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Listening	
  
	
  
Listening	
  is	
  not	
  the	
  same	
  thing	
  as	
  hearing.	
  Doing	
  it	
  effectively	
  requires	
  concentration	
  and	
  
energy.	
  Like	
  time	
  management,	
  developing	
  good	
  listening	
  skills	
  promotes	
  success	
  in	
  school	
  
as	
  well	
  as	
  in	
  a	
  career.	
  It	
  is	
  really	
  a	
  life	
  skill.	
  Developing	
  good	
  listening	
  skills	
  is	
  the	
  essential	
  
first	
  step	
  to	
  developing	
  good	
  note	
  taking	
  skills.	
  
	
  
Most	
  people	
  think	
  they	
  are	
  good	
  listeners,	
  but	
  studies	
  show	
  that	
  most	
  of	
  us	
  use	
  less	
  than	
  
25%	
  of	
  our	
  listening	
  potential.	
  Active	
  listening	
  is	
  a	
  focused,	
  consuming	
  activity	
  that	
  
requires	
  energy,	
  concentration,	
  and	
  discipline.	
  
	
  
Good	
  listeners	
  are	
  highly	
  valued.	
  They	
  make	
  good	
  students,	
  friends,	
  roommates,	
  parents,	
  
teachers,	
  managers,	
  employees,	
  and	
  co-­‐workers.	
  Think	
  for	
  a	
  minute	
  of	
  a	
  person	
  that	
  you	
  
would	
  consider	
  a	
  good	
  listener.	
  It	
  may	
  not	
  be	
  easy	
  because	
  there	
  aren't	
  a	
  lot	
  of	
  really	
  good	
  
listeners	
  out	
  there.	
  After	
  you	
  have	
  that	
  person	
  in	
  mind,	
  ask	
  yourself	
  this	
  question:	
  "Did	
  you	
  
like	
  that	
  person?"	
  It	
  is	
  pretty	
  hard	
  not	
  to	
  like	
  a	
  good	
  listener.	
  Active	
  listening	
  shows	
  respect	
  
and	
  caring	
  and	
  is	
  one	
  of	
  the	
  best	
  gifts	
  one	
  person	
  can	
  give	
  another	
  person.	
  
	
  
You	
  can	
  develop	
  active	
  listening	
  skills.	
  Chances	
  are	
  if	
  you	
  are	
  not	
  happy	
  with	
  your	
  note	
  
taking	
  skills,	
  it	
  may	
  be	
  related	
  to	
  your	
  listening	
  skills.	
  
	
  
Steps	
  to	
  take	
  to	
  develop	
  good	
  listening	
  skills:	
  
	
  
Apply	
  Yourself.	
  You	
  must	
  want	
  to	
  be	
  a	
  better	
  listener,	
  and	
  you	
  must	
  accept	
  the	
  fact	
  that	
  
listening	
  is	
  an	
  active	
  rather	
  than	
  a	
  passive	
  activity.	
  Applying	
  yourself	
  includes	
  being	
  
prepared.	
  Read	
  your	
  textbook	
  and	
  go	
  over	
  your	
  lecture	
  notes	
  from	
  the	
  previous	
  class	
  
before	
  going	
  to	
  class.	
  
	
  
Be	
  Open.	
  Don't	
  form	
  opinions	
  about	
  your	
  instructor	
  that	
  cause	
  you	
  to	
  tune	
  out.	
  You	
  may	
  
not	
  like	
  his	
  or	
  her	
  mannerisms	
  or	
  presentation	
  style,	
  but	
  don't	
  let	
  these	
  factors	
  interfere	
  
with	
  how	
  you	
  listen.	
  Postpone	
  judgment	
  and	
  be	
  open	
  to	
  new	
  information	
  even	
  though	
  you	
  
might	
  not	
  agree	
  with	
  it.	
  
	
  
Be	
  Alert	
  and	
  in	
  the	
  Present.	
  Paying	
  attention	
  is	
  vital	
  for	
  active	
  listening.	
  It's	
  true	
  that	
  
everyone's	
  mind	
  wanders	
  during	
  a	
  long	
  lecture,	
  but	
  being	
  mentally	
  preoccupied	
  is	
  a	
  major	
  
barrier	
  to	
  effective	
  listening.	
  Active	
  listening	
  requires	
  that	
  you	
  be	
  attentive	
  and	
  live	
  totally	
  
in	
  the	
  moment.	
  If	
  you	
  tell	
  yourself	
  that	
  you	
  can	
  read	
  the	
  material	
  later	
  or	
  copy	
  your	
  notes	
  
over,	
  you	
  won't	
  be	
  attentive.	
  Sit	
  near	
  the	
  front	
  where	
  you	
  can	
  make	
  eye	
  contact	
  with	
  the	
  
instructor.	
  This	
  helps	
  keep	
  your	
  attention	
  focused.	
  
	
  
Predict	
  Questions.	
  Since	
  listening	
  is	
  an	
  active	
  process,	
  try	
  getting	
  involved	
  by	
  asking	
  
yourself	
  questions	
  as	
  your	
  instructor	
  lectures.	
  
	
  
Observe	
  and	
  Pay	
  Attention	
  to	
  Details.	
  Watch	
  for	
  obvious	
  verbal	
  and	
  nonverbal	
  clues	
  as	
  to	
  
what	
  information	
  is	
  important.	
  Sometimes	
  this	
  is	
  done	
  with	
  key	
  words	
  -­‐-­‐	
  sometimes	
  by	
  
volume,	
  pauses,	
  and	
  cadence.	
  Watch	
  for	
  "organizational	
  patterns"	
  —	
  signal	
  words	
  like	
  then	
  







and	
  next	
  may	
  indicate	
  a	
  "time	
  or	
  chronological	
  pattern;”	
  "process	
  patterns"	
  like	
  first,	
  after	
  
this,	
  then,	
  next	
  and	
  finally;	
  "Place	
  or	
  spatial	
  pattern"	
  may	
  include	
  from	
  left	
  to	
  right	
  or	
  high	
  
to	
  low,	
  north	
  to	
  south;	
  Listen	
  for	
  "cause-­‐and-­‐effect	
  patterns,"	
  and	
  "compare	
  or	
  contrast	
  
patterns"	
  with	
  signal	
  words	
  such	
  as	
  similarly,	
  likewise,	
  conversely,	
  and	
  on	
  the	
  other	
  hand.	
  
	
  
Listen,	
  Don't	
  Talk,	
  and	
  Show	
  Interest.	
  The	
  fundamental	
  rule	
  of	
  listening	
  is,	
  be	
  quiet	
  while	
  
the	
  speaker	
  is	
  talking.	
  This	
  is	
  important,	
  obviously,	
  when	
  we	
  are	
  talking	
  about	
  learning	
  
from	
  a	
  lecture,	
  but	
  it	
  is	
  also	
  important	
  in	
  interpersonal	
  relations.	
  To	
  be	
  a	
  good	
  listener,	
  you	
  
don't	
  interrupt;	
  nor	
  do	
  you	
  think	
  about	
  formulating	
  your	
  answer	
  while	
  the	
  other	
  person	
  is	
  
still	
  talking.	
  You're	
  listening	
  actively,	
  and	
  when	
  the	
  other	
  person	
  finishes,	
  then	
  you	
  think	
  
for	
  a	
  second	
  and	
  respond.	
  Act	
  interested	
  whether	
  you	
  are	
  in	
  a	
  large	
  lecture	
  hall	
  or	
  in	
  a	
  one-­‐
on-­‐one	
  conversation	
  with	
  a	
  friend.	
  
	
  
Developing	
  good	
  listening	
  skills	
  can	
  go	
  a	
  long	
  way	
  in	
  helping	
  you	
  develop	
  other	
  good	
  study	
  
skills.	
  








Motivation	
  
	
  
We	
  can	
  take	
  a	
  lesson	
  from	
  athletes	
  and	
  successful	
  musicians	
  when	
  we	
  talk	
  about	
  
motivation.	
  They	
  know	
  that	
  the	
  key	
  to	
  success	
  is	
  motivation.	
  Central	
  to	
  the	
  question	
  of	
  
motivation	
  is	
  setting	
  goals.	
  If	
  you	
  have	
  not	
  set	
  goals	
  that	
  you	
  hope	
  to	
  accomplish	
  in	
  the	
  
immediate	
  future	
  and	
  five	
  or	
  ten	
  years	
  down	
  the	
  road,	
  you	
  may	
  want	
  to	
  take	
  a	
  look	
  at	
  the	
  
section	
  on	
  goal	
  setting	
  before	
  you	
  work	
  through	
  the	
  discussion	
  of	
  motivation	
  and	
  
procrastination.	
  Having	
  goals	
  is	
  also	
  important	
  before	
  progress	
  can	
  be	
  made	
  on	
  personal	
  
time	
  management	
  programs.	
  	
  
	
  
Experts	
  have	
  determined	
  that	
  often	
  students	
  who	
  have	
  problems	
  with	
  motivation,	
  
procrastination,	
  and	
  time	
  management	
  are	
  students	
  who	
  aren't	
  sure	
  why	
  they	
  are	
  in	
  
college.	
  These	
  same	
  students	
  often	
  haven't	
  focused	
  on	
  what	
  their	
  short	
  term	
  and	
  long-­‐term	
  
goals	
  are.	
  Just	
  as	
  athletes	
  must	
  have	
  goals	
  they	
  are	
  striving	
  toward,	
  so	
  students	
  must	
  have	
  
direction	
  in	
  order	
  to	
  develop	
  the	
  positive	
  attitude	
  that	
  is	
  necessary	
  for	
  college	
  success.	
  
Nearly	
  every	
  student	
  will	
  face	
  frustration	
  and	
  become	
  discouraged	
  during	
  his	
  college	
  
career,	
  so	
  motivation	
  becomes	
  very	
  important	
  in	
  helping	
  the	
  student	
  over	
  these	
  difficult	
  
periods.	
  
	
  
	
  Important	
  Strategies	
  for	
  Improving	
  Motivation	
  
	
  
Focus	
  on	
  a	
  positive	
  attitude.	
  No	
  matter	
  how	
  talented	
  you	
  may	
  be,	
  if	
  you	
  do	
  not	
  have	
  a	
  
positive	
  attitude,	
  you	
  are	
  not	
  likely	
  to	
  be	
  successful.	
  Looking	
  on	
  the	
  bright	
  side	
  of	
  situations	
  
helps	
  one	
  build	
  a	
  positive	
  self-­‐image	
  and	
  helps	
  build	
  self-­‐esteem.	
  People	
  who	
  are	
  successful	
  
believe	
  in	
  themselves.	
  Building	
  high	
  self-­‐esteem	
  does	
  not	
  happen	
  without	
  effort;	
  however,	
  
as	
  one's	
  skills	
  improve,	
  successes	
  follow.	
  
	
  
Use	
  positive	
  self-­‐talk	
  and	
  imagine	
  yourself	
  being	
  successful.	
  The	
  high	
  jumper	
  pictures	
  
himself	
  clearing	
  the	
  bar	
  before	
  each	
  jump.	
  Students	
  should	
  picture	
  themselves	
  completing	
  
projects	
  on	
  time	
  and	
  the	
  professor	
  handing	
  them	
  "A"	
  papers	
  and	
  exams.	
  
	
  
Use	
  your	
  goals	
  to	
  help	
  you	
  stay	
  focused.	
  Remind	
  yourself	
  how	
  the	
  tasks	
  you	
  have	
  to	
  
complete	
  are	
  moving	
  you	
  toward	
  achieving	
  one	
  of	
  your	
  goals.	
  
	
  
Work	
  on	
  improving	
  your	
  skills.	
  Perhaps	
  if	
  your	
  reading	
  rate	
  and	
  comprehension	
  were	
  
improved,	
  you	
  would	
  be	
  more	
  successful	
  in	
  your	
  courses.	
  Improving	
  study	
  skills	
  allows	
  for	
  
more	
  effective	
  and	
  efficient	
  study,	
  which	
  leads	
  to	
  greater	
  success.	
  If	
  any	
  of	
  your	
  study	
  skills	
  
(note	
  taking,	
  reading	
  textbooks,	
  memory,	
  listening,	
  test	
  taking,	
  etc.)	
  could	
  be	
  improved,	
  
check	
  out	
  the	
  documents	
  in	
  this	
  PDF	
  or	
  go	
  to	
  Academic	
  Support	
  Services	
  in	
  the	
  Armory	
  for	
  
assistance.	
  
	
  
Develop	
  a	
  supportive,	
  healthy	
  relationship	
  with	
  friends	
  and	
  faculty.	
  Remember	
  the	
  
people	
  you	
  associate	
  with	
  have	
  a	
  lot	
  to	
  do	
  with	
  shaping	
  your	
  attitudes	
  and	
  personality.	
  
Surround	
  yourself	
  with	
  people	
  who	
  have	
  positive	
  attitudes,	
  good	
  habits,	
  happy	
  
dispositions,	
  communicate	
  well,	
  and	
  are	
  fun	
  to	
  be	
  with.	
  These	
  associations	
  can	
  go	
  a	
  long	
  
way	
  in	
  motivating	
  you	
  in	
  positive	
  directions.	
  







	
  
Create	
  balance	
  in	
  your	
  life.	
  It	
  is	
  very	
  difficult	
  to	
  be	
  motivated	
  if	
  you	
  don't	
  feel	
  well,	
  so	
  take	
  
care	
  of	
  yourself.	
  Eat	
  well,	
  get	
  enough	
  sleep	
  and	
  exercise,	
  and	
  take	
  some	
  time	
  off	
  to	
  have	
  fun.	
  
