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4.2 Effective Questions


  
  
    [image: ]
    A questioning mind contributes to student success.
  
  Part of learning is being an active learner. Learning which only involves being fed information is merely surface learning. To really understand, a learner has to be actively engaged in the learning process. That means reviewing, practising, summarizing, and yes, asking effective questions. Asking questions requires thinking about the information and trying to understand it at a deeper level. By forming questions, you will understand things more fully. When you are learning new information or a new process, imagine that you are having to describe it to someone else. What parts of the information or process aren’t entirely clear to you? These are the things to ask questions about.

  Remembering the 5 Ws and H is a good place to start. If you have a handle on these then you’ll be on your way to understanding the important information. If you aren’t familiar with the 5 Ws and H, then it’s time to add it to your repertoire: Who, What, When, Where, Why, and How!

  
    	Who – Who was involved? Who does it affect? Who is it addressed to?

    	What – What is involved? What happened? What needs to happen?

    	When – When did it happen? When will I need to do something about it?

    	Where – Where did it occur? Where will it take place?

    	Why – Why is it happening? Is there a reason?

    	How – How should it be dealt with?

  

  Start using this in your everyday life. Whenever you send out any kind of communication, it’s a great tool to make sure you haven’t left out any information. For example, it’s common that just after the invites for a party are sent out, the host realizes they left off a critical piece of information such as the date. Those who get in the habit of checking the 5 Ws and H rarely make this critical mistake. In the party invitation, if the host makes sure to include them all then the pertinent info is covered:

  
    	Who – Who is invited? Who is the party for?

    	What – What is it? – It’s a birthday party.

    	When- Give the date.

    	Where – Give the address.

    	Why – it’s a birthday!

    	How – Bring an appy, bring an expensive gift, don’t be late – it’s a surprise.

  

  When you make a habit of using them, you’ll notice you start thinking about them in class as well. You’ll think about them when you’re reading your texts and research articles, and you’ll naturally start to have a questioning mind. Asking effective questions leads to further clarification and greater understanding. Asking effective questions helps you to analyze and think critically. These are important processes in learning.

  
    Exercise: Effective Questioning Using 5 Ws and H
 
    Choose a topic you are learning about. It can be a topic you are learning in a course, or it can be something you are interested in learning more about, such as a health issue, an activity you would like to take up, or an environmental issue. Once you have chosen the topic, use the 5 Ws and H model to formulate questions that pertain to the topic. Note that all 6 may not be pertinent for every topic, but if one or more of them don’t apply, just make a note of that so you know you’ve thought it through. These questions may evoke further questions you have about the topic; note them as well if applicable.

  

  Effective Questioning Using Bloom’s Taxonomy

  Self-testing is one of the most powerful study strategies.  Creating good questions requires you to think critically about what you need to learn (planning). Testing whether you can answer questions without referring to a text or notes, as you would in an exam, allows you to effectively monitor your progress. The trick to effective self-testing is asking the right questions.

  One way of picturing these levels of depth in learning is Bloom’s Taxonomy. In high school level courses, you are usually asked questions from near the bottom of Bloom’s Taxonomy scale, while at college or university, you are required to move beyond recalling basic facts and details, and must learn to apply and analyze material in depth moving to the higher levels on Bloom’s scale. The categories in the cognitive taxonomy developed by Bloom (from lowest to highest) include:

  
    	Remember (knowledge recall) – retrieving relevant knowledge from long-term memory

    	Understand (comprehension) – interpreting the meaning of information; being able to “translate” knowledge into one’s own words; linking new information to what you already know

    	Apply – using what you know to do required tasks

    	Analyze – taking things apart; dissecting; asking “why?”; seeing relationships and how things work

    	Evaluate – appraising, judging and critiquing the outcomes of any of the other levels

    	Create (synthesis) – putting things together; building on what you know to create something new; seeing new relationships or making new connections. [1] [2]
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  One method for creating study questions or planning active learning activities is to move step-by-step through each level of Bloom’s Taxonomy.  Begin with a few questions at the Remembering level. If you don’t yet know the technical language of the subject and what it means, it will be difficult for you to apply, evaluate, analyze, or be creative. Then, go deeper into your subject as you move through the levels.

  
    Exercise: Create Study Questions Using Bloom’s Cognitive Taxonomy
 
    
      Download the Bloom’s Taxonomy Printable Worksheet [PDF] to complete this activity or use the table below.

      Pick a subject area in which you are working. For each level of Bloom’s Taxonomy on this page:

      
        	Develop a question and answer it to show that you can think about the material at that level.

        	Then, working with a partner and using the chart below, explain the questions at each level of Bloom’s taxonomy for this subject area to a partner and listen to them do the same.

        	Discuss how your questions would allow you to assess how much you know and what level you are working at.

      

      Create study questions using Bloom’s Taxonomy 	Level 	Question 
 	Remembering 	Remembering and recalling information My question(s):
 
 	Understanding 	Understanding and explaining ideas or concepts My question(s):
 
 	Applying 	Applying information in a familiar situation My question(s):
 
 	Analyzing 	Analyzing by breaking information into parts to explore relationships My question(s):
 
 	Evaluating 	Justifying a decision or course of action My question(s):
 
 	Creating 	Generating new ideas, products, or ways of viewing things My question(s):
 
  

    

  

  You will notice that depending on the content and level of the course, the kinds of questions that are relevant and the complexity of the questions will differ. At any rate, it is a mark of an active learner to be questioning material, and to ask questions when needed.

  
    Now that’s a good question…
 
    
      Are you shy about asking questions? Do you think that others in the class will ridicule you for asking a dumb question? Students sometimes feel this way because they have never been taught how to ask questions. Practise these steps, and soon you will be on your way to customizing each course to meet your needs and letting the instructor know you value the course.

      
        	Be prepared. Doing your assignments for a class or lecture will give you a good idea about the areas you are having trouble with, and will help you frame some questions ahead of time.

        	Position yourself for success. Sit near the front of the class. It will be easier for you to make eye contact with the instructor as you ask the question. Also, you won’t be intimidated by a class full of heads turning to stare at you as you ask your question.

        	Don’t wait. Ask your questions as soon as the instructor has finished a thought. Being one of the first students to ask a question also will ensure that your question is given the time it deserves and won’t be cut short by the end of class.

        	In a lecture class, write your questions down. Make sure you jot your questions down as they occur to you. Some may be answered in the course of the lecture, but if the instructor asks you to hold your questions until the end of class, you’ll be glad you have a list of the items you need the instructor to clarify or expand on.

