to the books.

· Be aware of the difference between mental and physical fatigue.  You might find yourself asleep on a textbook but unable to sleep if you then go to bed.  Perhaps you were more bored or frustrated than tired.  A break or a switch to an easier subject might renew your concentration at such a time.

10.
While you are a college student, you may have to schedule the rest of your life more carefully than you are accustomed to doing.

· Keep a reasonable balance between work and leisure.  You know which way your own scale is most likely to tip. 

· Reward yourself with recreation activities of appropriate duration.  A week's hard work merits a Friday night out; an hour's work on your research paper after school might be better rewarded with a phone call to a friend or a leisurely walk home.

· Special events will arise--an illness, a family emergency, a surprise visit from a friend.  Staying on top of your studies will enable you to take these in stride more readily. 

· Make the people in your life (family, roommates, friends) your support group.  Let them know that you will make time for them but that your success at college depends on their cooperation.

11.
Find a time-management tool you are comfortable using--a pocket calendar, and electronic organizer, the Instaguide, a calendar in your binder--and use it faithfully.  Record school, social, family, and work-related items and activities that you need to remember.  Once you have written something down, you do not have to expend energy remembering it. 
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12. Be realistic about your strengths, limitations, and potential.  Assess your time-management strategies often.  In most cases you can give yourself a pat on the back--or a kick in the pants--more effectively than anyone else can. 

SUGGESTIONS FOR MANAGING STUDY TIME (Cont’d)

13.  Pay special attention to time management in online and hybrid courses. Taking courses completely or partially online requires all of the study skills mentioned in this section along with these additional skills:
· You must supply the motivation. Many students find it tempting to procrastinate in hybrid or on line courses because they do not have to encounter the teacher directly as they do in face to face courses; however, the work is still required, often on very strict deadlines.
· Observe the timeline set out by the teacher for readings and assignments. Print the course syllabus and keep it where you can refer to it weekly. 
· Take advantage of every opportunity to learn about Blackboard. Staff are available in the Online Learning Centre to help you with difficulties. Have a plan in place in case of a technical breakdown and always back up assignments. Be ready with the mechanical aspects of taking the course so that you can focus on learning the material. 
· When you choose a course, research it carefully, paying particular attention to the information coming from the college. You are more likely to meet the requirements if you choose something that interests you and that you can relate to your life. Ask “How can I use this in my future?  
· Use email, discussion board, and announcements to communicate often with your course teacher and classmates.  Some teachers also arrange at least one face to face meeting.  Check the gradebook and your college email account regularly.  All of these means of communication are critical to your success.
SUGGESTIONS FOR EFFECTIVE STUDY
1.
Your study environment is very important.  Spend some time and money, if necessary, to set it up properly.  Think of it as part of your investment in your education.

· Essentials are a stable, adequately sized work surface, good light, and a comfortable chair.  Options are almost limitless, but shelf and file space are at the top of the list. 

· If your home study area includes a computer, non-glare lighting is very important.  

· As well, you must pay attention to the arrangement of the keyboard, mouse, and monitor to avoid repetitive strain injury.  As a general rule, your feet should rest on the floor; your knees, hips, and elbows should be bent at about 90 degrees; and your chin should be level or tilted slightly down.  If you have any physical disabilities such as back pain, it is important to research the proper set-up of your computer and to invest in furnishings that ensure good body mechanics. 

· Keep study supplies--paper, pens, pencils, stapler, white-out, etc.--at hand.  If your work surface doubles as the kitchen table, keep supplies in one box or drawer so that you never have to waste time looking for them. 

· Your study place should be quiet, and many research studies prove this.  That is bad news for people addicted to studying with the T.V., stereo, or radio on.  If you are a “noise addict,” at least forget the T.V.--it is a visual distraction as well.  Experiment with different kinds of music as background, noting which seem to give you the greatest powers of concentration.  If you live in a noisy environment, consider spending a share of your study time in the college or public library. 

· Study in the same place as often as possible.  After a while the “power of suggestion” aids concentration; i.e., your subconscious mind associates being in that place with studying. 