Too	
  much	
  work	
  can	
  lead	
  to	
  burnout.	
  Remember	
  to	
  reward	
  yourself	
  when	
  you	
  accomplish	
  a	
  
task	
  or	
  goal.	
  
	
  
Solve	
  personal	
  problems.	
  It	
  is	
  very	
  difficult	
  to	
  concentrate	
  if	
  you	
  are	
  worrying	
  about	
  
personal	
  problems.	
  Often	
  we	
  "overthink"	
  our	
  problems	
  and	
  become	
  immobilized	
  by	
  them.	
  
Confront	
  problems	
  in	
  a	
  direct	
  and	
  honest	
  manner.	
  Avoiding	
  the	
  issue	
  usually	
  amplifies	
  the	
  
problem.	
  Remember	
  that	
  motivated	
  people	
  realize	
  that	
  worrying	
  about	
  the	
  future	
  or	
  
regretting	
  the	
  past	
  are	
  time-­‐wasting	
  behaviors.	
  
	
  
Develop	
  persistence.	
  Being	
  motivated	
  will	
  get	
  you	
  started	
  on	
  the	
  path	
  to	
  success,	
  but	
  only	
  
persistence	
  will	
  keep	
  you	
  on	
  track.	
  
	
  	
  
Almost	
  all	
  college	
  students	
  have	
  occasional	
  motivational	
  problems;	
  they	
  become	
  frustrated	
  
and	
  discouraged.	
  However,	
  problems	
  with	
  motivation	
  can	
  be	
  indicative	
  of	
  a	
  serious	
  
condition,	
  so	
  if	
  the	
  suggestions	
  mentioned	
  above	
  do	
  not	
  seem	
  to	
  help,	
  consult	
  with	
  
counseling	
  services.	
  








Note	
  Taking	
  
	
  
Lecturing	
  is	
  only	
  one	
  mode	
  of	
  teaching,	
  and	
  for	
  a	
  variety	
  of	
  reasons	
  including	
  the	
  relatively	
  
short	
  attention	
  span	
  of	
  many	
  people,	
  it	
  is	
  often	
  not	
  the	
  best.	
  However,	
  it	
  remains	
  the	
  most	
  
important	
  mode	
  of	
  college	
  teaching,	
  so	
  if	
  students	
  are	
  to	
  be	
  successful	
  in	
  college	
  they	
  must	
  
learn	
  how	
  to	
  get	
  the	
  most	
  out	
  of	
  lectures.	
  The	
  lecture	
  method	
  of	
  teaching	
  is	
  teacher	
  
dominated,	
  is	
  information-­‐laden,	
  and	
  allows	
  for	
  large	
  amounts	
  of	
  material	
  to	
  be	
  covered	
  
quickly.	
  
	
  
Some	
  students	
  try	
  to	
  get	
  down	
  everything	
  the	
  professor	
  says	
  —	
  they	
  are	
  in	
  a	
  way	
  like	
  
stenographers.	
  However,	
  full	
  notebooks	
  of	
  notes	
  create	
  a	
  false	
  sense	
  of	
  security.	
  In	
  reality,	
  
indiscriminate	
  note	
  taking	
  wastes	
  a	
  lot	
  of	
  time	
  because	
  it	
  leaves	
  all	
  the	
  learning	
  until	
  later.	
  
A	
  lecture	
  is	
  a	
  sophisticated	
  intellectual	
  encounter	
  that	
  requires	
  learning	
  and	
  
understanding,	
  not	
  just	
  note	
  taking.	
  It	
  is	
  not	
  enough	
  to	
  say,	
  "I'll	
  write	
  everything	
  down	
  and	
  
worry	
  about	
  what	
  is	
  important	
  later."	
  This	
  prevents	
  one	
  from	
  becoming	
  an	
  active	
  listener.	
  
	
  
Even	
  though	
  the	
  lecture	
  format	
  is	
  not	
  the	
  most	
  effective	
  teaching	
  method,	
  there	
  are	
  things	
  
that	
  students	
  can	
  do	
  to	
  make	
  it	
  work	
  more	
  effectively	
  for	
  them.	
  
	
  
Before	
  the	
  Lecture:	
  Reading	
  and	
  Warming	
  Up	
  
	
  
1.	
  Do	
  the	
  Assigned	
  Reading.	
  If	
  you	
  have	
  not	
  done	
  the	
  reading	
  assignment	
  before	
  the	
  
lecture,	
  then	
  you	
  cannot	
  possibly	
  expect	
  to	
  get	
  much	
  out	
  of	
  the	
  lecture.	
  The	
  lecturer	
  
prepares	
  his	
  or	
  her	
  remarks	
  assuming	
  that	
  the	
  students	
  have	
  read	
  the	
  material.	
  By	
  reading	
  
the	
  material	
  beforehand,	
  one	
  becomes	
  a	
  more	
  active	
  listener.	
  The	
  lecture	
  will	
  come	
  alive	
  
because	
  it	
  will	
  answer	
  questions	
  one	
  had	
  while	
  doing	
  the	
  assigned	
  reading.	
  
	
  
2.	
  Warm	
  Up	
  for	
  Class.	
  Look	
  over	
  the	
  things	
  you	
  have	
  highlighted	
  in	
  your	
  reading,	
  and	
  look	
  
over	
  the	
  notes	
  you	
  have	
  made	
  in	
  your	
  recall	
  column	
  on	
  your	
  notes	
  from	
  the	
  previous	
  class	
  
period.	
  
	
  
During	
  the	
  Lecture:	
  Taking	
  the	
  Right	
  Kind	
  of	
  Notes	
  
	
  
1.	
  Identify	
  the	
  Main	
  Ideas.	
  Good	
  lecturers	
  organize	
  their	
  lecture	
  around	
  several	
  key	
  points.	
  
Effective	
  note	
  taking	
  is	
  identifying	
  and	
  writing	
  down	
  these	
  important	
  ideas.	
  It	
  is	
  good	
  to	
  
supplement	
  these	
  key	
  ideas,	
  but	
  the	
  main	
  focus	
  of	
  note	
  taking	
  should	
  be	
  on	
  key	
  points.	
  As	
  
you	
  listen	
  to	
  a	
  lecture	
  keep	
  two	
  things	
  in	
  mind:	
  general	
  material	
  (main	
  idea)	
  and	
  specific	
  
information	
  (supporting	
  details).	
  Most	
  lecturers	
  have	
  a	
  way	
  of	
  expressing	
  key	
  ideas	
  —	
  
change	
  their	
  tone	
  of	
  voice	
  or	
  repeat	
  themselves,	
  some	
  give	
  main	
  ideas	
  by	
  asking	
  questions	
  
that	
  generate	
  discussion.	
  And	
  always	
  ask	
  yourself	
  "What	
  does	
  my	
  instructor	
  want	
  me	
  to	
  
know	
  at	
  the	
  end	
  of	
  today's	
  session?"	
  Don't	
  fall	
  into	
  the	
  trap	
  of	
  trying	
  to	
  get	
  every	
  thing	
  
written	
  down.	
  Become	
  an	
  active	
  listener	
  identifying	
  main	
  ideas	
  and	
  looking	
  for	
  
connections.	
  
	
  
2.	
  Leave	
  Space	
  for	
  a	
  Recall	
  Column.	
  Leave	
  about	
  21/2	
  inches	
  on	
  the	
  left	
  side	
  of	
  each	
  page	
  
(recall	
  column)	
  and	
  record	
  the	
  notes	
  taken	
  in	
  class	
  to	
  the	
  right	
  of	
  the	
  line.	
  The	
  recall	
  







column	
  remains	
  blank	
  while	
  you	
  are	
  taking	
  notes,	
  but	
  one	
  uses	
  it	
  to	
  note	
  main	
  ideas	
  and	
  
important	
  details	
  as	
  one	
  sifts	
  through	
  his/her	
  notes.	
  These	
  become	
  powerful	
  study	
  devices	
  
for	
  reviewing	
  for	
  exams.	
  This	
  method	
  of	
  taking	
  notes	
  is	
  commonly	
  referred	
  to	
  as	
  the	
  
"Cornell	
  System	
  of	
  Note	
  Taking."	
  
	
  
After	
  the	
  Lecture:	
  Filling	
  in	
  the	
  Recall	
  Column,	
  Reciting,	
  and	
  Reviewing	
  
	
  
1.	
  Highlight	
  the	
  main	
  ideas.	
  As	
  soon	
  as	
  possible	
  following	
  the	
  lecture,	
  take	
  5	
  or	
  10	
  minutes	
  
to	
  review	
  your	
  notes	
  and	
  select	
  key	
  words	
  or	
  phrases	
  that	
  will	
  identify	
  main	
  ideas.	
  
Highlight	
  the	
  main	
  ideas	
  and	
  write	
  them	
  in	
  the	
  recall	
  column	
  of	
  your	
  notes.	
  
	
  
2.	
  Use	
  the	
  Recall	
  Column	
  to	
  Recite	
  Your	
  Notes.	
  Cover	
  the	
  more	
  detailed	
  notes	
  on	
  the	
  right,	
  
and	
  use	
  only	
  your	
  notes	
  in	
  the	
  recall	
  column	
  to	
  recite	
  out	
  loud	
  a	
  brief	
  summary	
  of	
  what	
  you	
  
understood	
  from	
  the	
  class.	
  You	
  might	
  also	
  want	
  to	
  ask	
  your	
  instructor	
  to	
  take	
  a	
  look	
  at	
  your	
  
recall	
  column	
  to	
  see	
  if	
  you	
  are	
  doing	
  a	
  good	
  job	
  of	
  identifying	
  main	
  points.	
  
	
  
3.	
  Review	
  the	
  Previous	
  Day's	
  Notes	
  Before	
  the	
  Next	
  Class	
  Session.	
  As	
  you	
  are	
  waiting	
  for	
  
class	
  to	
  begin,	
  review	
  quickly	
  the	
  notes	
  from	
  the	
  previous	
  session.	
  This	
  will	
  put	
  you	
  in	
  tune	
  
with	
  the	
  lecture,	
  which	
  is	
  about	
  to	
  begin	
  and	
  will	
  also	
  prompt	
  you	
  to	
  ask	
  questions	
  about	
  
those	
  things	
  which	
  are	
  not	
  clear	
  to	
  you.	
  
	
  
This	
  three	
  step	
  process	
  is	
  powerful	
  because	
  you	
  are	
  encountering	
  the	
  same	
  material	
  in	
  
three	
  ways:	
  (1)	
  active	
  listening	
  and	
  writing,	
  (2)	
  reading	
  and	
  summarizing	
  in	
  the	
  recall	
  
column,	
  and	
  (3)	
  saying	
  aloud	
  what	
  you	
  understand	
  from	
  class.	
  Recitation	
  is	
  a	
  particularly	
  
effective	
  guard	
  against	
  forgetting.	
  The	
  very	
  act	
  of	
  verbalizing	
  concepts	
  gives	
  your	
  memory	
  
sufficient	
  time	
  to	
  grasp	
  them.	
  Having	
  a	
  good	
  memory	
  really	
  means	
  having	
  an	
  organized	
  
method	
  of	
  capturing	
  and	
  recalling	
  whatever	
  our	
  mind	
  encounters,	
  and	
  recitation	
  bolsters	
  
this	
  practice.	
  
	
  
In	
  order	
  for	
  this	
  system	
  to	
  work,	
  it	
  is	
  important	
  to	
  do	
  the	
  recall	
  and	
  recitation	
  as	
  soon	
  after	
  
class	
  as	
  possible,	
  but	
  never	
  delay	
  it	
  more	
  than	
  one	
  day	
  because	
  you	
  will	
  have	
  forgotten	
  too	
  
much	
  material.	
  
	
  
Another	
  helpful	
  hint	
  is	
  to	
  compare	
  your	
  notes	
  with	
  a	
  friend	
  in	
  the	
  same	
  class.	
  Discuss	
  your	
  
notes	
  with	
  this	
  friend	
  —	
  why	
  you	
  thought	
  something	
  was	
  a	
  main	
  idea,	
  etc.	
  
	
  
This	
  material	
  was	
  summarized	
  from:	
  Gardner	
  and	
  Jewler,	
  Your	
  College	
  Experience:	
  
Strategies	
  for	
  Success.	
  








Procrastination	
  
	
  
Putting	
  things	
  off	
  —	
  we	
  all	
  do	
  it,	
  but	
  for	
  some	
  college	
  students,	
  procrastination	
  is	
  a	
  very	
  
serious	
  problem.	
  As	
  a	
  result	
  of	
  putting	
  things	
  off,	
  we	
  often	
  feel	
  guilty,	
  lazy,	
  inadequate	
  or	
  
stupid,	
  none	
  of	
  which	
  is	
  conducive	
  to	
  good	
  performance.	
  If	
  you	
  find	
  you	
  are	
  constantly	
  
turning	
  in	
  assignments	
  late	
  and	
  have	
  a	
  hard	
  time	
  motivating	
  yourself	
  to	
  get	
  started	
  with	
  
studying	
  or	
  projects,	
  you	
  may	
  have	
  a	
  serious	
  procrastination	
  problem.	
  For	
  someone	
  who	
  
does	
  have	
  a	
  procrastination	
  problem,	
  it	
  is	
  extremely	
  important	
  to	
  set	
  up	
  a	
  time	
  
management	
  plan.	
  Designing	
  a	
  good	
  time	
  management	
  program	
  and	
  then	
  sticking	
  to	
  it	
  can	
  
be	
  very	
  effective	
  in	
  overcoming	
  procrastination.	
  However,	
  time	
  management	
  is	
  very	
  
difficult	
  for	
  a	
  lot	
  of	
  college	
  students,	
  especially	
  those	
  who	
  tend	
  to	
  procrastinate.	
  