        	Ask specific questions. “I don’t understand” is a statement, not a question. Give the instructor guidance about what you are having trouble with. “Can you clarify the use of the formula for determining velocity?” is a better way of asking for help. If you ask your question at the end of class, give the instructor some context for your question by referring to the part of the lecture that triggered the question. For example, “Professor, you said the Union troops were emboldened by Lincoln’s leadership. Was this throughout the Civil War, or only after Gettysburg?”

        	Don’t ask questions for the sake of asking questions. If your question is not thought out, or if it appears that you are asking the question to try to look smart, instructors will see right through you!

      

    

  

   

  

  Text Attributions

  
    	“Effective Questioning Using Blooms Taxonomy” and “Exercise: Create Study Questions Using Bloom’s Cognitive Taxonomy” were adapted from Use Effective Questioning Strategies in University 101: Study, Strategize and Succeed by Kwantlen Polytechnic University. Adapted by Mary Shier. CC BY SA.

    	“Now That’s a Good Question” was adapted from “Are You Really Listening?” in University Success by N. Mahoney, B. Klassen, and M. D’Eon. Adapted by Mary Shier. CC BY-NC-SA.

  

  
    Media Attributions

    
      	Question mark head is licensed under a Public Domain license

      	Bloom’s Taxonomy © Rawia Inaim is licensed under a CC BY-SA (Attribution ShareAlike) license

    

  

  

  
    
      	Anderson, L. W., & Krathwohl, D. (Eds.). (2001). A taxonomy for learning, teaching, and assessing: A revision of Bloom's taxonomy of educational objectives. New York: Longman. ↵


      	Bloom, B., Englehart, M. Furst, E., Hill, W., & Krathwohl, D. (1956). Taxonomy of educational objectives: The classification of educational goals. Handbook I: Cognitive domain. New York, Toronto: Longmans, Green. ↵


    

  

  




  
  








12.2 Personal Budget


  
  There are many different ways of paying for educational expenses. When creating your own financial plan for school, you may wish to consider:

  
    	Working to save for tuition and expenses before attending.

    	Working during summer months to pay for your school semester.

    	Working part-time and attending school part-time.

    	Cutting down on living expenses by living with family or in student housing.

    	Applying for grants, bursaries, or scholarships.

    	Requesting support from family.

    	Applying for student loans.

  

  
    Exercise: Financial Aid
 
    
      Talk to someone from the financial aid office at your school of choice. The people in this office may suggest other options for funding that you are not aware of.

      Jot down some notes after talking with the financial aid people. You may need these notes for your Budget assignment (coming soon!).

    

  

  Making a Budget

  A budget is a document that tracks the money you have coming in including sources of income, and the money you have going out to pay for your expenses. For students, a budget helps them plan for future school expenses, keeping in mind all sources of income, including student loans, grants and earnings from part-time work or full-time summer jobs.

  When returning to school, most people have to really think about their needs versus their wants:

  Needs vs. Wants 	Needs 	Wants 
 		Food
	A place to live
	Personal care items
	Books for school

  		Going out for lunch
	Manicure
	Tickets for a concert or hockey game

  
  

  You may have to let go of some wants when you return to school. Can you think of some wants you could eliminate from your budget while you are a student? How about making coffee instead of buying coffee? Buying less clothing? Going out to movies less often and staying home to watch one instead? You may find it is easier to eliminate some expenses that are wants rather than needs.

  
    Exercise: Saving Money
 
    
      List as many ways as you can that you can cut back on expenses in your own personal life. Make sure they are practical and doable. For example, it may not be practical to save money on a bus pass if the alternative is walking to school one and a half hours each way. This will help your fitness level but may seriously cut into your study time, so it is likely not worth the savings. Likely you will think of many practical areas you can save money though.

    

  

  Also remember that budgets get adjusted regularly, so you’ll have to review your budget often. Add income that may come in, such as bursaries or income tax returns, to keep your budget accurate.

  
    Exercise: Prepare a Simple Budget
 
    
      Using your word processor program, prepare a simple budget showing how you would pay for 1 year  of your program at a post-secondary institution. The easiest way to start is to break down your monthly expenses and add the costs associated with school. You will have to estimate expenses for many items (e.g. food, hydro)

      Be sure to include your costs for:

      
        	Accommodation – rent, mortgage, or student residence (example: $800 per month times 12 months)

        	Hydro (example: $85 per month times 12 months)

        	Food

        	Personal care items

        	Childcare (if necessary)

        	Transportation (remember: your fees at many post-secondary institutions in BC include a bus pass)

        	Books

        	Tuition and student fees

        	Phone and internet services

        	Any other special expenses you can think of

      

      Also include a detailed list of where your funding might come from. Be sure to include:

      
        	Money you have saved

        	Education savings plans (e.g. RESP’s)

        	Income from a part-time job

        	Tax returns and credits

        	Gifts/loans from family and friends

        	Student loans (use the information you gathered from talking with financial aid offices at your institution)

        	Scholarships, bursaries, etc. (use the information you gathered from talking with financial aid offices at your institution)

      

    

  

  Personal Budgeting

  
    
      [image: A person calculating their budget with a calculator]
    
    Making a budget.
  
  Personal budgeting sounds like a boring and constricting thing to do. In reality, it is enlightening and empowering. The truth is that most people don’t know where their money goes every month. They seem surprised when it runs out. But it should never be a surprise. The amount of money coming in needs to be greater than the amount of money going out. Otherwise, you’ll end up running out, or going into debt. It’s particularly frustrating when you can’t afford to do something which was really important to you, because you inadvertently spent money on something that really wasn’t that important to you.

  Creating a personal budget means being intentional and proactive about where you spend your money. Budgeting is creating a plan to make sure it goes where you want it to go – no surprises. Tracking your spending will help you be aware of the realities of what you spend your money on. This is particularly important for a couple. Money is the biggest thing that causes conflict in a marital relationship. Often couples tend to think it’s the other person who is out of control on their spending. It can be eye-opening to track spending and see where you yourself are spending more than you thought. A personal budget is a finance plan which allocates future income towards expenses, savings and debt repayment. Personal budgeting requires both creating a doable plan and following it.

  Different Ways to Budget

  There are several ways to create a personal budget, and you need to choose a way that works for you. Some divide up their cash into marked envelopes designated for different categories (rent, food, cell phone, car, entertainment, etc.) and some track it digitally using a spreadsheet. What most people find is that if they do it for a good length of time (such as a year), they change their spending habits enough that they don’t have to track so carefully anymore.