2.
Consider who is in your study environment, when, and for what purpose.

· Most people study better alone when covering material such as a reading assignment.

· Partner and group study are very valuable when they build on initial work you have done by yourself.  Studying with others helps you to clarify ideas and to try on new ones.  Group study involves speech, another way of processing material that you have read, listened to, and written about.  The result is better retention of that material. 

SUGGESTIONS FOR EFFECTIVE STUDY (Cont’d)
· Effective study groups are composed of people who try equally hard (not necessarily those of equal intellectual ability).  Martyrs and leeches have no place!  [See the section on study groups in Becoming a Master Student for more information.]

3.
Attend!  Attend!  This point is not a suggestion; it is a prescription for success in classes.  Be there in body and in mind.  In a survey, Pembroke Campus teachers cited lack of attendance as a major reason for students’ failure or poor performance.  The same teachers noted regular attendance, preparedness, and participation as main factors contributing to students’ success.  College curriculum is set up to depend on your attendance; often you cannot learn the material in any other way.  Finally, consider this point:  If you account for all factors (direct costs, living expenses, lost wages, etc.) in your investment in college, an hour’s class time costs you between $50-60.  Would you skip a concert if you had paid that much for the ticket?

4.
In the classroom sit in the area that gives you the best opportunity for taking in the lesson, up front for most people.  One study found that students who sat in a V-shaped area (teacher at the point of the V) out to about 25 feet (7-8m) earned higher marks.  A good reason for sitting in the back is to observe the interaction of a discussion class; poor reasons are lack of being prepared or lack of involvement in the class.  

5.
Concentrate on what your teacher is saying, not on his/her distracting mannerisms or style of speech or dress.  Acknowledge mannerisms and get past them.  Chances are that your teacher will not change to suit you. 

6.
Ask questions when you do not understand.  If you are confused, other students probably are, too, and will be relieved when you ask.. 

7.
Class time is concentrated learning time, a “meeting of minds” of students and their teacher.  Make the most of it.  Develop the habit of participating early in a course; raising your hand becomes more difficult as the term progresses.  Students can play a major role in enhancing the classroom learning environment by answering and asking questions and by encouraging the participation of others.  
 SEQ CHAPTER \h \r 12PREPARING FOR TESTS AND EXAMS

· Surrounding details
1.
All of the hints given thus far apply to exam preparation, particularly those in the section on Effective Study.  If your reading is done, your assignments caught up, your notes organized, your study area and companions in place, then studying for a test should be routine.

2.
Include in your notes hints given by your teacher about exam content and format.  Mark items that your teacher particularly emphasized for special study.  Also note any clues that would help you to relate parts of the material; for example, your teacher may point out how parts of a lab or a reading assignment fit in with the lecture.

3.
You have a right to know the format of the exam, so ask if your teacher doesn’t volunteer the information.  Whether it is to be essay, multiple choice, quantitative, or a mixture, whether it is to be one hour or two, may make a slight difference in how you prepare.

4.
Your teacher may also give the class some hints on how to study.  After all, she/he had to learn the material once, too.  For example, your teacher may suggest working certain examples, making a comparative table, or rereading a case study.  If you want to inquire about the test, keep away from statements such as “Do we have to know....” (which sounds as if you don’t want to bother) and stick to something like “I want to be sure to remember this, so would you give me a few suggestions on how to approach studying for the test?”

5.
Your body has to perform in preparing for and writing tests.  Rest it and feed it adequately.  Cramming all night and then gulping coffee instead of eating breakfast may be a student tradition, but it is an effective one that leads straight to decreased performance.

6.
What should you do about a low test score?  

· 
Take every opportunity to learn from your mistakes.  If your teacher goes over the test in class (or offers to see students about it individually), note what you did wrong and how you managed to do it.  The latter will be especially important in writing future tests.

· 
What should you do if you think you deserve more points?  This can be a real source of confrontation between some teachers and students.  Teachers do not respond well to “You didn't give me enough points” or to “What a stupid question!”  You will have better luck with “Would you have another look at this answer?  I think I have included most of the key ideas.”  Remember, an exam and the marking of it are a teacher’s work; nobody, not even a thick-skinned veteran teacher, likes to be unduly criticized. Be subtle.  What you want is to improve your score, not vent your frustration. 