	
  
Possible	
  reasons	
  for	
  procrastination:	
  
	
  
Lack	
  of	
  relevance	
  —	
  if	
  you	
  are	
  not	
  interested	
  in	
  the	
  project	
  you	
  may	
  find	
  it	
  easy	
  to	
  
postpone	
  starting	
  it.	
  
	
  
Fear	
  of	
  the	
  unknown	
  —	
  being	
  uncertain	
  about	
  your	
  skills	
  for	
  a	
  project	
  can	
  make	
  it	
  difficult	
  
to	
  begin.	
  
	
  
Perfectionism	
  —	
  some	
  students	
  set	
  such	
  high	
  standards	
  for	
  themselves	
  that	
  it	
  is	
  very	
  
difficult	
  to	
  begin	
  because	
  the	
  goals	
  they	
  set	
  are	
  unattainable.	
  
	
  
Anxiety	
  about	
  evaluation	
  —	
  sometimes	
  students	
  are	
  so	
  worried	
  about	
  how	
  they	
  will	
  be	
  
evaluated	
  that	
  the	
  anxiety	
  interferes	
  with	
  their	
  ability	
  to	
  accomplish	
  the	
  task.	
  
	
  
Some	
  suggestions	
  for	
  coping	
  with	
  procrastination:	
  
	
  
Note	
  how	
  you	
  procrastinate:	
  Do	
  you	
  underestimate	
  the	
  time	
  needed	
  to	
  complete	
  a	
  task	
  
successfully	
  or	
  overestimate	
  your	
  ability;	
  do	
  you	
  substitute	
  one	
  "worthy	
  activity"	
  for	
  
another,	
  thus	
  avoiding	
  the	
  task	
  at	
  hand;	
  do	
  you	
  persevere	
  on	
  only	
  one	
  portion	
  of	
  a	
  project	
  
or	
  do	
  you	
  find	
  deciding	
  between	
  alternative	
  choices	
  paralyzing;	
  do	
  you	
  convince	
  yourself	
  
that	
  a	
  mediocre	
  performance	
  is	
  acceptable,	
  and	
  do	
  you	
  allow	
  distractions	
  (friends,	
  
telephone	
  calls,	
  etc.)	
  to	
  control	
  your	
  study	
  time?	
  Understanding	
  how	
  you	
  procrastinate	
  is	
  
the	
  first	
  step	
  to	
  doing	
  something	
  about	
  it.	
  
	
  
Note	
  what	
  your	
  procrastination	
  is	
  doing	
  to	
  the	
  attainment	
  of	
  career	
  or	
  personal	
  goals.	
  
Break	
  big	
  projects	
  down	
  into	
  smaller	
  segments.	
  Make	
  a	
  list	
  of	
  each	
  segment	
  to	
  be	
  
accomplished	
  and	
  then	
  cross	
  off	
  each	
  as	
  it	
  is	
  completed.	
  
	
  
Write	
  an	
  intention	
  statement	
  where	
  you	
  not	
  only	
  set	
  some	
  goals	
  for	
  your	
  project,	
  but	
  you	
  
identify	
  a	
  reward	
  for	
  when	
  those	
  goals	
  are	
  accomplished.	
  After	
  you	
  have	
  written	
  your	
  
intention,	
  tell	
  someone	
  close	
  to	
  you	
  about	
  it.	
  One	
  very	
  effective	
  way	
  to	
  combat	
  
procrastination	
  is	
  to	
  make	
  yourself	
  accountable	
  to	
  someone	
  whose	
  approval	
  you	
  respect.	
  
	
  







Make	
  yourself	
  accountable	
  to	
  the	
  person	
  who	
  will	
  be	
  evaluating	
  you.	
  Set	
  up	
  a	
  time	
  to	
  have	
  
your	
  professor	
  go	
  over	
  your	
  outline	
  or	
  your	
  opening	
  paragraph.	
  Make	
  these	
  appointments	
  
well	
  before	
  the	
  paper/project	
  is	
  due.	
  
	
  
Be	
  reasonable	
  about	
  what	
  you	
  can	
  accomplish,	
  and	
  remember	
  to	
  schedule	
  relaxation	
  time	
  
as	
  well	
  as	
  task	
  time.	
  This	
  helps	
  you	
  to	
  feel	
  less	
  resentful	
  of	
  the	
  task.	
  
	
  
Visit	
  Academic	
  Support	
  Services.	
  Resources	
  are	
  available	
  to	
  help	
  with	
  procrastination.	
  
Remember	
  that	
  if	
  your	
  procrastination	
  problem	
  is	
  interfering	
  seriously	
  with	
  your	
  self-­‐
confidence,	
  your	
  ability	
  to	
  sleep,	
  or	
  your	
  academic	
  performance,	
  you	
  should	
  talk	
  with	
  
counseling	
  services.	
  








Test	
  Taking	
  
	
  


"I	
  always	
  seem	
  to	
  study	
  the	
  wrong	
  things."	
  
"I	
  stay	
  up	
  late	
  studying	
  and	
  then	
  I'm	
  so	
  tired	
  I	
  can't	
  remember	
  anything."	
  
"No	
  matter	
  how	
  well	
  I	
  know	
  the	
  material,	
  I	
  always	
  panic	
  when	
  it's	
  time	
  for	
  a	
  test."	
  


	
  
These	
  are	
  common	
  feelings	
  students	
  express	
  when	
  it	
  comes	
  to	
  taking	
  exams.	
  
	
  
Just	
  as	
  an	
  exam	
  pulls	
  everything	
  together,	
  and	
  tests	
  how	
  well	
  you	
  have	
  learned	
  the	
  
material,	
  all	
  the	
  study	
  skills	
  you	
  develop	
  such	
  as	
  reading	
  texts,	
  listening	
  to	
  lectures,	
  and	
  
taking	
  notes	
  are	
  designed	
  to	
  assist	
  you	
  as	
  you	
  prepare	
  for	
  exams.	
  Proper	
  time	
  management	
  
skills	
  are	
  in	
  part	
  designed	
  to	
  provide	
  you	
  with	
  adequate	
  time	
  to	
  prepare	
  for	
  exams.	
  For	
  
example,	
  the	
  fact	
  that	
  you	
  have	
  studied	
  and	
  reviewed	
  material	
  on	
  a	
  daily	
  basis	
  should	
  mean	
  
that	
  you	
  have	
  learned	
  it	
  well,	
  and	
  there	
  should	
  be	
  no	
  need	
  for	
  a	
  five-­‐hour	
  cram	
  session	
  the	
  
night	
  before	
  the	
  "big	
  exam."	
  
	
  
There	
  are	
  some	
  general	
  strategies	
  that	
  one	
  can	
  learn	
  for	
  test	
  preparation	
  and	
  taking.	
  There	
  
are	
  also	
  specific	
  study	
  strategies	
  for	
  different	
  kinds	
  of	
  tests,	
  such	
  as	
  essay,	
  true/false,	
  
problem	
  solving,	
  and	
  multiple	
  choice.	
  A	
  discussion	
  of	
  these	
  strategies	
  follows.	
  
	
  
General	
  Strategies	
  for	
  Preparing	
  for	
  Tests:	
  
	
  
The	
  best	
  way	
  to	
  make	
  reviewing	
  for	
  tests	
  easier	
  is	
  to	
  keep	
  up	
  with	
  the	
  day-­‐to-­‐day	
  
assignments	
  in	
  your	
  classes.	
  A	
  good	
  goal	
  is	
  to	
  complete	
  all	
  reading	
  assignments	
  and	
  other	
  
homework	
  several	
  days	
  before	
  you're	
  tested	
  on	
  the	
  material.	
  Leaving	
  all	
  reading	
  
assignments	
  until	
  the	
  night	
  before	
  a	
  test	
  creates	
  an	
  impossible	
  task;	
  reviewing	
  material	
  
you've	
  already	
  read	
  is	
  much	
  simpler.	
  
	
  
Take	
  organized	
  class	
  notes.	
  Date	
  them	
  and	
  keep	
  your	
  reading	
  and	
  class	
  notes	
  for	
  a	
  given	
  
course	
  in	
  the	
  same	
  notebook	
  or	
  folder.	
  This	
  way,	
  you	
  won't	
  waste	
  valuable	
  study	
  time	
  
looking	
  for	
  misplaced	
  notes.	
  
	
  
Review	
  regularly.	
  Research	
  has	
  shown	
  that	
  students	
  remember	
  material	
  better	
  when	
  they	
  
review	
  it	
  soon	
  after	
  their	
  first	
  exposure	
  to	
  the	
  material	
  and	
  regularly	
  thereafter.	
  Make	
  
reviewing	
  a	
  regular	
  part	
  of	
  your	
  day-­‐to-­‐day	
  schedule.	
  
	
  
Plan	
  ahead.	
  When	
  your	
  instructor	
  announces	
  a	
  test,	
  write	
  down	
  the	
  date	
  of	
  the	
  exam,	
  the	
  
type	
  of	
  test	
  and	
  the	
  material	
  to	
  be	
  covered.	
  Keeping	
  track	
  of	
  upcoming	
  tests	
  on	
  a	
  semester	
  
calendar	
  is	
  helpful.	
  
	
  
Identify	
  what	
  to	
  study.	
  Try	
  to	
  identify	
  what	
  material	
  your	
  instructor	
  is	
  likely	
  to	
  include	
  on	
  
a	
  test.	
  Look	
  over	
  earlier	
  tests	
  in	
  the	
  course	
  that	
  you	
  have	
  taken,	
  and	
  if	
  they	
  are	
  available,	
  
tests	
  from	
  previous	
  years.	
  Feel	
  free	
  to	
  ask	
  the	
  instructor	
  to	
  outline	
  the	
  topics	
  that	
  will	
  be	
  
covered.	
  Review	
  your	
  notes,	
  as	
  well	
  as	
  any	
  handouts	
  that	
  have	
  been	
  distributed	
  in	
  class.	
  
	
  







Study	
  efficiently.	
  Your	
  studying	
  will	
  be	
  most	
  effective	
  if	
  you	
  study	
  when	
  you're	
  feeling	
  
most	
  alert	
  and	
  energetic.	
  Studying	
  in	
  blocks	
  —	
  an	
  hour	
  or	
  so	
  of	
  study,	
  followed	
  by	
  a	
  ten-­‐
minute	
  break	
  —	
  works	
  well	
  for	
  many	
  people.	
  You'll	
  remember	
  the	
  material	
  better	
  this	
  way	
  
than	
  if	
  you	
  try	
  to	
  cram	
  everything	
  into	
  a	
  single	
  marathon	
  study	
  session.	
  Minimize	
  
interruptions;	
  a	
  quiet,	
  undisturbed	
  environment	
  allows	
  you	
  to	
  concentrate	
  better.	
  As	
  you	
  
begin	
  your	
  final	
  review,	
  focus	
  on	
  topics	
  most	
  likely	
  to	
  appear	
  on	
  the	
  test.	
  Make	
  up	
  
questions	
  that	
  you	
  would	
  ask	
  if	
  you	
  were	
  the	
  instructor	
  and	
  try	
  to	
  answer	
  them	
  in	
  your	
  
own	
  words.	
  After	
  you	
  feel	
  that	
  you	
  know	
  the	
  material,	
  get	
  together	
  with	
  some	
  fellow	
  
students	
  and	
  ask	
  each	
  other	
  questions.	
  You	
  may	
  find	
  that	
  you've	
  overlooked	
  one	
  or	
  more	
  
important	
  topics.	
  
	
  
Stay	
  calm.	
  Sweaty	
  palms?	
  Nervousness?	
  Irritability?	
  Sleeplessness?	
  These	
  are	
  all	
  
symptoms	
  of	
  test	
  anxiety,	
  which,	
  if	
  severe,	
  can	
  affect	
  your	
  performance	
  on	
  a	
  test	
  —	
  even	
  
when	
  you	
  know	
  the	
  material.	
  It	
  is	
  not	
  surprising	
  that	
  many	
  students	
  suffer	
  from	
  test	
  
anxiety.	
  Our	
  society	
  puts	
  a	
  lot	
  of	
  emphasis	
  on	
  achieving	
  or	
  doing	
  well.	
  This	
  isn't	
  all	
  bad;	
  a	
  
little	
  anxiety	
  can	
  make	
  you	
  want	
  to	
  do	
  your	
  best	
  and	
  encourage	
  you	
  to	
  study.	
  However,	
  if	
  
you're	
  too	
  anxious,	
  you	
  may	
  panic	
  and	
  start	
  forgetting	
  what	
  you've	
  learned	
  as	
  soon	
  as	
  the	
  
test	
  paper	
  is	
  in	
  your	
  hands.	
  The	
  following	
  tips	
  can	
  help	
  you	
  stay	
  calm.	
  
	
  
Prepare	
  well	
  for	
  the	
  test.	
  When	
  you	
  feel	
  confident	
  that	
  you	
  know	
  the	
  material,	
  it's	
  much	
  
easier	
  to	
  stay	
  calm	
  under	
  pressure.	
  
	
  
Practice	
  your	
  test-­‐taking	
  skills.	
  Make	
  up	
  questions	
  of	
  the	
  type	
  that	
  will	
  be	
  on	
  the	
  test	
  and	
  
practice	
  answering	
  them.	
  
	
  
Avoid	
  last-­‐minute	
  review.	
  If	
  you're	
  still	
  studying	
  some	
  topics	
  just	
  before	
  the	
  test	
  begins,	
  
you're	
  likely	
  to	
  panic.	
  Just	
  before	
  the	
  test,	
  it	
  may	
  be	
  better	
  to	
  sit	
  quietly	
  and	
  practice	
  a	
  
relaxation	
  technique	
  such	
  as	
  deep	
  breathing	
  than	
  to	
  cram	
  at	
  the	
  last	
  minute.	
  