  Of course, as income changes, habits change, and money issues creep in again. It’s a funny thing. You’d think that when you start making more money, it would be much easier to balance your budget every month, but in reality, as wages increase so do expectations and expenses. It’s a good idea to redo your personal budget as required.

  Once you get started with a personal budget, first building it, and then sticking to it, you will realize it’s easier than you think.

  
    Exercise: Compare Budget Templates
 
    
      Explore a couple of different ways to create a budget. Here are some examples:

      
        	TD Excel Worksheet: Personal Budget Spreadsheet – TD Canada Trust [Excel]

        	Spreadsheet123 Online Personal Budget. You will want to ignore the ads (don’t click on them) and you can ignore the survey it asks you to do (click on “skip survey”).

      

      For both of these examples: Make sure to click on enable editing once you have downloaded the file. Then you will be able to insert your own figures into the chart. The nice thing about these online tools is that they do all the math for you.

      You may explore a different budget template that you are familiar with or that someone recommended to you. Some people prefer to use good ol’ pencil and paper and make their own charts. Think about which templates or models will work well for you. You will use one in the assignment below.

    

  

  Once you work out your budget, you will be able to see how much discretionary money (the money left over after all the necessary payments come out) you should have at the end of the month. Then you can decide how much of it will be for savings, for charity, for a special purchase, or for a special holiday.

  However you decide to do it, your budget should reflect your spending. Notice that most pre-made charts have a place for other. It’s important to identify the other items that are unique to you. Think of your habits (good and bad). If you buy a case of beer every week, or a pack of cigarettes every day, or go skiing every Saturday, make sure you put these in your budget as well. You may need to adjust the amount once you evaluate whether or not you can afford these.

  
    Assignment: Develop a Detailed Monthly Budget
 
    
      Use the simple budget you developed above. You should be able to use the information you gathered there to complete this more detailed budget exercise. For this exercise:

      
        	Reflecting on the “To do” activity above, think about the different ways to keep track of a budget.

        	Choose one of the above methods or find one that you like better.  Alternatively, you can create your own budget sheet.

        	Make a personal monthly budget. Fill it in and take inventory: calculate how much you spend and how much you make. Record any debts, and any savings plans. If you are in debt, include debt repayment in your budget with a timeline when your debt will be paid off. If you have any special things you are saving for, identify these along with the cost, the monthly savings, and when you will be able to afford to purchase the item or when your savings goal will be met for items such as attending post-secondary.

        	Now make a personal plan identifying strategies you will use to be able to stick to your budget. Choose ones that you think will work for you. What changes will you make in your spending practices?

      

      Your assignment will consist of the monthly budget sheet along with a short paragraph discussing changes required. If you are using an online tool to create your budget sheet, print it to have a hard copy and save it one your own computer. If you are using pen and paper, make copies of your budget to use as working copies each month.

    

  

  Financial Planning

  Making a budget and following it is the first step. Budgeting will help you get control of your spending and be more aware of where your money is going. As well as using a budget to manage your current finances and short-term goals, it is important to plan for future needs.

  For example: do you plan to have a family and purchase a home? Do you plan to attend post-secondary full time? Do you want to save for your children’s post-secondary education? Will you need a new car in a few years, or have to do a major renovation to your home? If you don’t plan ahead, these things likely won’t happen. Financial planning for the future often just involves identifying those things that are important to you, and then building it into the plan. Putting a little bit every month into a savings plan can add up quickly, and it will be there for the things that matter to you. Once you determine a reasonable amount to set aside each month, it’s good to make sure it’s done automatically. You can set up your finances so that payments automatically go into:

  
    	Savings accounts at your bank.

    	Investments such as GICs, mutual funds, stocks and bonds.

    	Education savings such as RESPs.

    	Retirement savings such as RRSPs.

  

  Depending on your circumstances, this may seem impossible. Sometimes there just isn’t enough at the end of the month to have anything extra. After analyzing your income and expenses, it may cause you to realize more changes need to be made. Do you need to get a different job that pays more? Do you need to get an additional part-time job to supplement your income? Can you find ways to do things more inexpensively (spend less, find cost savings, change habits?) Do you need to sell something that is draining your finances? You will need to come up with a plan that will at least allow you to balance your budget each month. Whether your budget is to prepare for post-secondary school (save money so that you can go in the future) or to attend now (budget so that you can stretch your money throughout the school year), using these principles will help you achieve your goals.

  

  Text Attributions

  This chapter is a remix of the following resources:

  
    	“Module 1, Unit 2: The Decision Making Process – Section 9 Financial Planning for School” in the Education and Career Planning Open Course by Allison Schubert. Adapted by Mary Shier. CC BY.

    	“Module 4 Living Skills Section 2 Money Management” in the Education and Career Planning Open Course by Mary Shier. CC BY.

  

  
    Media Attributions

    
      	Calculator © brandnewday, pixabay is licensed under a Public Domain license

    

  

  




  
  






4
Preface


  
  Why I Created This Book

  In the beginning my motivation in compiling this resource was to create a textbook that matched the learning outcomes of the course that the EDCP articulation committee had recently created. In other words, I needed the textbook for my students and so did many other colleges in the province. Creating the textbook would provide a resource for a course that gave ABE students another course option for adult high school graduation – particularly important for students who aren’t math and science oriented. I loved the idea of creating an open text, as I support the concept of open educational resources (OER) to help keep costs down for students and to provide flexibility and ease for instructors who can reuse, adapt, and remix open materials to meet their needs. The timing was right and the funding was available.

  What I started to realize as I became entrenched in the project was that I was putting to paper a compilation of the advice I give to students every day. As an ABE instructor and an education advisor, I see the pitfalls that overwhelm students on a regular basis. I see both the ways they set themselves up for failure and, conversely, the ways they adopt successful habits. I have worked in adult education for over thirty years, and – as I near the end of my career – in a way, writing this book was a cathartic exercise of compiling a tremendous amount of my experience and expertise.

  My experience teaching and education advising has made me very aware of the struggles that many students go through. Being a good student does not necessarily come naturally; productive study habits are learned. Unfortunately, student retention rates and graduation rates are adversely affected because many students never learned what it takes to achieve success. Student Success can help develop strong study skills and inform students of campus services that can aid them along the way.

  I believe in the value of education. I believe in life-long learning. I personally learned the hard way in my earlier years of education about the many bad habits that students form that only cause barriers to success. I experienced the difference in confidence and quality of learning when I implemented good, strong study habits when I embarked on graduate studies as a very mature (i.e. very old) student. Sharing some of this acquired wisdom regarding the habits that help students experience success just seems to make good sense.