PREPARING FOR TESTS AND EXAMS (Cont’d) 

· 
If you feel like pouting and/or ranting over your performance, that’s okay.  It was your performance, so you have a right to react to it.  But restrain yourself until an appropriate time, pound your pillow later at home.

7.
Here are some things you should know about the jitters, anxiety, and paralysing fear sometimes associated with tests and exams.

· 
Some nervousness is natural and even desirable; it keeps you “on your toes.”

· 
Being prepared is the best way to cope with test anxiety.

· 
Nothing about an exam situation is actually life-threatening or even scary.  We learn the fear and we can unlearn it.

· 
The unpleasant mental and physical sensations of test anxiety that happen during a test occur to some degree during studying for the test.  The exam-anxious person often procrastinates study in order to avoid these sensations.  She or he can be caught up in a cycle of avoidance: poor performance, increased anxiety, avoidance, etc.  If this is happening to you, break the cycle by confronting it with logical thinking; analyze what started and perpetuates your fear.  Plan an intervention (ex. joining a study group) and follow through with it.

· 
Learn and use relaxation techniques before and during the exam.  Simple deep breathing, for instance, relaxes muscles and gives your brain a needed shot of oxygen.

· 
Talk to someone about your feelings.  Classmates, teachers, your Academic Advisor, the counsellor or abilities counsellor, friends, the department secretary, your grandma, everyone wants you to succeed.  Test anxiety is a very common hurdle; no one will think you are strange or weak if you need a little boost to get over it.

Organizing your studying
8.
Do not equate “reading everything over” with studying for a test.  You must actively do something with the material.  What you do depends on the type of course and test.

9.
One excellent way to cover material to be studied is through making an agenda and study sheets.  

· Begin by setting out all of your texts, notes, handouts, anything you will need to study.  

PREPARING FOR TESTS AND EXAMS (Cont’d) 

· Then make a list, a “study agenda,” of all the units the test will cover.  To make your agenda, use the principal organizing factor in the course.  If your teacher closely follows a text, the chapters and/or main chapter headings might supply your agenda.  Make your agenda on a separate, preferably coloured paper and place it where you can see it.

· Next, for each item on your agenda, make a separate study sheet.  The study sheet should be a reminder of everything in your reading, notes, etc. that is associated with that unit.  Note, it is a reminder, not a shrunken copy of your notes.  Use the Cornell recall cues [see Note taking section] in your notes and any other summarizing factors in your materials to make the study sheet.  Use your own knowledge of the content to be covered, too.  You are using the skill of summarizing to do something with the material.

·   The visual component of the study sheet is important, too.  Your creative, pattern-making right hemisphere functions best on visual representations of material, just as your logical, sequential left hemisphere works well with words and numbers.  Use both hemispheres with a study sheet that contains diagrams or classification keys or that shows main ideas with details arranged on radiating lines or in balloons.  You might want to add colour to help you recall.  Students who use this method report feeling calm and confident during exams when they think of the appearance of their study sheets.

·  Once all of your study sheets are made, you will have completed a major portion of your study for a test or exam.  Ideally, you will have done this a few days before the final study session.  The next step involves checking the study sheets against the course materials to ensure that you have not overlooked anything.  Then put aside your notes, text, etc. and study only from your study sheets.

10.
Another way to do something with course material--especially when you have to memorize a number of items--is to use 3x5 cards as flashcards (question on one side, answer on the other).  Keep your cards handy and study them while you wait in line, ride the bus, or eat breakfast.  The “small but mighty” 3x5 is a powerful tool for many students.

11.
When you study for quantitative tests (math, science), you can use many of the suggestions above in addition to practising sample problems.  How you organize the material in your mind is more important than how much you memorize.  Learning skills counsellors at the University of Western Ontario have used a number of research studies to help students succeed in “killer” math and science courses.  They found that unsuccessful students memorize many formulas but have little understanding of how to organize or apply them.  Successful math/science learners understand principles and their application to the real world; they learn key formulas and organize them in such a way that related formulas can be derived from them. 