	
  
Plan	
  to	
  review	
  the	
  material	
  in	
  depth	
  over	
  a	
  period	
  of	
  several	
  days	
  before	
  the	
  test.	
  Then,	
  on	
  
the	
  night	
  before	
  the	
  test,	
  do	
  a	
  light	
  final	
  review.	
  
	
  
Don't	
  upset	
  your	
  regular	
  routine	
  by	
  staying	
  up	
  late	
  (or	
  all	
  night)	
  or	
  getting	
  up	
  too	
  early.	
  
Keeping	
  to	
  your	
  regular	
  schedule	
  of	
  sleep	
  and	
  meals	
  will	
  help	
  you	
  remain	
  relaxed.	
  
	
  
If	
  you	
  try	
  these	
  suggestions	
  and	
  still	
  feel	
  overly	
  anxious	
  about	
  tests,	
  talk	
  to	
  your	
  instructors,	
  
academic	
  advisors	
  or	
  counselors.	
  
	
  
Review	
  after	
  the	
  test.	
  Always	
  review	
  tests	
  as	
  soon	
  as	
  they	
  are	
  returned	
  to	
  you.	
  Look	
  for	
  the	
  
kinds	
  of	
  questions	
  that	
  gave	
  you	
  trouble,	
  as	
  well	
  as	
  facts	
  that	
  you	
  might	
  have	
  missed.	
  Find	
  
out	
  the	
  correct	
  answers	
  for	
  anything	
  you	
  missed,	
  and	
  go	
  back	
  over	
  your	
  study	
  notes	
  to	
  see	
  
what	
  went	
  wrong.	
  (Some	
  professors	
  will	
  even	
  include	
  a	
  question	
  that	
  was	
  missed	
  by	
  a	
  lot	
  of	
  
students	
  on	
  a	
  future	
  quiz	
  or	
  exam.)	
  If	
  there	
  is	
  a	
  topic	
  or	
  procedure	
  that	
  you	
  don't	
  
understand,	
  get	
  help.	
  Go	
  the	
  instructor	
  for	
  help	
  or,	
  if	
  available,	
  get	
  help	
  from	
  a	
  tutor.	
  Keep	
  
your	
  old	
  tests	
  if	
  your	
  instructor	
  allows	
  you	
  to	
  do	
  so.	
  They	
  can	
  help	
  you	
  develop	
  strategies	
  
for	
  the	
  next	
  exam.	
  







	
  
Strategies	
  for	
  Preparing	
  for	
  Different	
  Types	
  of	
  Tests:	
  
	
  
Objective	
  Tests.	
  Common	
  types	
  of	
  objective	
  tests	
  include	
  true/false,	
  multiple	
  choice,	
  fill-­‐in-­‐	
  
the-­‐blanks,	
  and	
  matching.	
  Prepare	
  for	
  these	
  by	
  studying	
  key	
  facts,	
  dates,	
  and	
  other	
  specific	
  
material.	
  Be	
  sure	
  to	
  focus	
  on	
  important	
  information.	
  Don't	
  try	
  to	
  memorize	
  the	
  entire	
  
textbook.	
  You	
  may	
  want	
  to	
  write	
  out	
  lists	
  of	
  facts	
  and	
  definitions	
  or	
  make	
  flash	
  cards	
  with	
  
brief	
  questions	
  on	
  one	
  side	
  and	
  the	
  answers	
  on	
  the	
  other.	
  Flash	
  cards	
  are	
  especially	
  useful	
  
for	
  learning	
  dates	
  of	
  important	
  events,	
  formulas	
  and	
  equations.	
  If	
  you	
  do	
  use	
  flash	
  cards,	
  
shuffle	
  them	
  occasionally	
  so	
  your	
  ability	
  to	
  recall	
  material	
  won't	
  be	
  limited	
  to	
  a	
  specific	
  
order.	
  For	
  the	
  same	
  reason,	
  you	
  might	
  sometimes	
  want	
  to	
  use	
  the	
  card	
  "backward."	
  Some	
  
students	
  find	
  it	
  helpful	
  to	
  use	
  memory	
  aids	
  (mnemonics)	
  to	
  help	
  them	
  remember	
  facts	
  for	
  
objective	
  tests.	
  Although	
  mnemonics	
  can	
  be	
  helpful,	
  avoid	
  ones	
  that	
  are	
  so	
  complicated	
  that	
  
they	
  are	
  more	
  difficult	
  to	
  remember	
  than	
  the	
  material	
  you	
  need	
  to	
  learn	
  in	
  the	
  first	
  place.	
  
	
  
Problem	
  Tests.	
  Problem	
  tests	
  typically	
  involve	
  using	
  a	
  formula	
  or	
  applying	
  a	
  rule	
  in	
  a	
  step-­‐
by-­‐step	
  process.	
  Concentrate	
  on	
  learning	
  key	
  theorems,	
  rules,	
  formulas,	
  and	
  equations,	
  and	
  
practice	
  applying	
  them	
  to	
  a	
  variety	
  of	
  problems.	
  Most	
  textbooks	
  include	
  practice	
  problems	
  
with	
  the	
  answers	
  provided.	
  Use	
  these	
  first,	
  trying	
  to	
  do	
  the	
  problem	
  without	
  looking	
  at	
  the	
  
steps	
  provided.	
  If	
  you	
  get	
  stuck,	
  look	
  at	
  the	
  practice	
  problem.	
  And	
  if	
  you	
  can't	
  work	
  the	
  
problem,	
  go	
  back	
  and	
  make	
  sure	
  that	
  you	
  have	
  gone	
  through	
  the	
  proper	
  steps.	
  Then	
  try	
  
another	
  similar	
  problem.	
  If	
  you	
  have	
  worked	
  all	
  the	
  problems,	
  find	
  another	
  textbook,	
  which	
  
may	
  have	
  additional	
  problems.	
  
	
  
Essay	
  Tests.	
  Essay	
  tests	
  are	
  especially	
  challenging	
  for	
  many	
  students	
  because	
  they	
  call	
  on	
  
your	
  ability	
  to	
  interpret,	
  organize,	
  and	
  apply	
  information	
  you	
  have	
  learned.	
  In	
  preparing	
  for	
  
essay	
  tests,	
  you	
  should	
  concentrate	
  on	
  the	
  "big	
  picture."	
  You'll	
  still	
  need	
  to	
  know	
  facts	
  —	
  
too	
  general	
  an	
  answer	
  won't	
  be	
  acceptable	
  —	
  but	
  you	
  also	
  need	
  to	
  know	
  the	
  implications	
  of	
  
the	
  facts.	
  Remember	
  one	
  of	
  the	
  techniques	
  you	
  learned	
  from	
  the	
  textbook	
  reading	
  —	
  
turning	
  main	
  topic	
  headings	
  into	
  questions	
  —	
  this	
  often	
  can	
  provide	
  potential	
  test	
  
questions.	
  Think	
  about	
  whether	
  certain	
  topics	
  lend	
  themselves	
  to	
  particular	
  types	
  of	
  essay	
  
questions	
  such	
  as	
  compare	
  and	
  contrast,	
  trace	
  the	
  development	
  of,	
  and	
  so	
  forth.	
  Try	
  writing	
  
your	
  answers	
  on	
  paper	
  and	
  checking	
  them	
  against	
  your	
  textbook	
  and	
  notes.	
  "Are	
  your	
  
answers	
  complete	
  and	
  accurate?"	
  "Are	
  they	
  well	
  organized?"	
  "Do	
  they	
  make	
  sense?"	
  Again,	
  
you	
  might	
  find	
  it	
  useful	
  to	
  exchange	
  sample	
  questions	
  with	
  friends.	
  Group	
  study	
  sessions	
  
can	
  be	
  especially	
  helpful	
  in	
  identifying	
  likely	
  essay	
  questions.	
  
	
  
As	
  you	
  read	
  your	
  text,	
  in	
  some	
  way	
  (with	
  a	
  check	
  mark	
  or	
  an	
  asterisk)	
  mark	
  those	
  topics,	
  
which	
  would	
  make	
  good	
  essay	
  questions.	
  Then	
  look	
  at	
  the	
  group	
  of	
  essay	
  topics	
  that	
  you	
  
have	
  identified,	
  and	
  circle	
  the	
  two	
  that	
  you	
  think	
  your	
  instructor	
  would	
  be	
  most	
  likely	
  to	
  
use.	
  Write	
  the	
  questions.	
  Then	
  take	
  your	
  essay	
  test.	
  Give	
  yourself	
  a	
  realistic	
  time	
  limit	
  -­‐-­‐	
  
about	
  the	
  same	
  amount	
  of	
  time	
  your	
  instructor	
  would	
  allow	
  for	
  a	
  test.	
  
	
  
For	
  each	
  question,	
  first	
  quickly	
  jot	
  down	
  the	
  key	
  facts	
  and	
  ideas	
  that	
  you'll	
  need	
  to	
  include	
  
in	
  your	
  answer.	
  Then	
  organize	
  these	
  facts	
  and	
  ideas	
  by	
  making	
  a	
  brief,	
  logical	
  outline.	
  
	
  







Following	
  your	
  outline,	
  write	
  out	
  the	
  answer	
  to	
  each	
  question,	
  in	
  your	
  own	
  words.	
  Cover	
  
the	
  topic	
  thoroughly,	
  but	
  don't	
  write	
  more	
  than	
  is	
  necessary.	
  
	
  
Before	
  your	
  time	
  limit	
  is	
  up,	
  take	
  two	
  or	
  three	
  minutes	
  to	
  check	
  your	
  work.	
  Read	
  your	
  
answers	
  for	
  completeness	
  and	
  correctness	
  —	
  both	
  for	
  content	
  and	
  for	
  such	
  matters	
  as	
  
spelling,	
  punctuation,	
  and	
  grammar.	
  Look	
  at	
  your	
  outline	
  to	
  make	
  sure	
  you	
  have	
  included	
  
all	
  the	
  important	
  points	
  you	
  wanted	
  to	
  include.	
  Finally,	
  check	
  each	
  of	
  your	
  answers	
  against	
  
the	
  textbook	
  and	
  your	
  notes.	
  Correct	
  and	
  improve	
  your	
  answers	
  —	
  you	
  might	
  want	
  to	
  do	
  
this	
  in	
  a	
  different	
  colored	
  pen,	
  so	
  that	
  it	
  would	
  emphasize	
  those	
  areas	
  you	
  need	
  to	
  further	
  
review.	
  
	
  
General	
  Strategies	
  for	
  Taking	
  Tests:	
  
	
  
Assuming	
  that	
  you	
  have	
  prepared	
  adequately	
  for	
  the	
  test,	
  the	
  next	
  thing	
  to	
  do	
  is	
  to	
  get	
  
organized	
  to	
  take	
  the	
  test.	
  This	
  includes	
  having	
  a	
  good	
  night's	
  sleep	
  and	
  eating	
  breakfast	
  
(or	
  lunch	
  in	
  the	
  case	
  of	
  afternoon	
  tests).	
  It	
  also	
  includes	
  arriving	
  at	
  the	
  test	
  room	
  a	
  minute	
  
or	
  two	
  early	
  so	
  you	
  can	
  take	
  a	
  few	
  deep	
  breaths	
  to	
  relax	
  and	
  get	
  under	
  control.	
  Getting	
  
organized	
  means	
  making	
  certain	
  that	
  you've	
  brought	
  the	
  supplies	
  or	
  materials	
  that	
  you	
  
need.	
  It	
  is	
  surprising	
  how	
  many	
  students	
  waste	
  valuable	
  test	
  taking	
  time	
  looking	
  for	
  
pencils,	
  calculators,	
  etc.	
  at	
  the	
  last	
  minute.	
  Also,	
  be	
  sure	
  you	
  take	
  a	
  watch	
  so	
  you	
  can	
  keep	
  
track	
  of	
  time.	
  It's	
  probably	
  best	
  not	
  to	
  discuss	
  the	
  test	
  with	
  your	
  classmates	
  when	
  you	
  
arrive	
  at	
  the	
  test	
  room.	
  If	
  someone	
  mentions	
  a	
  topic	
  that	
  you	
  didn't	
  cover	
  in	
  your	
  
preparation,	
  you	
  might	
  start	
  worrying	
  and	
  have	
  difficulty	
  remember	
  the	
  material	
  that	
  you	
  
have	
  studied.	
  
	
  
Follow	
  directions.	
  Before	
  starting	
  a	
  test,	
  clear	
  your	
  mind	
  of	
  distracting	
  thoughts	
  and	
  read	
  
all	
  the	
  directions	
  carefully,	
  both	
  on	
  the	
  test	
  paper	
  and	
  on	
  the	
  chalkboard.	
  Listen	
  to	
  any	
  
additional	
  directions	
  provided	
  by	
  your	
  teacher.	
  If	
  the	
  directions	
  are	
  unclear,	
  ask	
  for	
  
clarification.	
  
	
  
Plan	
  your	
  time.	
  Always	
  wear	
  a	
  watch	
  to	
  the	
  exam.	
  Begin	
  the	
  test	
  by	
  planning	
  your	
  time.	
  
Look	
  quickly	
  over	
  the	
  entire	
  test	
  and	
  divide	
  your	
  time	
  according	
  to	
  the	
  number,	
  type,	
  and	
  
the	
  point	
  value	
  of	
  the	
  questions.	
  Generally,	
  the	
  amount	
  of	
  time	
  you	
  spend	
  on	
  a	
  question	
  
should	
  be	
  related	
  to	
  its	
  importance.	
  Your	
  plan	
  should	
  include	
  extra	
  time	
  at	
  the	
  end	
  of	
  the	
  
test	
  for	
  a	
  quick	
  review	
  of	
  your	
  work.	
  