  One thing that I found really interesting in the process of writing the book was how many times I needed to take my own advice as I was writing it. It was almost eerie how many times it happened. For example, as I was writing the section on personal wellness, I was writing about the importance of keeping balance in one’s life, making sure to make time for physical exercise and fresh air. At the time of writing I had spent numerous very long days head down, writing content for the book. As I wrote, I realized my back and shoulders were aching, and I desperately needed physical exercise after so many countless hours at the computer. It was in the rereading of what I had written that it struck me how much I needed to heed my own counsel. Similar incidents happened in other chapters. Ultimately, this demonstrates that many of the skills require continual practice. Just when you think you have mastered something is when a new circumstance challenges you to practice the skill in a different way.

  It is my hope that by using this text, students will develop skills that will set them up for a positive post-secondary experience that will reduce stress and frustration, and increase successful outcomes and graduation attainments.

  To the Students

  A Note About Videos: There are videos throughout the text from external sources. For those reading the online copy, videos can be watched directly in the text. If you are reading a paper copy or a PDF, the text will provide direct URLs to where you can watch the video. You can also find those links in the back matter of the text named List of Links by Chapter.

  Intended Audience: This book is useful for all college and university students, whether you are a young student barely out of high school, an older student making a career change, or a parent whose children have grown and gone and who is starting a new chapter of life. It is relevant whether you’ve never gone to college or whether this is your third time round. Regardless of your circumstances, you will likely want to make your educational experience worthwhile, learn the most you can, and do it in an efficient effective manner. My hope is that the concepts in this text will help you along the way.

  All the best as you embark on your educational journey.

  




  
  







5.8 Chapter Review and Activities


  
  There have been a lot of study strategies presented in this chapter, so it may seem a little overwhelming to try to incorporate them all. You will want to reflect on which ones seem like they will be most relevant for you. They are all important, of course; however, some will be more appropriate for you personally depending on your strengths, your weaknesses, your circumstances, your previous study habits, and the requirements of the course you are taking.

  Look at the chart below to see examples of how these different criteria can help you adapt your study habits to personalize them to your individual needs.

  Analyzing Needs in Your Study Habits 	Criteria 	Example(s) 	Impact on study habits 
 	Strengths 	You are already a strong reader and have exceptional reading comprehension. 	You may not need to focus on strategies for reading critically. 
 	Weaknesses 	You have typically been fairly disorganized with your course materials, homework assignments, and resources.  
 	You may need to focus on learning environment and organizational strategies.  
 
 	Circumstances 	You are very busy in your life with jobs and parenting responsibilities. 	You may need to focus on time management skills, or on alternate methods of study such as listening to audio-books while commuting and doing chores. 
 	Previous study habits 	In the past you always left studying for tests and working on assignments until the last minute. 	You may need to focus on the time management skills. 
 	Course requirements 	Sometimes specific courses require more of a certain skill than others. For example, biology involves a lot of memory work. 	You may need to strategically adopt some memory techniques. 
  

  
    Exercise: Study Skills Summary
 
    
      Reflect on the various study skills discussed in Chapter 5 and how they relate to your own studying.

      
        	What are the study skill topics which you feel you do fairly well with?

        	What are the areas that you are the weakest in?

        	Identify some of the strategies that are most important for you to focus on in your current situation. Explain why using some of the criteria from the above chart.

      

    

  

  
    Key Takeaways
 
    
      
        	Establish a study space that is available and organized, has necessary supplies, is reasonably
 free of distractions, and meets your study and psychological needs.

        	Reading critically can enhance your comprehension. Using strategies such as SQ3R, KWL, or
 the RA approach can develop your reading and study skills.

        	Knowing how to navigate textbooks helps save time and find information efficiently.
 Knowing how to use and interpret the front matter, the back matter, summaries, graphics,
 charts, and review material can be incorporated into an effective study plan.

        	Understanding the basics of how memory works aids in encoding, storing, and retrieving
 information. Memory strategies help move information from sensory memory to
 short-term memory to long-term memory. Some key strategies include linking information,
 mentally grouping information, visual imagery, using the information, chunking information, linking to location, testing, and repetition.

        	Study groups are a great way to learn together and take advantage of different students’ strengths – incorporating complementary skills. They keep you accountable, provide meaningful discussion which can enhance comprehension, and help maintain regular study times. Forming the right group where everyone contributes is key.

        	Taking effective notes helps you listen better, helps memory, and creates a valuable study guide. Note-taking methods include using lists, outlines, concept maps, and the Cornell method.

        	This chapter contains numerous important study strategies such as the importance of attendance, regular study periods, time management, asking pertinent questions, summarizing, and reviewing. Taking inventory of the study skills that you should focus on and develop will help you to be more efficient with your time.

      

    

  

  




  
  







8.1 Word Processing


  
  
    [image: ]
    Knowing how to create quality documents for assignments really helps!
  
  Word processing programs are invaluable tools for doing your assignments and writing essays. If you are someone who still likes to handwrite assignments, consider this: one of the most useful aspects of doing assignments on a computer is the ability to make changes. You can go back and reword things, correct mistakes, add in extra information to clarify issues or give examples, and reorganize your paper moving a paragraph from one place in your assignment to another using cut and paste and not having to retype it. It’s especially useful if your instructor asks you to make changes to your assignment. You can start from your existing document and add to, summarize, or make your writing more concise. Most people are familiar with using at least one word processing program such as Microsoft Word, WordPad, or OpenOffice Writer. Many lap tops come pre-loaded with word processing software.

  When choosing software you need to keep a few things in mind. First, you want documents that others can read. If the software you use produces documents that can’t be read by anyone that doesn’t have the same software, then it becomes frustrating. Also, you want to have some nice features with your software. Formatting features such as bolding, indenting, bullets, different font sizes, styles, and colours,underlining, italicizing, shading, inserting captions, and highlighting, to name a few, are great features to make your documents visually appealing and clearer to read. Other features such as being able to insert and size charts and tables, pictures, headers and footers, symbols, subscripts and superscripts – all help to make creating documents easier. Having the ability to add hyperlinks to internet sites and videos enhances your documents as well. Using headings and features such as “find and replace” all add convenience and efficiency. Having the ability to track changes is a really useful tool for a student who is trying to get feedback from others or working on a group assignment.