KEY QUESTION TERMS

The following terms appear frequently in the phrasing of test directions and essay questions.  Know their meaning and answer accordingly.

Analyse -
Separate into parts, causes, effects, etc. and discuss or examine each.

Compare - 
Look for qualities or characteristics that resemble each other.  Emphasize similarities.  [Sometimes “compare” is used to refer to both similarities and differences. If you are in doubt as to the use of the word on a test, be sure to ask.]

Contrast - 
Stress the differences of items mentioned.

Criticize -
Express you judgement about the merit or truth of the factors mentioned.  Support your analysis of these factors, discussing both their limitations and good points.

Define -

Give concise, clear, and authoritative meanings.  Show how the item or idea you are defining differs from other things that might be closely grouped with it.  Do not give lengthy details unless an extended definition is called for.

Describe -
Give characteristics of, relate in sequence, or recount in story form.

Diagram -
Give a drawing, chart, plan, or graphic answer.  Usually you should label a diagram.  In some cases, add a brief explanation.

Discuss -
Examine, analyse carefully, and give reasons pro and con.  Be complete and give details, usually in sentence form.

Enumerate -
Write in list or outline form, giving points concisely one by one.

Evaluate -
Carefully analyse the problem or performance, giving both advantages and limitations.  Emphasize what authorities have to say about it (including your teacher) and give your personal evaluation.

Explain -
Clarify, interpret, and spell out the material you present.  Give reasons for causes and results.  Relate main points and details clearly.  

Illustrate -
Use a figure, picture, diagram, or concrete example to explain or clarify a point or a problem.

Interpret -
Translate, give examples of, solve, or comment on a subject, usually giving your judgement about it. 

KEY QUESTION TERMS (Cont’d)

Justify -

Prove or give reasons for decisions or conclusions, taking care to support your position.

List - 

Write an itemized series of concise statements.  [Caution:  Do not write out a list of items just because you know it, especially if you have been asked to do something else such as “explain one item.”]

Outline -
Organize a description under main points and subordinate points, omitting minor details and stressing the arrangement or classification of things.  Make relationships clear.

Prove -

Establish that something is true by giving factual evidence and/or logical reasons.  On math or science exams demonstrate the formal proof of a principle, neatly showing all work that leads to the conclusion.

Relate -

Show how things are related to, or connected with, each other or how one caused another, correlated with another, or is like another.

Review -
Examine a subject critically, analysing and commenting on the important parts.  [Sometimes in order to “review,” you also need to “summarize” whatever you are commenting on.  Make certain of your teacher’s requirements.]

State -

Present the main points in brief, usually omitting details, illustrations, or examples.

Summarize -
Give the main points or facts in condensed form, like the summary of a chapter, omitting details.  Omit examples unless the entire item is built around an example.

Trace -

In narrative form, describe progress, development, historical events, from some point or origin.

WRITING TESTS AND EXAMS
1.
While you may use some different strategies for objective, essay, and quantitative exams, a few practices should be the same for every type.

· Take note of verbal instructions your teacher may give when passing out the test.  Something may have been lost in the keying-in process, your teacher may have reconsidered requirements, etc.nervous students tend to miss spoken changes as they rush to begin.

· Look through the entire exam to determine what kinds of tasks you have to do and how the points are distributed.  Gauge your time accordingly.

· Read all of the directions carefully.  Many students perform poorly because they fail to notice key words, such as those underlined in the sample directions below:

1.
Circle all of the correct choices.

2. Mark statements T or F.  Rewrite all incorrect statements to make them true.
3. Do six of the ten questions (or problems).
4. List and briefly define the....

5. Compare and contrast ... and ....  Explain their origins.
To avoid making foolish errors, circle key direction words and refer to them as you answer questions.

· Do easier questions first.  They will give you confidence during the initial moments of the exam when you may be nervous.  They will also “warm up” your brain and may trigger memory of material that you will need for more difficult questions. 