	
  
Read	
  Thoroughly.	
  Take	
  time	
  to	
  read	
  each	
  question	
  carefully	
  and	
  thoroughly	
  before	
  writing	
  
your	
  answer.	
  Make	
  sure	
  you	
  understand	
  exactly	
  what	
  the	
  question	
  asks	
  and	
  what	
  you	
  are	
  
to	
  do	
  in	
  answering	
  it.	
  If	
  you	
  are	
  allowed	
  to	
  write	
  on	
  the	
  test	
  paper,	
  underline	
  or	
  circle	
  key	
  
words.	
  If	
  you	
  have	
  no	
  idea	
  how	
  to	
  answer	
  a	
  question,	
  go	
  on	
  to	
  the	
  next	
  one.	
  Put	
  a	
  mark	
  next	
  
to	
  each	
  unanswered	
  question	
  and	
  go	
  back	
  to	
  them	
  after	
  you	
  have	
  completed	
  the	
  rest	
  of	
  the	
  
test.	
  
	
  
Don't	
  rush.	
  Instructors	
  are	
  generally	
  more	
  impressed	
  with	
  thoroughness	
  than	
  by	
  speed.	
  
Hurrying	
  can	
  lead	
  to	
  careless	
  errors.	
  Also,	
  you	
  are	
  much	
  more	
  likely	
  to	
  get	
  tense	
  if	
  you're	
  
feeling	
  rushed.	
  







	
  
Have	
  a	
  panic	
  strategy.	
  Give	
  yourself	
  a	
  brief	
  "time-­‐out."	
  To	
  do	
  this,	
  quit	
  work	
  on	
  the	
  test,	
  
take	
  slow,	
  deep	
  breaths	
  and	
  let	
  yourself	
  relax.	
  Put	
  the	
  test	
  temporarily	
  out	
  of	
  your	
  mind.	
  
Visualize	
  yourself	
  confidently	
  resuming	
  work	
  on	
  the	
  test,	
  turning	
  in	
  a	
  completed	
  test,	
  and	
  
leaving	
  the	
  room	
  with	
  a	
  feeling	
  of	
  having	
  done	
  your	
  best	
  work.	
  Allow	
  20	
  or	
  30	
  seconds	
  for	
  
your	
  time-­‐out.	
  
	
  
Check	
  your	
  work.	
  Always	
  use	
  any	
  remaining	
  time	
  to	
  check	
  your	
  work.	
  Look	
  for	
  careless	
  
mistakes,	
  omitted	
  answers,	
  etc.	
  
	
  
Strategies	
  for	
  Taking	
  DIfferent	
  Kinds	
  of	
  Tests:	
  
	
  
Objective	
  Tests:	
  
	
  
Don't	
  answer	
  each	
  item	
  in	
  order.	
  Work	
  through	
  the	
  exam	
  the	
  first	
  time	
  answering	
  only	
  
those	
  items	
  that	
  you	
  are	
  sure	
  of.	
  During	
  the	
  second	
  pass,	
  you	
  may	
  find	
  that	
  some	
  of	
  the	
  
questions	
  that	
  initially	
  stumped	
  you	
  may	
  now	
  seem	
  easier;	
  answer	
  those	
  during	
  the	
  second	
  
pass.	
  Before	
  the	
  third	
  pass,	
  identify	
  the	
  items	
  that	
  you	
  feel	
  more	
  confident	
  about	
  first	
  and	
  
then,	
  time	
  permitting,	
  complete	
  those	
  items	
  that	
  give	
  you	
  the	
  most	
  trouble.	
  Unless	
  there	
  is	
  
a	
  penalty	
  for	
  incorrect	
  answers,	
  answer	
  every	
  question	
  to	
  the	
  best	
  of	
  your	
  ability,	
  even	
  if	
  
you	
  have	
  to	
  guess.	
  
	
  
Read	
  all	
  answer	
  choices.	
  Read	
  all	
  the	
  alternative	
  answers	
  before	
  making	
  your	
  choice.	
  To	
  
test	
  for	
  in-­‐depth	
  understanding,	
  instructors	
  often	
  include	
  answer	
  choices	
  that	
  seem	
  like	
  
possible	
  choices	
  but	
  aren't	
  quite	
  correct.	
  
	
  
Time	
  yourself.	
  Do	
  not	
  spend	
  too	
  much	
  time	
  on	
  any	
  one	
  question.	
  
	
  
Watch	
  wording.	
  Watch	
  for	
  words	
  such	
  as	
  not	
  or	
  least,	
  especially	
  when	
  they	
  are	
  not	
  clearly	
  
set	
  off	
  through	
  the	
  use	
  of	
  underlining.	
  Don't	
  make	
  careless	
  errors	
  because	
  you	
  only	
  
skimmed	
  through	
  the	
  question.	
  Also,	
  watch	
  for	
  qualifying	
  words	
  such	
  as	
  
all/most/some/none;	
  always/usually/seldom/never;	
  best/worst;	
  highest/lowest;	
  and	
  
smallest/largest.	
  
	
  
Notice	
  Negatives.	
  Negatives	
  can	
  be	
  either	
  words	
  such	
  as	
  "no,"	
  "not,"	
  "none,"	
  and	
  "never"	
  or	
  
prefixes	
  such	
  as	
  "il,"	
  as	
  in	
  illogical;	
  "un,"	
  as	
  in	
  uninterested;	
  and	
  "im,"	
  as	
  in	
  impatient.	
  
Negatives	
  are	
  common	
  in	
  objective	
  tests.	
  Negatives	
  cause	
  problems	
  in	
  objective	
  questions	
  
because,	
  like	
  qualifiers,	
  they	
  can	
  easily	
  be	
  overlooked,	
  particularly	
  negative	
  prefixes	
  that	
  
have	
  a	
  way	
  of	
  blending	
  in	
  with	
  the	
  words	
  they	
  modify.	
  (For	
  example:	
  Because	
  it	
  is	
  a	
  liquid	
  
at	
  room	
  temperature,	
  mercury	
  is	
  indistinguishable	
  from	
  other	
  metals.	
  If	
  you	
  read	
  this	
  
sentence	
  quickly,	
  you	
  may	
  miss	
  the	
  "in"	
  and	
  mark	
  the	
  statement	
  true.)	
  Objective	
  questions	
  
that	
  contain	
  two	
  or	
  more	
  negatives	
  can	
  be	
  even	
  more	
  troublesome.	
  (For	
  example:	
  It	
  is	
  
logical	
  to	
  assume	
  that	
  Thomas	
  Edison's	
  fame	
  was	
  due	
  to	
  his	
  many	
  practical	
  inventions.	
  
causes	
  no	
  trouble	
  —	
  it	
  could	
  be	
  mark	
  "true"	
  with	
  no	
  difficulty.	
  However,	
  you	
  might	
  have	
  
trouble	
  with:	
  It	
  is	
  illogical	
  to	
  assume	
  that	
  Thomas	
  Edison's	
  fame	
  was	
  not	
  due	
  to	
  his	
  many	
  
practical	
  inventions	
  —	
  which	
  is	
  also	
  true.)	
  When	
  you	
  find	
  negatives	
  in	
  objective	
  questions,	
  







circle	
  them.	
  Then	
  disregard	
  them	
  for	
  a	
  moment,	
  and	
  try	
  to	
  gain	
  the	
  meaning	
  of	
  the	
  question	
  
that	
  remains.	
  Finally,	
  reread	
  the	
  sentence	
  with	
  the	
  negatives	
  included.	
  Each	
  negative	
  you	
  
add	
  reverses	
  the	
  meaning	
  of	
  the	
  question.	
  With	
  two	
  negatives,	
  for	
  example,	
  the	
  question's	
  
meaning	
  should	
  be	
  the	
  same	
  as	
  it	
  was	
  when	
  the	
  negatives	
  were	
  removed.	
  
	
  
Watch	
  for	
  multiple	
  concepts.	
  Watch	
  for	
  multiple	
  ideas	
  or	
  concepts	
  within	
  the	
  same	
  
statement.	
  All	
  parts	
  of	
  a	
  statement	
  must	
  be	
  true	
  or	
  the	
  entire	
  statement	
  is	
  false.	
  
	
  
Be	
  alert	
  for	
  grammatical	
  inconsistencies.	
  On	
  multiple-­‐choice	
  questions,	
  a	
  choice	
  is	
  almost	
  
always	
  wrong	
  if	
  it	
  and	
  the	
  stem	
  do	
  not	
  make	
  a	
  grammatically	
  correct	
  sentence.	
  
	
  
Be	
  very	
  cautious	
  about	
  changing	
  your	
  answer.	
  Your	
  first	
  guess	
  is	
  more	
  likely	
  to	
  be	
  
correct	
  than	
  are	
  subsequent	
  guesses,	
  so	
  be	
  sure	
  to	
  have	
  a	
  sound	
  reason	
  for	
  changing	
  your	
  
answer.	
  
	
  
On	
  matching	
  exercises,	
  work	
  with	
  only	
  one	
  column	
  at	
  a	
  time.	
  Match	
  each	
  item	
  in	
  that	
  
column	
  against	
  all	
  items	
  in	
  the	
  second	
  column	
  until	
  you	
  find	
  a	
  proper	
  match.	
  Cross	
  out	
  
those	
  you're	
  certain	
  about	
  so	
  it	
  will	
  be	
  easier	
  to	
  match	
  those	
  you're	
  not	
  sure	
  about.	
  
Matching	
  carelessly	
  or	
  guessing	
  prematurely	
  can	
  sometimes	
  lead	
  to	
  a	
  chain	
  reaction	
  of	
  
mistakes.	
  If	
  you	
  make	
  an	
  incorrect	
  match,	
  you	
  will	
  deprive	
  another	
  item	
  of	
  its	
  rightful	
  
match.	
  This	
  can	
  aggravate	
  your	
  error	
  by	
  increasing	
  the	
  chances	
  of	
  another	
  bad	
  connection.	
  
Avoid	
  this	
  potential	
  pitfall	
  by	
  making	
  your	
  matches	
  carefully	
  and	
  by	
  pairing	
  up	
  the	
  items	
  
you	
  are	
  sure	
  of	
  before	
  you	
  begin	
  guessing	
  on	
  items	
  you're	
  uncertain	
  about.	
  
	
  
Problem	
  Tests:	
  	
  
Problem	
  tests	
  usually	
  consist	
  of	
  mathematical	
  or	
  scientific	
  problems	
  to	
  be	
  worked	
  by	
  using	
  
a	
  formula	
  or	
  applying	
  a	
  rule,	
  often	
  in	
  a	
  step-­‐by-­‐step	
  process.	
  
	
  
Make	
  notes.	
  Write	
  down	
  hard-­‐to-­‐remember	
  formulas,	
  equations,	
  rules,	
  etc.,	
  as	
  soon	
  as	
  the	
  
test	
  begins	
  but	
  before	
  you	
  actually	
  start	
  working	
  on	
  the	
  test	
  problems.	
  
	
  
Work	
  problems	
  one	
  step	
  at	
  a	
  time.	
  Don't	
  get	
  frustrated	
  and,	
  above	
  all,	
  don't	
  give	
  up	
  if	
  you	
  
can't	
  immediately	
  work	
  through	
  to	
  the	
  answer	
  of	
  a	
  problem.	
  Often,	
  completing	
  one	
  step	
  of	
  
a	
  problem	
  will	
  help	
  you	
  remember	
  or	
  figure	
  out	
  what	
  the	
  next	
  step	
  should	
  be.	
  
	
  
Do	
  all	
  you	
  can.	
  If	
  a	
  problem	
  is	
  difficult	
  but	
  you	
  have	
  a	
  general	
  idea	
  of	
  the	
  process	
  involved,	
  
do	
  all	
  you	
  can	
  to	
  work	
  the	
  problem.	
  Show	
  all	
  your	
  work.	
  Even	
  if	
  your	
  answer	
  is	
  incorrect,	
  
you	
  may	
  get	
  partial	
  credit	
  if	
  you	
  have	
  used	
  the	
  right	
  process.	
  If	
  you	
  are	
  completely	
  unable	
  
to	
  work	
  a	
  problem,	
  don't	
  waste	
  time	
  on	
  it.	
  Move	
  quickly	
  on	
  to	
  the	
  next	
  one	
  and	
  come	
  back	
  if	
  
time	
  permits.	
  
	
  
Be	
  organized.	
  Show	
  all	
  the	
  steps	
  in	
  your	
  work	
  and	
  clearly	
  identify	
  or	
  label	
  your	
  answer	
  so	
  
that	
  your	
  instructor	
  can	
  find	
  it	
  quickly.	
  
	
  
Essay	
  Tests:	
  	
  







Essay	
  tests	
  may	
  ask	
  you	
  to	
  list	
  the	
  causes,	
  compare	
  the	
  outcomes,	
  or	
  illustrate	
  terms	
  in	
  
regard	
  to	
  given	
  topics.	
  In	
  answering	
  essay	
  questions,	
  stick	
  to	
  the	
  point.	
  An	
  outline	
  will	
  help	
  
you	
  to	
  remain	
  focused	
  on	
  the	
  topic.	
  Use	
  the	
  score	
  points	
  assigned	
  to	
  each	
  question	
  as	
  a	
  
guide	
  to	
  the	
  amount	
  of	
  information	
  that	
  your	
  instructor	
  expects.	
  