  
    Author’s Story
 
    
      While working on my Master’s, I had many group assignments online. We had to share documents all the time, so we used a tool to share the work on the web and we’d track suggested changes from the different group members. On one project, all the members used Microsoft Word except for one student who used an unfamiliar word processing software which didn’t work well with Word. She could never see our tracked changes, and we couldn’t see her changes. It became quite frustrating and ultimately cost us precious time. It’s worth having a discussion at the beginning of a group project about what software everyone is using, and make sure it is all compatible.

      — Mary Shier, College of the Rockies

    

  

  Microsoft Word is a common word processing software. Usually if you are a post-secondary student taking courses from an accredited school, you can have access to a free download of Microsoft Word for a year. You just need an email address from the institution you are attending. Check out your institution’s website or contact their IT department for more information.

  Spelling and grammar tools are almost standard in most programs now. They help identify if you’ve spelled a word incorrectly or if your sentence is grammatically incorrect. It’s not perfect and it sometimes doesn’t catch things that need fixing, or sometimes makes suggestions that weren’t what you intended. So you still have to proof-read your work with a critical eye. If your program isn’t set to perform spelling and grammatical checks automatically, you may want to go into settings and set it up for automatic checking, or at least perform a check every now and again as you go along.

  The thesaurus and synonym tools are extremely useful when you are trying to think of words while writing assignments.  You can enter the word that you want to replace and the software will suggest alternate words. It  is very useful when you can’t think of the right word you want to use, when you have used the same word repeatedly and you don’t want to sound repetitive, or when you want to use a more interesting or engaging word. In MS Word and some other programs, when you are writing and use a word you’d like to replace, right click on the word, choose synonyms and a variety of words to choose from will appear. Thesauruses and synonym tools help writers make their writing more descriptive, expressive, and articulate.

  
    
      
        Synonym Finder:
      

      On first draft, a student wrote, “My instructor is not only a great teacher and really helpful, but she is really nice.” While proof-reading, the student realized that the word, nice, is fairly nondescript and doesn’t tell the reader much. Not only that, but they had used it already several times earlier in their paper in a different context, so they wanted to use a different word so as not to be too repetitive. They used the synonym tool and it gave them the options of enjoyable, agreeable, pleasant, good, fine, lovely, amusing, wonderful, kind,  polite courteous, and gracious. They thought about which, if any, of these words better described what they wanted to say. Some weren’t applicable in this case, such as amusing or courteous, as these weren’t what they intended. They ended up choosing wonderful.

      They thought about why they think their instructor is nice or wonderful. It caused them to think more clearly about what they wanted to say. They then realized that it was because their instructor cared about their success and encouraged them.  By going through this process using the synonym finder and taking the time to consider what they wanted to say, they improved their writing and made it more descriptive.

      
        	First draft: My instructor is not only a great teacher and really helpful, but she is really nice.

        	Next draft: My instructor is not only a great teacher and really helpful, but she is really wonderful. She takes great interest in her students’ success and encourages each of them personally. She believed in me and made me believe in myself which made me strive far beyond what I ever expected.

      

      Using tools in your word processing programs can aid you in producing better writing.

    

  

  Thesauruses and synonym finders are also useful for discovering definitions of words, along with online dictionaries and word-web apps. As you are reading text and come across words you don’t know the meanings of, you can use these tools to quickly give you context for and understanding of your reading. Gone are the days when you had to take the time to physically get up, find a dictionary in book form, and look up the word by scanning through the pages to find the meaning of a word. Now it is as quick as right-clicking on your online text, or typing the word into an app on your phone to find the meaning. In seconds you can be back reading your text with new enlightenment.

  If you currently use a good word processing program, check to see if you are able to access its many features. You’ll likely never have use for all the features but some are very handy for you as a student. For example, a word processing program with a built in tool for referencing sources in APA or MLA format is extremely useful and time saving when writing research papers.

  If you aren’t familiar with these tools, get familiar by using one of these options:

  
    	Try doing an internet search on how to use these features in your documents.

    	Search YouTube and search for instructional videos on using these features.

    	Take a short continuing education course. Colleges often have short evening or weekend courses to help people get familiar with features on their word processing programs.

    	Find a short online course that can lead you through the many features.

  

  Learning about the features in your word processing program will ultimately save you a lot of time and you will be able to produce documents that are visually appealing and organized.

  
    Author’s Story
 
    
      During my online Master’s program, it became a signature feature for me to include a chart or graph in all my assignments. At first the reason it was to organize the information, and it was fun to create them. But then I realized the instructors loved them and they always commented on them. Creating charts and graphs went onto my check list for assignments that I always used before handing an assignment in. It was on the list along with proof-reading, editing, checking my references, checking formatting, etc. Try adding a chart to your next assignment. Your instructor will love it!

      — Mary Shier, College of the Rockies

    

  

  
    Exercise: Explore Word Processing Features
 
    
      Create a short Word document. You can choose the topic for your document. Some possibilities include writing about your family, your job, a pet, a holiday, a product you just purchased, or how to make a good cup of coffee. The topic is your choice, but only choose one.

      Demonstrate three or more word processing features that you haven’t used before or haven’t used much. It can be as simple as changing fonts or using italics. It can be using the synonym tool to find better words for your document. It can be inserting clip art, creating a chart, or inserting a photograph. You can use any of the features listed in this section, or some that you have discovered on your own. Then demonstrate them in your document in a relevant way.

      At the end of your document, list the features that you are highlighting. If you used the synonym tool or thesaurus, note the words you started and ended with. Note the features you have never used before, if applicable. What features did you find most useful?

    

  

  




  
  







10.3 Strategies for Online Success


  
  Many of the strategies for online learning success are the same strategies for success in  traditional courses. Using all the principles described in this text to this point will contribute to your learning achievement. These include: enhancing personal wellness, utilizing your support networks, maximizing your learning strengths, using effective study skills, implementing effective test-taking strategies, using time management strategies, and accessing student support services as needed.

  As well as these, there are a few strategies and tips that are particularly useful in online learning.

  Before the Course Starts

  
    	Computer access. Make sure you own or have frequent access to a recent model of computer with a high speed internet connection. It may be time to upgrade your laptop or computer. Otherwise frequent access to another computer could include a room-mate’s computer, library access, college computers, or a borrowed one. Note the key word being “frequent” access; you don’t want your schoolwork to be limited by someone else’s schedule or the library being closed at times you are most free to do school work.

    	Writing proficiency. Much of your work and evaluation will depend on strong writing skills. Take the time before your course starts to review good writing principles or take a college course in writing skills to be able to start strong.