· Be as neat as possible.  Make it easy for your teacher to locate the parts of your answer that will give you points.  For example, if three kinds of something are asked for, number them.  Write in pen and bring along a pen of a contrasting colour to write directional comments such as “answer continued on back.”

· If you cannot recall some information, think of something else that is closely related.  This may stimulate your memory--or at least help you to make an intelligent guess.

· Do not be “spooked” by the behaviour of other students, before, during, or after the test.  Avoid taking on other people’s nervousness; you can dispense comfort, but, if you are about to be “infected,” remove yourself (physically or mentally) from overanxious classmates.  Ignore the early leavers, even if you are the last one in the exam room.  Your teacher has given you a block of time to do a thorough job.  Use that time!  If you leave, you will probably just feel miserable as you meet other students who are trading answers and worrying about the ones they missed. 

WRITING TESTS AND EXAMS (Cont’d)

Objective tests
2.
It is not true that objective tests are easier because you have a 50 percent chance on true/false or a 25 percent chance on multiple choice questions.  Nor are they any easier because the material is printed on the test and the student must manipulate it rather than recall all of it.  Good objective questions evaluate your ability to recall and work with material, and you must study to answer them.  In most cases (ex. fill-in-the-blank) you cannot answer if you do not know.
3.
Multiple choice questions probably require the greatest amount of strategy.  They can be written to test various levels of your knowledge.  The “simpler” kind require you to recognize the one right answer.  At a higher level you may need to use acquired skills to make a judgement about the best of several right answers.  [If your teacher uses multiple choice, it is a good idea to ask for a demonstration of the various levels of questions.]

· Always identify key words in the stem (the question part).  If you have trouble with a question, circle these words.  Take note of qualifiers such as “not,” “always,” or “best.”

· Try looking at the stem and thinking of the right answer by recalling your study sheets or the class period when the material was discussed.  Then look for it among the choices.

· Do not disregard the choices “all of the above” or “none of the above.”  Put yourself in the place of your teacher as he/she wrote the exam.  Would it have been difficult to think of three wrong choices and one right one?

· Eliminate as many wrong choices as possible by applying whatever you know about them.  For instance, a choice may contain a word such as “psychic” (making it totally wrong) when the word “psyche” would make it right.  Careful reading will allow you to eliminate these choices.

· As a last resort, guess.  Never leave an item on an objective test blank (except in rare cases when a guessing penalty applies).

4.
Check over your paper before handing it in.  At the very least make sure that you have completed everything.  Some people will argue, on a first-thoughts-best-thoughts basis, that you should not look at your answers.  In most cases this is not logical.  You pick up and recall information as you do the test, and this may cause you to rethink answers to some questions.  If you do change something, be sure you do so only after logical, unhurried thought. 
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Quantitative tests
5.
Math and science tests which require computations seem straightforward:  You do the problems, and you either get the right answer or not.  But you can use certain strategies to improve your performance other than working through the test from beginning to end.

6.
As you begin, consider the order in which you will do the test.  It is generally best to do the easier problems first to build confidence, trigger memory, and make the best use of time.  Your teacher, however, may have constructed the test to follow the progressive difficulty of material taken in class.  In that case, you might prefer to do the problems in the order presented.

7.
Use common sense principles.  Estimate, check for logical and consistent answers, and perform opposite operations as a check.  If you have been taught specific checks related to your field, use them.  Never leave a test early unless you have checked all of your work thoroughly.

8.
Show your work.  Your teacher must be able to evaluate your method of arriving at an answer as well as the answer itself, and sometimes partial credit is given for work shown.  Having the calculations available when the test is returned will also show you where errors occurred and where you need help.

9.
Analyse problems carefully before starting to work on them.  If they are stated numerically, you might try diagramming them and/or stating them in words.  If the problem is in sentence form, circle key words; note the ones which apply to formulas you may need to use.  When a word problem is stated in a long sentence, break it down and restate it in several simple sentences, separating the known from the unknowns.  Relate the problem to a “real world” situation.  For example, if you are being asked to calculate volume, imagine how that amount might appear in a familiar container.