	
  
Read	
  all	
  questions	
  before	
  beginning.	
  Scan	
  through	
  all	
  the	
  questions	
  quickly,	
  jotting	
  down	
  
beside	
  each	
  question	
  any	
  pertinent	
  facts	
  or	
  ideas	
  that	
  occur	
  to	
  you.	
  This	
  will	
  give	
  you	
  a	
  
good	
  overview	
  of	
  the	
  entire	
  test	
  and	
  help	
  ensure	
  that	
  your	
  answers	
  do	
  not	
  overlap	
  each	
  
other.	
  Decide	
  what	
  kind	
  of	
  answer	
  each	
  question	
  requires	
  before	
  you	
  begin	
  writing.	
  A	
  
different	
  kind	
  of	
  answer	
  is	
  required	
  by	
  such	
  action	
  verbs	
  as	
  illustrate,	
  list,	
  define,	
  compare,	
  
identify,	
  and	
  explain.	
  
	
  
Answer	
  the	
  easiest	
  questions	
  first.	
  Beginning	
  with	
  the	
  easiest	
  questions	
  will	
  help	
  you	
  feel	
  
more	
  confident	
  and	
  will	
  serve	
  as	
  a	
  good	
  warm-­‐up	
  for	
  the	
  more	
  difficult	
  questions.	
  Don't	
  
spend	
  too	
  long	
  on	
  easy	
  questions	
  though.	
  Questions	
  that	
  are	
  easier	
  than	
  others	
  sometimes	
  
are	
  worth	
  fewer	
  points.	
  
	
  
Concentrate	
  on	
  one	
  question	
  at	
  a	
  time.	
  Thinking	
  about	
  another	
  question	
  as	
  you	
  are	
  trying	
  
to	
  write	
  on	
  one	
  will	
  confuse	
  you.	
  
	
  
Make	
  an	
  outline.	
  To	
  ensure	
  good	
  organization	
  and	
  prevent	
  careless	
  omissions,	
  make	
  a	
  
brief,	
  logical	
  outline	
  for	
  your	
  answer	
  before	
  you	
  start	
  writing.	
  
	
  
Get	
  to	
  the	
  point.	
  Avoid	
  long-­‐winded	
  introductions.	
  Your	
  aim	
  in	
  answering	
  most	
  essay	
  
questions	
  is	
  to	
  provide	
  the	
  largest	
  amount	
  of	
  point-­‐earning	
  information	
  in	
  the	
  time	
  
allowed.	
  A	
  brief,	
  to-­‐the-­‐point	
  thesis	
  statement	
  should	
  open	
  your	
  answer.	
  Then	
  move	
  right	
  
into	
  the	
  topic,	
  stating	
  each	
  of	
  your	
  points	
  in	
  order.	
  Develop	
  each	
  point	
  fully,	
  but	
  don't	
  pad	
  
your	
  answer.	
  
	
  
Include	
  facts.	
  When	
  appropriate,	
  include	
  factual	
  details,	
  examples,	
  and	
  analogies	
  to	
  
support	
  your	
  answers.	
  Facts	
  show	
  your	
  instructor	
  that	
  you	
  know	
  the	
  material	
  in	
  depth.	
  
Examples	
  and	
  analogies	
  show	
  your	
  instructor	
  that	
  you	
  understand	
  how	
  the	
  material	
  is	
  
related	
  to	
  other	
  topics.	
  
	
  
Be	
  neat.	
  Take	
  time	
  to	
  write	
  legibly	
  and	
  make	
  your	
  corrections,	
  if	
  any,	
  as	
  neatly	
  as	
  possible.	
  
Most	
  instructors	
  react	
  favorably	
  to	
  neatness	
  so	
  let	
  this	
  work	
  for	
  you.	
  Use	
  a	
  separate	
  
paragraph	
  for	
  each	
  main	
  idea.	
  This	
  helps	
  the	
  instructor	
  follow	
  your	
  reasoning.	
  Leave	
  space	
  
between	
  your	
  answers.	
  You	
  may	
  need	
  it	
  for	
  new	
  ideas	
  or	
  additional	
  details	
  that	
  occur	
  later	
  
when	
  you	
  return	
  to	
  reread	
  what	
  you	
  have	
  written.	
  
	
  
This	
  material	
  is	
  summarized	
  from	
  Study	
  Power	
  published	
  by	
  Dr.	
  William	
  F.	
  Brown	
  in	
  
consultation	
  with	
  ACT.	
  








Textbook	
  Reading	
  
	
  
What	
  often	
  happens	
  when	
  a	
  typical	
  Wabash	
  student	
  starts	
  to	
  read	
  those	
  four	
  chapters	
  
assigned	
  for	
  class?	
  He	
  intends	
  to	
  start	
  reading	
  at	
  7:00	
  p.m.,	
  but	
  when	
  it's	
  time	
  to	
  get	
  to	
  
work,	
  he	
  make	
  a	
  quick	
  call	
  to	
  a	
  friend	
  (6	
  minutes),	
  goes	
  to	
  get	
  an	
  apple	
  (4	
  minutes),	
  stops	
  to	
  
see	
  another	
  friend	
  as	
  he	
  walks	
  past	
  his	
  room	
  (6	
  minutes),	
  and	
  finally	
  gets	
  back	
  to	
  his	
  room	
  
only	
  to	
  discover	
  that	
  he	
  can't	
  find	
  his	
  textbook.	
  It's	
  7:30	
  p.m.,	
  and	
  he	
  hasn't	
  read	
  a	
  word	
  yet!	
  
Then	
  he	
  starts	
  reading	
  and	
  quickly	
  tunes	
  out.	
  He	
  continues	
  to	
  read,	
  but	
  his	
  mind	
  is	
  
constantly	
  wandering.	
  Each	
  time	
  he	
  catches	
  himself	
  drifting	
  off,	
  he	
  has	
  to	
  flip	
  back	
  a	
  page	
  or	
  
two	
  to	
  find	
  where	
  to	
  start	
  reading	
  again.	
  
	
  
This	
  situation	
  reflects	
  two	
  common	
  problems	
  students	
  encounter	
  when	
  reading	
  textbooks:	
  
procrastination	
  and	
  short	
  attention	
  span.	
  
	
  
Many	
  Wabash	
  students	
  are	
  surprised	
  at	
  the	
  amount	
  of	
  reading	
  required	
  in	
  their	
  classes.	
  A	
  
group	
  of	
  freshmen	
  in	
  their	
  second	
  week	
  of	
  classes	
  was	
  discussing	
  the	
  amount	
  of	
  reading,	
  
and	
  one	
  student	
  said	
  that	
  he	
  had	
  already	
  had	
  to	
  do	
  more	
  reading	
  in	
  the	
  first	
  10	
  days	
  at	
  
Wabash	
  as	
  he	
  did	
  in	
  his	
  whole	
  senior	
  year	
  in	
  high	
  school,	
  and	
  another	
  student	
  quickly	
  
added	
  that	
  he	
  had	
  done	
  more	
  in	
  those	
  10	
  days	
  than	
  he	
  had	
  done	
  in	
  his	
  entire	
  high	
  school	
  
career!!	
  It	
  is	
  doubtful	
  that	
  the	
  second	
  student	
  is	
  correct,	
  but	
  the	
  amount	
  of	
  reading	
  required	
  
is	
  probably	
  one	
  of	
  the	
  biggest	
  differences	
  between	
  high	
  school	
  and	
  college.	
  
	
  
There	
  are	
  methods	
  to	
  read	
  college	
  reading	
  material,	
  which	
  can	
  promote	
  understanding,	
  
facilitate	
  study	
  for	
  exams,	
  and	
  at	
  the	
  same	
  time	
  increase	
  our	
  efficiency.	
  They	
  come	
  under	
  a	
  
number	
  of	
  different	
  names:	
  Power	
  Reading,	
  Active	
  Reading,	
  Muscle	
  Reading	
  —but	
  they	
  all	
  
use	
  basically	
  the	
  same	
  principle,	
  and	
  the	
  one	
  which	
  is	
  most	
  widely	
  recommended	
  is	
  the	
  
SQ3R	
  Reading	
  Method.	
  
	
  
At	
  first	
  you	
  may	
  think	
  that	
  using	
  a	
  system	
  like	
  SQ3R	
  takes	
  more	
  time.	
  And	
  that	
  may	
  well	
  be	
  
true	
  in	
  the	
  beginning	
  until	
  you	
  get	
  use	
  to	
  it.	
  But	
  in	
  the	
  long	
  run,	
  it	
  will	
  save	
  you	
  time.	
  
	
  
SQ3R	
  —	
  S	
  stands	
  for	
  Survey	
  —	
  this	
  is	
  very	
  important	
  for	
  a	
  number	
  of	
  reasons,	
  but	
  most	
  
significantly	
  it	
  lets	
  you	
  see	
  an	
  overview	
  of	
  the	
  reading	
  assignment,	
  and	
  this	
  in	
  turn	
  will	
  
improve	
  your	
  ability	
  to	
  concentrate	
  as	
  you	
  read.	
  This	
  only	
  should	
  take	
  about	
  five	
  minutes.	
  
	
  
The	
  second	
  thing	
  you	
  should	
  do	
  is	
  Question:	
  Ask	
  yourself,	
  "What	
  are	
  the	
  main	
  points	
  that	
  
the	
  author	
  is	
  trying	
  to	
  tell	
  me?"	
  Then	
  look	
  at	
  the	
  headings	
  and	
  sub-­‐headings,	
  and	
  convert	
  
them	
  into	
  questions.	
  Actually	
  write	
  these	
  questions	
  in	
  the	
  margins,	
  which	
  brings	
  us	
  to	
  an	
  
important	
  point	
  —	
  use	
  your	
  textbooks.	
  They	
  are	
  expensive,	
  but	
  when	
  you	
  think	
  about	
  the	
  
cost	
  of	
  textbooks	
  compared	
  to	
  the	
  total	
  cost	
  of	
  your	
  education,	
  the	
  cost	
  of	
  the	
  textbooks	
  is	
  
pretty	
  insignificant.	
  So	
  use	
  them.	
  If	
  you	
  do	
  intend	
  to	
  sell	
  back	
  your	
  books	
  when	
  the	
  courses	
  
are	
  over,	
  you	
  should	
  know	
  that	
  marking	
  them	
  up	
  does	
  not	
  change	
  the	
  value	
  of	
  the	
  book	
  in	
  
terms	
  of	
  resale.	
  What	
  the	
  bookstore	
  will	
  pay	
  you	
  for	
  a	
  book	
  is	
  determined	
  by	
  the	
  national	
  
need	
  for	
  that	
  particular	
  book,	
  not	
  whether	
  or	
  not	
  it	
  has	
  been	
  highlighted	
  and	
  written	
  in.	
  
And	
  don't	
  forget,	
  you	
  really	
  shouldn't	
  sell	
  any	
  textbooks	
  from	
  your	
  intended	
  major	
  —	
  you	
  
are	
  going	
  to	
  have	
  to	
  take	
  comps	
  in	
  your	
  senior	
  year,	
  and	
  it	
  is	
  much	
  easier	
  to	
  review	
  in	
  a	
  







book	
  with	
  which	
  you	
  are	
  familiar.	
  Also,	
  if	
  you	
  go	
  on	
  to	
  grad	
  school,	
  you	
  will	
  be	
  surprised	
  at	
  
how	
  many	
  times	
  you	
  will	
  wish	
  you	
  had	
  your	
  undergraduate	
  texts	
  available.	
  
	
  
If	
  you	
  don't	
  mark	
  in	
  your	
  books,	
  then	
  when	
  you	
  get	
  ready	
  to	
  study	
  for	
  tests,	
  you	
  are	
  faced	
  
with	
  a	
  clear	
  page,	
  which	
  means	
  you	
  essentially	
  have	
  to	
  start	
  over	
  from	
  square	
  one.	
  It's	
  like	
  
you	
  never	
  read	
  the	
  material	
  before.	
  
	
  
Now	
  you	
  are	
  ready	
  to	
  Read	
  the	
  material	
  carefully.	
  And	
  when	
  you	
  read,	
  it	
  should	
  be	
  an	
  
active,	
  not	
  a	
  passive	
  activity.	
  Underline	
  or	
  highlight,	
  but	
  do	
  this	
  selectively.	
  Write	
  in	
  the	
  
margin	
  when	
  you	
  find	
  a	
  main	
  idea	
  or	
  important	
  point.	
  And	
  do	
  it	
  in	
  your	
  own	
  words.	
  
Changing	
  written	
  text	
  into	
  your	
  own	
  words	
  is	
  the	
  best	
  way	
  to	
  remember	
  it.	
  
	
  
Stop	
  at	
  appropriate	
  intervals	
  (studies	
  show	
  that	
  most	
  beginning	
  college	
  freshmen	
  can	
  only	
  
concentrate	
  on	
  difficult	
  reading	
  for	
  five	
  minutes	
  at	
  a	
  time,	
  so	
  you	
  may	
  want	
  these	
  stops	
  to	
  
come	
  fairly	
  often).	
  The	
  length	
  of	
  time	
  that	
  you	
  can	
  concentrate	
  will	
  vary	
  with	
  the	
  difficulty	
  
of	
  the	
  reading	
  material.	
  Be	
  aware	
  of	
  how	
  long	
  you	
  can	
  read	
  before	
  your	
  mind	
  starts	
  to	
  
wander,	
  and	
  use	
  this	
  information	
  to	
  your	
  advantage.	
  Stop	
  at	
  that	
  point	
  and	
  Recite	
  what	
  you	
  
have	
  just	
  read.	
  If	
  you	
  can't	
  put	
  into	
  your	
  own	
  words	
  what	
  you	
  just	
  read,	
  then	
  you	
  may	
  have	
  
to	
  go	
  back	
  and	
  reread	
  that	
  part.	
  
	
  
Finally	
  the	
  last	
  step	
  is	
  Review.	
  And	
  this	
  shouldn't	
  happen	
  only	
  right	
  before	
  an	
  exam.	
  