    	Familiarize yourself with the online learning platform prior to the start of the course. Popular platforms include Moodle, Blackboard, Brightspace, and Canvas. Different post-secondary institutions use different learning management systems, so you may not necessarily use the same one that you used in a previous course from a different institution. They all have their similarities, so if you’ve used one, you’ll likely adapt quickly to another. However, it is nice to become familiar with the platform before the course starts. Often a course will open the platform to you a week or so before the course starts for exactly this purpose. You can get comfortable navigating around the course, finding the home page of your course, accessing grade books, and knowing where to access course materials.  It helps to be comfortable signing in and out of the platform.

    	Know course expectations. You can often read the course introduction and  the instructor profile so you will know what to expect. You can read the course outline so you’ll know the grading format, how many assignments, essays, and tests to expect, and the number of modules in the course which can help you to lay out a schedule before starting.

    	Get familiar with the how-tos. Once you have signed in to the course, figure out how to message the instructor, submit assignments online, submit forum posts etc.

    	Bookmark the course page in your favourites for easy access. If your computer is private, save the passwords so that you can easily sign in and out of your course.

    	Write your student profile. Many courses will ask you to introduce yourself to the class. You will need to write a short paragraph, which usually includes a bit about yourself, why you are taking the class, and possibly some of your interests. You will often have the option to post a picture, which is nice for classmates to put a face to the name. Most courses will ask you to do this in the first week, but it is nice to have it pre-written and a photo chosen, ready to post.

  

  During the Course

  
    	Sign into the course regularly. Sign in at least once every day. You’ll see important notices, deadlines, and forum discussions. This will help keep you on track. Your instructor can tell how often you sign in, so your instructor will know you that you are keeping current.

    	Use the college library. Despite the fact that you aren’t on campus, the library is accessible to you. Librarians can assist you with research, and you can access numerous online articles, journals, and resources.

    	Print materials. Many people are adept at using online resources exclusively. This is admirable for saving trees and being environmentally friendly. However, for some, having print copies of articles and research material in front of them can help with organization. If you need to print materials, do so sparingly, but don’t be afraid to print things you need for your assignments to make your work more productive.

    	Make a schedule and keep it. This is important for all courses, but it is especially important for online courses. It helps to make a semester schedule with all the big assignments and tests mapped out. Then make weekly schedules at the start of each week, so that you have a specific daily plan for the week. It should include readings, forum posts, assignments broken into parts, test preparation and so on. See Chapter 7: Time Management for further strategies.

    	Connect with classmates. If there is an option to connect with classmates, take it. Even if it is only a small number of connections, they will help you along the way.

    	Ask questions. Take the initiative to ask your instructor questions if you don’t understand something. Chances are your classmates will benefit as well.

    	Reward yourself. This is an effective way to keep the motivation going. After each assignment is handed in or each test written, give yourself a little reward to celebrate. It could be as simple as a square of your favourite chocolate or your favourite drink. It could be a walk along the beach, or an afternoon visit with a special friend. Decide what your reward will be and indulge each time you reach an important milestone in your course. Celebrate every time you complete a course.
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    Reward yourself with a hike to the top of the Three Sisters in Fernie, BC
  
  




  
  







Chapter 7 Time Management
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    Media Attributions

    
      	time management © Gordon Shier is licensed under a CC BY (Attribution) license
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10.2 Pros and Cons of Online Learning


  
  As you evaluate whether or not online learning is a good fit for you, it helps to consider the pros and cons. Some of these pros and cons will be more important to you than others, depending on your situation, so it’s important to consider your own specific circumstances and your learning strengths and weaknesses. Here are a few things to consider:

  Pros

  Schedule flexibility.  Increasingly, students have complicated schedules, often juggling several part-time jobs, family responsibilities, and other commitments. For many, education has been out of reach when traditional scheduled classes did not mesh with their busy schedules and obligations. Online learning means students can learn when it suits them. Students can do their readings throughout the day in between other commitments. They can work on and submit assignments in the middle of the night if that suits them. The time flexibility literally means that students who just couldn’t take classes on a traditional schedule can now further their education on a flexible schedule according to their needs.

  Location flexibility. Online learning also opens up education for people who live in areas that do not have post-secondary institutions, especially remote communities. People can study at home or in local libraries or in convenient locations that eliminate the need to commute to physical institutions. This can save students hours of daily commuting time. It can also save students substantial amounts of money if it means they do not have to relocate to attend school. This is a significant factor for many who have financial concerns, housing concerns, or have a family member who cannot relocate due to employment or other obligations. Even people in big cities that do have post-secondary institutions welcome the opportunity to forgo a long commute to and from a college or university numerous times a week.

  Multi-media. Learning happens more efficiently when several modalities are engaged. It helps to see (read or watch), hear (lecture or demonstration), do (labs, practice a skill, or write), as well as practice. Often people think that learning online will restrict learning because they’ll have to read everything. The opposite is actually true. With so many options for multi-media, modalities can be fully engaged through online learning. Courses can include video clips, lab demonstrations, and virtual labs where students can dissect something over and over until they’ve got it (as opposed to having one crack at it for an actual dissection). Courses can include hyperactive web links which can conveniently direct you to websites, web articles, and web demonstrations  that add fascinating content. Courses can include high quality diagrams, graphs, interactive demonstrations, video podcasts, animations, Ted-Talks, YouTube clips, interactive digital learning games, blogs, wikis, learning objects, virtual worlds, and much more. Edutainment is a term describing applications that incorporate multimedia entertainment with educational objectives. Quality online courses have an array of possibilities that can keep the curriculum current and engaging.

  Classmates. Online learning offers a diversity in classmates that often exceeds that of a face-to-face class. As you get to know your classmates through class discussions, online forums, group work, and class presentations, you will often meet people from all over the world. This allows for some interesting perspectives and a more global way of thinking and interpreting information.

  Course selection. Making the decision to learn online means that there are seemingly limitless options in course selection. You have the option of enrolling in a different college than the one you would have chosen if you had to move there. It doesn’t matter how far away it is if you are learning online. You can choose courses according to price, convenience, and interesting topics. Often you do not necessarily have to take all your courses from one institution if there are courses elsewhere that interest you. If you are taking courses from more than one institution, just be sure to check out transferability into the program you are enrolled in or want to graduate from, prior to taking a course from elsewhere so you do not lose credit for the course. See Chapter 13 The BC Transfer Process for more information.