10.
Check your use of the data.  You should use every piece of information, unless your teacher is fond of throwing in an extra bit to test your sorting powers.  If you feel something is missing, look in previous problems.  A sequence of problems or a progressive derivation of formulas may be part of the test.
· Essay tests
11.
An essay test requires more planning before you begin writing than do the other two types of tests, perhaps as much as five to seven minutes per hour allowed. 
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· To begin planning, read over the entire test.  Look at points per question and degree of difficulty and plan your time accordingly.

· Read every question carefully.  Circle key words such as those found in the previous section on question terms.  Number parts of the question and later number corresponding parts of your answer in the same way.  Note whether you are being asked to reconstruct course content or to give your own opinions or both. As you analyse each question, make a mini-outline in the margin of the test paper (or on your test paper) of what your answer will contain.  This part of your planning will prevent you from “stealing your own thunder” by writing information for one answer that properly belongs with another.  Mini-outlines also give you a warm-up, instill confidence, and put your versatile brain to work on the whole test while your attention is focused on individual questions.  As you write, keep adding to your mini-outlines as information pops into your conscious mind.

12.
Just before you begin to write an answer, look at your mini-outline and decide how you will organize what you have to say
.

For instance, if the question calls for a comparison, will you compare the two items point by point or tell everything about one before moving on to the other?  Which approach will be most efficient to write and most likely to be awarded points?

13.
Write a topic sentence (or in the case of a lengthy essay answer, a brief introductory paragraph containing the main idea) to serve as a guide for your writing and your teacher's reading.  

As you write, refer to your mini-outline.  Use transitions, numbers, letters, or underlined labels to direct your teacher to the various parts of your answer.  No one expects an essay test to be polished, but you should use principles of good writing in order to make it as clear as possible.

14.
What if you are not sure of an answer?  Should you guess?  It is better to give a concise version of what you think might be right than to leave a complete blank.  Do not, however, pad an answer on the assumption that amount of writing equals amount of points.  Some teachers become so impatient with this tactic that they give the answer a zero.  The student, thereby, loses whatever crumbs of useful information she/he might have written.

15.
Watch the time.  Starting with an easy question makes sense, but do not be trapped into writing more than is necessary just because you know so much about that one.  If you run out of time, write at least a main idea statement for each remaining question. 
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16.
Proofread your paper in any time remaining--even though you would probably love to get out of the room. 

•
Do whatever you can to make your answers more readable (and legible!).  Your teacher may say that he/she does not subtract points for spelling errors, but you can be sure that simple mistakes, such as “there” for “their,” detract from your credibility.

•
You will almost certainly have thought of additional bits of information as you did the test, and you can add these.  If you cannot fit them in smoothly, just label them additions and use your contrasting colour pen to direct your teacher to them.

Other Kinds of Tests
17.
Open-book/note tests require study; do not be fooled into thinking they do not.  Mark pages you will need to refer to with post-its (loose markers fall out).  

18.
Take-home tests signal high expectations.  Your teacher has every reason to expect polished writing and a neat presentation.

19.
Lab tests require you to move from station to station in a lab area, usually to identify specimens.  Moving with other students in a timed sequence puts pressure on everyone.  Comply with the timing and do not talk; just focus on the task.  You can prepare for these tests by examining as many specimens as possible to gain familiarity.  Ask your teacher to arrange extra lab time so that you will have access to them.

20.
Skill tests in lab, placement, or clinical evaluations are high-pressure situations.  You can prepare for them by 1) carefully listening to and learning each step of the performance, including precautions, and 2) reminding yourself of these steps (say the words aloud and later mentally) as you repeatedly practice the skill.  Although the skill will eventually become automatic if you use it often, at the time when you are being evaluated you will probably need to rely on mentally speaking the steps. 

21.
Group tests can be an effective pooling of brain power--or a disaster in human relations.  Your teacher may be, directly or indirectly, testing your ability to work in a team.  The suggestions about group study in the section “Effective Study Habits” will help your group to prepare.  It is useful to have a discussion of your individual and team strengths before the test and to stay conscious of how the group is working at all times.
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