Review	
  periodically,	
  looking	
  back	
  at	
  your	
  margin	
  notes,	
  and	
  the	
  main	
  points	
  that	
  you	
  have	
  
highlighted	
  or	
  underlined.	
  Remember,	
  studies	
  show	
  that	
  information	
  is	
  more	
  likely	
  to	
  be	
  
stored	
  in	
  your	
  long-­‐term	
  memory	
  if	
  you	
  review	
  material	
  shortly	
  after	
  you	
  learn	
  it.	
  Some	
  
people	
  find	
  that	
  it	
  is	
  helpful	
  to	
  review	
  a	
  chapter	
  before	
  they	
  start	
  reading	
  the	
  new	
  
assignment.	
  This	
  is	
  especially	
  true	
  in	
  courses	
  that	
  build	
  on	
  previously	
  learned	
  material,	
  like	
  
science	
  courses.	
  
	
  
If	
  you	
  are	
  concerned	
  about	
  either	
  your	
  reading	
  speed	
  or	
  your	
  comprehension,	
  please	
  stop	
  
by	
  Academic	
  Support	
  Services	
  for	
  individual	
  help.	
  Improving	
  your	
  reading	
  skills	
  is	
  
something	
  that	
  will	
  pay	
  great	
  dividends	
  throughout	
  your	
  college	
  career.	
  








Time	
  Management	
  
	
  
Time	
  management	
  is	
  a	
  crucial	
  skill	
  for	
  college	
  success.	
  Everyone	
  has	
  168	
  hours	
  in	
  a	
  week.	
  
How	
  you	
  use	
  those	
  hours	
  will	
  determine	
  how	
  successful	
  you	
  are.	
  
	
  
Factors	
  to	
  Consider	
  when	
  Setting	
  up	
  Personal	
  Time	
  Management	
  Plan:	
  
	
  
Be	
  aware	
  of	
  how	
  you	
  are	
  presently	
  using	
  your	
  time.	
  Keep	
  a	
  time	
  log	
  for	
  a	
  few	
  days.	
  Note	
  
when	
  you	
  are	
  most	
  alert.	
  Note	
  what	
  your	
  big	
  time	
  wasters	
  are.	
  Remember	
  the	
  following:	
  
	
  
•	
   Review	
  immediately	
  before	
  participation	
  classes	
  (foreign	
  language	
  discussion	
  


classes)	
  
•	
   Review	
  immediately	
  following	
  lecture	
  classes	
  
•	
   Daily	
  short	
  reviews	
  preferable	
  to	
  occasional	
  long	
  review	
  
•	
   Use	
  daytime	
  hours	
  for	
  study	
  
•	
   Study	
  hardest	
  subjects	
  first	
  
•	
   Break	
  big	
  projects	
  down	
  
•	
   Make	
  lists	
  
•	
   Setting	
  up	
  a	
  Time	
  Management	
  Plan	
  on	
  a	
  weekly	
  calendar:	
  
•	
   Record	
  fixed	
  commitments	
  (classes,	
  work,	
  sports	
  practice,	
  etc.)	
  
•	
   Schedule	
  daily	
  living	
  activities	
  (sleep,	
  meals,	
  personal	
  time)	
  
•	
   Schedule	
  review	
  time	
  
•	
   Schedule	
  recreation	
  time	
  
•	
   Schedule	
  study	
  time	
  for	
  each	
  course	
  
•	
   Stick	
  to	
  your	
  plan	
  
•	
   Additional	
  Activities:	
  
•	
   Use	
  Monthly	
  Calendars	
  (all	
  calendars	
  are	
  available	
  at	
  Academic	
  Support	
  Services)	
  to	
  


plan	
  big	
  projects	
  
•	
   Use	
  course	
  syllabi	
  to	
  complete	
  semester	
  calendars.	
  Record	
  exams	
  in	
  one	
  color	
  and	
  


paper	
  deadlines	
  in	
  different	
  color.	
  
	
  
Time	
  Management	
  Tips	
  
	
  
Going	
  from	
  high	
  school	
  to	
  college	
  is	
  a	
  major	
  transition	
  in	
  your	
  life.	
  A	
  big	
  part	
  of	
  that	
  
transition	
  is	
  your	
  being	
  able	
  to	
  assume	
  complete	
  responsibility	
  for	
  the	
  use	
  of	
  your	
  time.	
  In	
  
other	
  words,	
  you	
  are	
  now	
  completely	
  in	
  charge	
  with	
  respect	
  to	
  your	
  time	
  management.	
  	
  
	
  
You,	
  like	
  everyone	
  else,	
  have	
  168	
  hours	
  in	
  every	
  week.	
  How	
  you	
  use	
  time	
  can	
  determine	
  
your	
  success	
  or	
  failure	
  in	
  college.	
  The	
  management	
  of	
  time	
  is	
  the	
  number-­‐one	
  skill	
  to	
  
master	
  in	
  college.	
  It	
  is	
  also	
  a	
  very	
  important	
  life	
  skill.	
  Yet	
  students	
  frequently	
  squander	
  
time.	
  A	
  survey	
  conducted	
  recently	
  at	
  a	
  prominent	
  Eastern	
  liberal	
  arts	
  college	
  found	
  that	
  
college	
  freshmen	
  spent	
  roughly	
  one-­‐third	
  of	
  their	
  waking	
  hours	
  during	
  a	
  typical	
  weekday	
  
engaged	
  in	
  social	
  activities	
  or	
  idle	
  leisure.	
  This	
  "free	
  time"	
  amounted	
  to	
  nearly	
  twice	
  the	
  
time	
  the	
  students	
  spent	
  studying.	
  And	
  on	
  the	
  weekend	
  the	
  ratio	
  of	
  social	
  and	
  idle	
  leisure	
  
time	
  to	
  study	
  time	
  for	
  the	
  same	
  group	
  was	
  almost	
  six	
  to	
  one!!	
  This	
  is	
  probably	
  true	
  of	
  most	
  
Wabash	
  first	
  year	
  students	
  as	
  well,	
  but	
  it	
  doesn't	
  have	
  to	
  be.	
  There	
  are	
  two	
  things	
  one	
  can	
  







do	
  to	
  change	
  that:	
  (1)	
  by	
  doing	
  a	
  job	
  in	
  less	
  time	
  than	
  usual,	
  and	
  (2)	
  by	
  using	
  small	
  blocks	
  of	
  
time	
  that	
  you	
  usually	
  waste.	
  The	
  first	
  requires	
  that	
  you	
  study	
  more	
  efficiently	
  and	
  the	
  
second	
  requires	
  you	
  to	
  save	
  time	
  by	
  changing	
  your	
  habits	
  and	
  making	
  the	
  most	
  of	
  "hidden"	
  
time.	
  
	
  
If	
  you	
  are	
  similar	
  to	
  the	
  vast	
  majority	
  of	
  first	
  year	
  college	
  students,	
  you	
  will	
  have	
  at	
  least	
  
one,	
  if	
  not	
  all,	
  of	
  the	
  following	
  time-­‐management	
  problems:	
  
	
  
•	
   You	
  have	
  difficulty	
  settling	
  down	
  to	
  work.	
  You	
  are	
  always	
  getting	
  ready	
  to	
  study,	
  but	
  


for	
  one	
  reason	
  or	
  another,	
  a	
  lot	
  of	
  time	
  goes	
  by	
  before	
  you	
  actually	
  tackle	
  your	
  
assignments.	
  


	
  
•	
   Once	
  you	
  begin	
  studying,	
  you	
  waste	
  a	
  lot	
  of	
  time	
  jumping	
  from	
  one	
  thing	
  to	
  another,	
  


trying	
  to	
  do	
  too	
  many	
  different	
  things	
  in	
  a	
  brief	
  period	
  of	
  time.	
  You	
  don't	
  stay	
  with	
  
one	
  thing	
  long	
  enough	
  to	
  get	
  very	
  much	
  accomplished.	
  


	
  
•	
   You	
  don't	
  get	
  much	
  studying	
  done	
  in	
  the	
  time	
  you	
  spend	
  trying.	
  Not	
  that	
  you	
  don't	
  


go	
  through	
  the	
  motions	
  of	
  studying,	
  but	
  somehow	
  you	
  just	
  don't	
  do	
  as	
  much	
  real	
  
studying	
  as	
  you	
  know	
  you	
  should.	
  


	
  
These	
  three	
  difficulties	
  are	
  slightly	
  different	
  aspects	
  of	
  the	
  same	
  basic	
  problem.	
  What	
  it	
  
indicates	
  is	
  that	
  when	
  you	
  study,	
  you	
  fail	
  to	
  use	
  your	
  time	
  wisely	
  and	
  to	
  concentrate	
  
effectively	
  so	
  that	
  you	
  really	
  accomplish	
  a	
  meaningful	
  amount	
  of	
  work.	
  THIS	
  CAN	
  BE	
  
CORRECTED.	
  If	
  procrastination	
  and	
  concentration	
  are	
  problems	
  for	
  you,	
  check	
  out	
  the	
  
section	
  on	
  these	
  skills.	
  
	
  
Just	
  how	
  much	
  time	
  should	
  it	
  take	
  to	
  be	
  successful	
  in	
  college?	
  Well,	
  it	
  is	
  recommended	
  
that	
  you	
  should	
  spend	
  two	
  hours	
  outside	
  of	
  class	
  for	
  each	
  hour	
  you	
  are	
  in	
  class	
  —	
  so	
  say	
  
you	
  are	
  taking	
  four	
  courses	
  and	
  one	
  of	
  those	
  courses	
  is	
  a	
  lab	
  course,	
  then	
  you	
  are	
  spending	
  
about	
  15	
  hours	
  in	
  class.	
  So	
  you	
  should	
  be	
  spending	
  about	
  30	
  hours	
  a	
  week	
  studying	
  and	
  
preparing,	
  or	
  a	
  total	
  of	
  45	
  hours	
  a	
  week.	
  THAT'S	
  MORE	
  THAN	
  A	
  FULL	
  TIME	
  JOB!!	
  If	
  you	
  
take	
  56	
  hours	
  out	
  for	
  sleeping	
  (8	
  hours/night);	
  that	
  still	
  leaves	
  67	
  hours	
  a	
  week	
  for	
  eating,	
  
personal	
  care,	
  recreation,	
  part-­‐time	
  work,	
  etc.	
  So,	
  with	
  168	
  hours	
  in	
  a	
  week,	
  there	
  is	
  plenty	
  
of	
  time	
  to	
  get	
  everything	
  done	
  if	
  you	
  just	
  learn	
  to	
  manage	
  your	
  time.	
  
	
  
Before	
  you	
  prepare	
  a	
  planned	
  schedule,	
  try	
  to	
  identify	
  systematically	
  any	
  weaknesses	
  in	
  
your	
  present	
  study	
  schedule.	
  You	
  can	
  do	
  this	
  by	
  keeping	
  a	
  time	
  diary	
  for	
  a	
  period	
  of	
  one	
  
week.	
  At	
  the	
  end	
  of	
  each	
  hour	
  note	
  how	
  you	
  spent	
  that	
  hour.	
  Don't	
  give	
  yourself	
  credit	
  for	
  
studying	
  unless	
  you	
  were	
  actually	
  studying,	
  not	
  daydreaming.	
  During	
  the	
  time	
  you	
  are	
  
keeping	
  a	
  time	
  log,	
  pay	
  attention	
  to	
  how	
  you	
  feel	
  during	
  the	
  day.	
  What	
  are	
  your	
  peak	
  times?	
  
When	
  do	
  you	
  feel	
  most	
  alert?	
  When	
  is	
  your	
  drag	
  period?	
  At	
  the	
  end	
  of	
  the	
  week,	
  try	
  to	
  
identify	
  what	
  your	
  big	
  time	
  wasters	
  are:	
  is	
  it	
  TV,	
  the	
  telephone,	
  time	
  spent	
  on	
  email	
  or	
  
surfing	
  the	
  "net"	
  or	
  just	
  messing	
  around?	
  Once	
  you	
  identify	
  your	
  time	
  wasters,	
  try	
  to	
  do	
  
something	
  to	
  minimize	
  these.	
  Once	
  you	
  know	
  how	
  you	
  are	
  presently	
  spending	
  your	
  time,	
  
then	
  you	
  are	
  ready	
  to	
  set	
  up	
  a	
  personal	
  time	
  management	
  program.	
  
	
  







Factors	
  to	
  consider	
  before	
  you	
  prepare	
  your	
  time	
  management	
  schedule:	
  
	
  
1.	
   	
  When	
  preparing	
  for	
  a	
  participation	
  course	
  where	
  you	
  will	
  be	
  called	
  upon	
  in	
  class,	
  


reserve	
  some	
  time	
  just	
  before	
  the	
  class	
  period	
  to	
  study	
  your	
  daily	
  assignment.	
  
	
  
2.	
  	
   For	
  a	
  lecture	
  course,	
  keep	
  the	
  time	
  immediately	
  following	
  or	
  as	
  soon	
  as	
  possible	
  


after	
  the	
  class	
  period	
  free	
  to	
  spend	
  reviewing	
  what	
  was	
  said	
  in	
  class,	
  organizing	
  and	
  
expanding	
  your	
  notes	
  so	
  they	
  will	
  be	
  coherent	
  later	
  when	
  you	
  are	
  studying.	
  Studies	
  
on	
  retention	
  of	
  lecture	
  material	
  tell	
  us	
  that	
  approximately	
  50%	
  of	
  the	
  material	
  from	
  
lecture	
  is	
  lost	
  if	
  it	
  is	
  not	
  reviewed	
  within	
  24	
  hours	
  of	
  the	
  lecture.	
  The	
  sooner	
  the	
  
review	
  occurs	
  after	
  the	
  lecture	
  the	
  more	
  you	
  will	
  retain.	
  