  Financial. Tuition and books are often priced the same for online and face-to-face courses, however, there are financial considerations that can make online learning more affordable. Firstly, the flexibility of online means you may not need to quit your job, since you can work on coursework around work hours. (Be cautious that you don’t work so much that you don’t have time for your courses, though.) Having an income while going to school can relieve a great amount of financial burden and reduce accumulation of student loans. Secondly, you will not have extra accommodation fees or relocation costs taking online courses since you will not have to move to go to school. Even if the college or university is local, you won’t have transportation costs including public transit costs or gas and parking fees to travel to and from the institution. If you are a parent, you will likely have less child-care costs. You can also save money, since students are likely to eat out more when traveling to a campus.

  Combination of online and face-to-face. It can be an option to do some of your courses face-to-face and some online. This can cut down on commutes if you choose to do online courses on certain days and work your schedule accordingly. This strategy can take advantage of the pros of both. It can also allow you to get to know instructors from a program in person during your face-to-face classes, giving you a personal connection with them for your online classes. Another use for combining formats is to take missing prerequisites online so that you don’t miss an opportunity to take a course according to your education plan. This can often save you from having to add an extra year to your education. Another pro of combining formats is that you can choose to take electives for your program online in the summer months, to get ahead on your education plan, or to lighten the load in the regular school year. There can be many advantages of taking a combination of online and face-to-face courses.

  
    Author’s Story: Pros of Online Learning
 
    
      
        [image: Mary Shier sitting in a lounge chair in her bathing suit on a beach taking notes]
        I loved my classroom!
      
      I did a Master’s in online learning. I had an education leave from the college where I work, so I was free to travel and could have chosen to attend any one of several institutions. However, I chose to take my program online. I did this for several reasons. Since I was learning about online learning, it made sense to experience it firsthand while I was studying about it. It gave me many examples to draw from to demonstrate different learning theories.  It also gave me the freedom to travel around while I was working on it.

      My program was a lot of work – to which I was committed. Even still, I took advantage of some of the fringe benefits of online learning. I spent the fall in my hometown, where I saw lots of family and old friends. Though my course load was heavy and I was working on my schooling 10-12 hours a day, it still meant that I had tea breaks with my mom, lunches and dinners with different family members and friends, and had the ability to just be around them even though I was busy a lot of the time. I look back at that time as incredibly precious. I otherwise could never have spent so much time with my mother in my adult years as I did that fall, and it was wonderful. Online learning made that possible.
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        A great learning environment: doing schoolwork in the warmth of the sun and to the sounds of the ocean.
      
      I was fortunate in that I went to the Dominican Republic for the winter semester. I rented out my home which more than paid for the rent on my beautiful villa by the ocean. I kept a rigorous schedule for my program. I woke up to the sounds of roosters crowing each morning at 6 a.m. I made coffee and went out onto the deck overlooking the ocean. I did my computer work in the morning, contributing to forum discussions and other course work. I did a work out,  made breakfast, and continued on the computer. After lunch, I went down to the beach, got settled into my lounge chair, did my readings, and took notes. I went for a long swim in the ocean every afternoon.  I dried off in the sun on my lounge chair while I continued my readings. In the evenings, I went back to the villa and worked on my assignments. This was my schedule all winter. I had the odd excursion and time out with people I met there, but my time included a lot of studying and writing papers. I had an amazing winter in the Dominican and met some incredible people. I had the opportunity to volunteer at a school there, which I thoroughly enjoyed. I learned a lot about their culture. The experience was life-enhancing, and I am so glad that I did my studies that way.

      — Mary Shier, College of the Rockies

    

  

  Cons

  Time management. You have to be very organized when you take courses online. It is entirely up to you to stay on-track. Although this is true in a face-to-face class as well, students often feel more pressure when they have scheduled classes. They don’t want to miss class or get behind. They have classmates around them talking about upcoming assignments and tests, who inadvertently pressure them into getting things done. When they know they have class Monday morning, for example, they make sure they complete the course work that is required before that class. These scheduled things are more conducive to keeping on track. Online students are notorious for procrastinating and getting behind. It is vital to keep a schedule as if you were attending face-to-face classes. Once your study times are in your schedule, don’t divert from the schedule unless it is critically important. (That doesn’t include that your friend called you up and asked you to go to the show!) You have to get used to telling people you are busy with your school work and that you are not available. Review Chapter 7: Time Management for further time management strategies.

  Motivation. Motivation is another key factor for success in online learning. If you are constantly talking yourself out of doing assignments, doubting your abilities, or not willing to give it your all, this can seriously impede your ability to be successful. Some people know themselves and are aware that they don’t have the motivation, self-drive, and determination to be consistent in their online studies. They will make the sacrifices required to commit to face-to-face courses. In other words, they are willing to commute and change their schedules to accommodate their scheduled classes, because they know that, for them personally, they are likely to be more successful in their courses.

  Weak readers. Online learning most often involves a lot of reading. Some learners are strong readers and find they learn more by reading than listening in a class. Others find reading tedious and lose focus. If reading is a struggle, you may want to find out the differences in the amount of reading between the specific face-to-face classes and the online classes you are interested in taking. This may have a bearing on which format you choose.

  Limited computer skills. Those who have very little experience with computers will find it more challenging doing online courses. As well as learning the course material and expectations of the instructor, these people will have to deal with learning computer skills concurrently. This is not necessarily a con as they will benefit greatly, however, it would be important to allow extra time needed for dealing with the learning curve of gaining the necessary computer skills. Of course, taking a face-to-face course likely will require computer skills as well, so it is wise to gain them regardless. Likely, it will initially be a little more challenging with an online course. Prior to starting online courses, it would be beneficial to take a computer skills course at a local community college, if possible.

  The social aspect. Some learners enjoy the dynamics of being in a physical classroom. They get to form a personal relationship with the instructor. They meet classmates in person and can form study groups. They can benefit from the answers to questions that others ask or from the class discussions that arise. After class, they can easily discuss issues that they didn’t understand or they can go deeper into an issue, furthering understanding. Even moral support is a beneficial perk of having face-to-face classes. Other classmates can detect whether or not you are struggling and can offer support, lend materials, and offer a much needed smile. Many people really appreciate the social aspect of attending classes and being part of a college or university where they can join teams and clubs, have a drink at the campus pub, live in residence, and develop a healthy social life. This is particularly important for young students who have recently left home after completing high school. Older students who already have children and jobs, may not necessarily be looking to expand their social lives.