	
  
3.	
  	
   Break	
  long	
  periods	
  of	
  study	
  with	
  short	
  relaxation	
  periods.	
  A	
  good	
  rule	
  is	
  to	
  take	
  a	
  


five-­‐	
  to	
  ten-­‐minute	
  break	
  after	
  each	
  hour	
  of	
  concentrated	
  study.	
  
	
  
4.	
  	
   Studying	
  a	
  given	
  subject	
  in	
  fairly	
  short,	
  daily	
  periods	
  is	
  far	
  superior	
  to	
  occasional	
  


long	
  periods.	
  
	
  
5.	
  	
   Most	
  students	
  find	
  that	
  the	
  late	
  afternoon	
  is	
  a	
  good	
  time	
  to	
  schedule	
  recreation	
  and	
  


relaxation.	
  Typically	
  this	
  is	
  not	
  a	
  productive	
  study	
  time.	
  Exercise	
  and	
  recreation	
  
provides	
  one	
  with	
  a	
  good	
  frame	
  of	
  mind	
  for	
  an	
  evening	
  of	
  study.	
  


	
  
6.	
  	
   Many	
  college	
  students	
  waste	
  prime	
  study	
  hours	
  during	
  the	
  day.	
  Try	
  to	
  use	
  those	
  


small	
  blocks	
  of	
  time	
  between	
  classes	
  for	
  effective	
  study.	
  Research	
  tells	
  us	
  that	
  an	
  
hour	
  of	
  study	
  during	
  the	
  day	
  is	
  worth	
  an	
  hour	
  and	
  a	
  half	
  after	
  the	
  dinner	
  hour	
  and	
  
two	
  hours	
  after	
  midnight.	
  


	
  
7.	
  	
   Experiment	
  with	
  your	
  schedule	
  until	
  you	
  find	
  the	
  proper	
  balance	
  for	
  you,	
  then	
  stick	
  


to	
  it.	
  Building	
  habits	
  of	
  regularity	
  is	
  essential	
  to	
  scholastic	
  success	
  and	
  the	
  key	
  to	
  
good	
  time	
  management.	
  


	
  
For	
  best	
  results	
  in	
  efficient	
  time	
  management,	
  follow	
  this	
  sequence	
  in	
  preparing	
  your	
  
schedule:	
  
	
  
1.	
  	
   Record	
  Fixed	
  Time	
  Commitments.	
  Write	
  all	
  your	
  regularly	
  scheduled	
  activities	
  


such	
  as	
  classes,	
  labs,	
  religious	
  services,	
  employment,	
  practices,	
  etc.	
  on	
  your	
  
schedule.	
  A	
  weekly	
  calendar	
  is	
  available	
  on	
  this	
  website	
  —	
  Google	
  Calendars	
  are	
  
also	
  excellent.	
  They	
  are	
  also	
  available	
  from	
  Ms.	
  Rosenberg	
  in	
  room	
  101	
  in	
  the	
  
Armory.	
  


	
  
2.	
  	
   Schedule	
  Daily	
  Living	
  Activities.	
  Set	
  aside	
  ample	
  (but	
  not	
  excessive)	
  time	
  for	
  


eating,	
  sleeping,	
  dressing,	
  etc.	
  Although	
  most	
  students	
  try	
  to	
  get	
  by	
  on	
  less,	
  it	
  is	
  
recommended	
  that	
  one	
  schedule	
  between	
  7	
  and	
  8	
  hours	
  a	
  night	
  for	
  sleep.	
  Also,	
  
schedule	
  three	
  hours	
  a	
  day	
  for	
  eating	
  and	
  personal	
  time.	
  Although	
  we	
  don't	
  usually	
  
recommend	
  trying	
  to	
  do	
  two	
  things	
  at	
  once,	
  there	
  are	
  examples	
  where	
  this	
  can	
  be	
  a	
  
very	
  effective	
  time	
  management	
  tool.	
  Everyone	
  has	
  to	
  eat,	
  so	
  plan	
  to	
  eat	
  when	
  you	
  







can	
  socialize	
  with	
  your	
  friends.	
  This	
  way	
  you	
  are	
  accomplishing	
  two	
  important	
  
things	
  at	
  once.	
  


	
  
3.	
  	
   Schedule	
  Review	
  Time.	
  Reserve	
  time	
  for	
  reviewing	
  either	
  before	
  or	
  after	
  each	
  class.	
  


Remember,	
  for	
  a	
  lecture	
  course	
  the	
  time	
  immediately	
  following	
  the	
  class	
  period	
  
should	
  be	
  kept	
  free	
  for	
  revising	
  and	
  expanding	
  your	
  notes;	
  for	
  a	
  participation	
  course	
  
the	
  time	
  just	
  prior	
  to	
  class	
  should	
  be	
  reserved	
  for	
  reviewing	
  the	
  day's	
  assignment.	
  


	
  
4.	
  	
   Schedule	
  Recreation	
  Time.	
  Set	
  aside	
  regular	
  time	
  for	
  recreation.	
  Research	
  supports	
  


the	
  fact	
  that	
  a	
  sound	
  body	
  is	
  necessary	
  for	
  a	
  sound	
  mind.	
  Remember,	
  late	
  afternoon	
  
is	
  a	
  good	
  time	
  to	
  schedule	
  exercise.	
  


	
  
5.	
  	
   Schedule	
  Preparation	
  Periods.	
  For	
  each	
  course,	
  schedule	
  sufficient	
  time	
  for	
  


preparing	
  outside	
  assignments.	
  The	
  amount	
  of	
  time	
  to	
  be	
  scheduled	
  will	
  depend	
  
upon	
  the	
  difficulty	
  level	
  of	
  the	
  material,	
  your	
  ability	
  to	
  master	
  the	
  material,	
  the	
  
grade	
  you	
  wish	
  to	
  receive,	
  and	
  the	
  efficiency	
  of	
  your	
  study	
  methods.	
  Preparation	
  
periods	
  should	
  be	
  scheduled	
  at	
  times	
  when	
  interference	
  is	
  at	
  a	
  minimum	
  and	
  should	
  
be	
  long	
  enough	
  to	
  permit	
  the	
  accomplishment	
  of	
  a	
  significant	
  amount	
  of	
  work.	
  Be	
  
sure	
  to	
  write	
  the	
  name	
  of	
  each	
  course	
  in	
  all	
  time	
  periods	
  on	
  your	
  schedule	
  when	
  you	
  
plan	
  to	
  study	
  it.	
  Don't	
  just	
  write	
  "Study."	
  


	
  
6.	
  	
   Schedule	
  the	
  Most	
  Difficult	
  Subject	
  or	
  the	
  One	
  You	
  Like	
  Least	
  First.	
  Always	
  try	
  to	
  


get	
  your	
  most	
  difficult	
  subject	
  or	
  the	
  one	
  you	
  enjoy	
  least	
  out	
  of	
  the	
  way	
  first.	
  Your	
  
mind	
  is	
  most	
  alert	
  then,	
  and	
  you	
  will	
  feel	
  invigorated	
  when	
  you	
  tackle	
  those	
  course	
  
you	
  enjoy.	
  


	
  
Other	
  Helpful	
  Hints:	
  
	
  
1.	
  	
   Study	
  at	
  Regular	
  Times	
  and	
  Places.	
  Establishing	
  habits	
  of	
  regularity	
  in	
  studying	
  is	
  


extremely	
  important.	
  Knowing	
  what	
  you	
  are	
  going	
  to	
  study,	
  and	
  when,	
  saves	
  a	
  lot	
  of	
  
time	
  in	
  making	
  decisions.	
  It	
  is	
  amazing	
  how	
  much	
  time	
  we	
  spend	
  thinking	
  about	
  
what	
  we	
  are	
  going	
  to	
  do.	
  Establishing	
  habits	
  cuts	
  down	
  on	
  procrastination.	
  


	
  
2.	
  	
   Use	
  Free	
  Time	
  for	
  Studying.	
  Those	
  scattered	
  one	
  or	
  two	
  hours	
  of	
  "free"	
  time	
  


between	
  classes	
  are	
  easily	
  wasted.	
  Using	
  them	
  for	
  reviewing	
  and	
  organizing	
  lecture	
  
notes	
  or	
  doing	
  the	
  reading	
  for	
  the	
  next	
  class	
  are	
  very	
  efficient	
  uses	
  of	
  this	
  time.	
  Also,	
  
don't	
  forget	
  to	
  use	
  "Chapel	
  Period"	
  for	
  review	
  when	
  you	
  don't	
  have	
  something	
  else	
  
scheduled.	
  


	
  
3.	
  	
   Set	
  a	
  Two-­‐Hour	
  Limit.	
  After	
  studying	
  one	
  subject	
  for	
  two	
  hours,	
  many	
  people	
  begin	
  


to	
  tire	
  and	
  their	
  ability	
  to	
  concentrate	
  decreases	
  rapidly.	
  To	
  keep	
  up	
  your	
  efficiency,	
  
take	
  relaxation	
  breaks	
  every	
  hour	
  (for	
  five	
  or	
  ten	
  minutes)	
  and	
  switch	
  to	
  studying	
  
another	
  subject	
  after	
  two	
  hours.	
  


	
  
4.	
  	
   Study	
  on	
  the	
  Weekends.	
  Some	
  time	
  should	
  be	
  set	
  aside	
  for	
  study	
  on	
  the	
  weekends	
  


since	
  this	
  is	
  a	
  particularly	
  good	
  time	
  to	
  work	
  on	
  special	
  projects.	
  Additionally,	
  







weekend	
  hours	
  should	
  be	
  used	
  for	
  "payback"	
  hours	
  -­‐-­‐	
  time	
  for	
  those	
  subjects	
  that	
  
you	
  have	
  slighted	
  during	
  the	
  week	
  because	
  of	
  paper	
  deadlines	
  or	
  exams.	
  


	
  
5.	
  	
   Break	
  big	
  projects	
  into	
  smaller	
  chunks.	
  Set	
  goals	
  for	
  when	
  each	
  part	
  of	
  a	
  big	
  


project	
  will	
  be	
  completed.	
  Monthly	
  calendars	
  provide	
  a	
  form	
  for	
  such	
  planning.	
  
These	
  are	
  available	
  on	
  this	
  website	
  or	
  from	
  Academic	
  Support	
  Services.	
  


	
  
6.	
  	
   Good	
  time	
  managers	
  are	
  list	
  makers.	
  Make	
  a	
  list	
  of	
  things	
  you	
  need	
  to	
  do	
  either	
  


right	
  before	
  you	
  go	
  to	
  sleep	
  at	
  night	
  or	
  first	
  thing	
  each	
  morning.	
  Then	
  number	
  each	
  
item	
  according	
  to	
  its	
  importance.	
  Keep	
  paper	
  or	
  a	
  calendar	
  with	
  you	
  to	
  jot	
  down	
  the	
  
things	
  you	
  have	
  to	
  do	
  or	
  make	
  notes	
  to	
  yourself.	
  This	
  frees	
  your	
  mind	
  and	
  allows	
  
you	
  to	
  focus	
  on	
  your	
  studies.	
  


	
  
7.	
  	
   Plan	
  your	
  entire	
  semester.	
  When	
  you	
  receive	
  your	
  course	
  syllabi,	
  take	
  time	
  to	
  


complete	
  a	
  semester	
  calendar	
  recording	
  all	
  exams	
  and	
  paper	
  deadlines.	
  Some	
  
students	
  find	
  it	
  helpful	
  to	
  record	
  exams	
  in	
  one	
  color	
  and	
  papers	
  in	
  a	
  different	
  color.	
  
Then	
  post	
  the	
  calendar	
  in	
  a	
  location	
  where	
  you	
  will	
  see	
  it	
  every	
  day.	
  The	
  semester	
  
calendars	
  are	
  available	
  on	
  this	
  website.	
  


	
  
8.	
  	
   Recite	
  often.	
  In	
  a	
  large	
  research	
  study	
  students	
  were	
  divided	
  into	
  different	
  groups.	
  


One	
  group	
  used	
  100%	
  of	
  its	
  time	
  in	
  reading	
  an	
  article	
  over	
  and	
  over	
  again,	
  while	
  
another	
  group	
  spent	
  80%	
  of	
  its	
  time	
  reading	
  and	
  20%	
  reciting	
  the	
  same	
  article.	
  
Other	
  groups	
  read	
  and	
  recited	
  in	
  different	
  proportions.	
  The	
  final	
  group	
  spent	
  only	
  
20%	
  of	
  its	
  time	
  reading	
  and	
  80%	
  in	
  reciting,	
  and	
  this	
  group	
  clearly	
  emerged	
  with	
  
the	
  highest	
  score	
  on	
  the	
  evaluation.	
  


	
  
9.	
  	
   Be	
  assertive	
  about	
  protecting	
  your	
  study	
  time.	
  Interruptions	
  are	
  big	
  time	
  wasters	
  


so	
  learn	
  to	
  say	
  "no"	
  to	
  various	
  interruptions,	
  activities,	
  and	
  requests	
  if	
  they	
  occur	
  
during	
  your	
  planned	
  study	
  time.	
  


	
  
10.	
  	
   Stick	
  to	
  your	
  time	
  management	
  plan.	
  Once	
  you	
  have	
  developed	
  a	
  program,	
  stick	
  to	
  


it.	
  Good	
  time	
  management	
  skills,	
  like	
  other	
  skills,	
  require	
  practice.	
  However,	
  you	
  
must	
  be	
  flexible	
  enough	
  to	
  make	
  changes	
  if	
  your	
  plan	
  is	
  not	
  working	
  for	
  you.	
  


	
  
	
  