  The format of some online courses are specifically designed to include a social aspect to learning. The course incorporates group assignments and forum discussions. Students get to know each other even though they may all be in different locales. Other courses don’t have any social component to them. Often in these online courses, students can feel very alone as they do their courses. If the social aspect is important to you, find out how the courses are structured at the institution where you are considering taking your program.

  
    Author’s Story: Social Interaction Online
 
    
      I wouldn’t have believed that social interaction online could match social interaction in a face-to-face classroom, but I experienced it. Of course, it depends on the structure of the course because some courses don’t facilitate it in their set-up.

      During my Master’s online, the courses were designed using a constructivist philosophy. We regularly had to do group work and participate in online discussions. I got to know many of the people in my cohort. As a result, I got to know those I worked well with, and those I didn’t necessarily want to work with again. As group work assignments were assigned, we had the option of choosing our groups. I went through the forum discussions to see people who I would likely work well with, and eventually I had specific people that I knew I worked well with, so we planned to work together in future assignments.

      In order to do our assignments, we emailed, messaged, and Skyped often. We contributed to group documents, and commented regularly on each other’s contributions. It became quite natural to be working together with folks who were all over the world. I got to know them, we asked each other about things going on in our lives, and encouraged each other through challenging times. I celebrated with a class mate in Greece, who got engaged. I knew throughout the term that she was hoping for a proposal, and I was genuinely excited when it finally happened. I learned about others’ children and their struggles. I discovered others’ tips and tricks for fitting the program into their busy lives. We regularly had class discussions about different concepts, and I learned a lot from my classmates.

      When I went to the graduation ceremony, I met many fellow classmates and instructors for the first time in person, and yet it felt like I already really knew them. I did. It was a time of celebration. Even long after graduation, I am still in touch with a few classmates. We have contacted each other to catch up, get professional advice, and even to network for jobs. The social interaction in my online courses contributed richly to my educational experience.

      — Mary Shier, College of the Rockies

    

  

  
    Exercise: Evaluate if Online Learning is a Good Personal Option
 
    
      Consider the several factors above and any others that apply. Relate them to your own personal circumstance, and evaluate whether online learning is a good personal option for you. As you evaluate consider the following:

      
        	your goals

        	your options

        	your circumstances that affect your ability to take classes

        	your strengths and weaknesses

        	your best choice

      

      Write an answer that includes the above factors and explains why you came to the conclusion you reached.
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    Online learning has it perks.
  
  




  
  







10.4 Chapter Review and Activities


  
  
    Key Takeaways
 
    
      
        	Avoid making common assumptions about online courses.

        	Online courses have many advantages and some disadvantages.

        	Online learning is at least as effective as traditional face-to-face courses.

        	Know how the characteristics of online learning fit with your personal needs and circumstances.

        	There are numerous learning strategies that can help make your online learning experience successful.

      

    

  

  Many colleges or universities have free short courses to familiarize yourself with an online platform. Check with your local institution or another institution to research this option. For example, College of the Rockies has a free Sample Course available to familiarize students with online courses. It can be accessed on the learning platform, Moodle, and gives a little tour through the sample course so people can see how things are set up and organized. Anyone can access the free course and in the course, there is a video link which shows how to navigate the course.

  
    Exercise: Try a Moodle Platform
 
    
      Familiarize yourself with a Moodle Platform to view how an online course can be navigated.

      
        	Go to www.cotronline.ca and click on the Sample Course link. It will take you to the online course named, “Sample Course – Learning How to Learn at College”. Click on, “Start here. Click on this link and watch the attached video to find out how to navigate your course.” This video will show you how to navigate an online course in Moodle. Then you can try navigating the Sample Course on your own.

        	Go to the Sample Course homepage again. It has an introductory section followed by six chapters from Academic Honesty & Avoiding Plagiarism (first chapter) to Writing a Quiz, Test or Exam (last chapter). Clicking on any of these chapters will lead you into the content of each chapter respectively. Move around the course by going into and out of chapters, checking out the introductory sections, and going back to the home page by clicking on Sample Course on the navigation bar at the top. Moving around the course will help you get used to the learning platform.

      

    

  

  
    Exercise: Use an Online Learning Platform
 
    
      The purpose of this exercise is to get experience using a learning management system such as Blackboard, Moodle, Canvas, or Brightspace. Find a short (possibly free) online course, and take the course to familiarize yourself with using an online platform. If you can’t find a short course to use, feel free to use the Sample Course above. Write a short report about your experience. It should include:

      
        	The name of the course you took including a link.

        	The type of learning management system that it used (if available).

        	Comments about your experience doing the course. 	Was it user friendly?
	Was it easy to navigate around the course?
	What was your general impression?
	Were there aspects you liked or disliked about learning this way?



      

       

    

  

  




  
  






2
Dedication


  
  This book is dedicated to my students and educational advising clients from over the years.

  My students constantly inspire and amaze me with their dedication and commitment to succeed, their perseverance in overcoming obstacles, and their abilities in juggling work, family, and life as they forge a path for their futures.

  Those who came for educational advising asked many great questions, considered numerous options, and in many cases designed unconventional educational plans to suit their individual needs and goals.

  It is through the experience of working with many of these students that I have formed a compilation of the factors influencing the many facets of student success.

  








3.1 Personal Support Systems


  
  Personal Support Network

  No one can do it alone. We aren’t meant to. We are designed to be in relationships, and it is these relationships which will give us the courage and strength to forge ahead in our lives. Support can come in many ways. Personal supports come in the personal relationships in our lives through family, friends, and connections.
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    Spending quality time with good friends contributes to personal wellness.
  
  As well as personal supports, your support network should also include your community.  Community is the group of people you associate with. It could be a group of people in the place you live (your neighbourhood) or at work, or a group of people you associate with through an activity. It could be a sports team, a club, a volunteer group, a church, or a parents’ group. It could be an exercise group, or a pottery club,  or a music group. We all cherish a sense of belonging. Having a community of support for various aspects of our lives is meaningful. When you make the decision to go to college or university, you may be surprised by those within these communities who step up and show support. Note who they are. They may become invaluable supporters as you go through school.
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    This team provides physical support on the field and emotional support and encouragement off the field.
  
  
    Author’s Story
 
    
      This women’s soccer team is an incredible group of women. They are competitive and love to work hard on the field. They love the exercise, the outdoors, the travelling, and meeting new players. But above all, this soccer team values the time spent together with each other, people they care about and can relate to. This group of women supports each other and often say they keep playing because of the friendship amongst the team members.

      — Mary Shier, author of this textbook

    

  

  
    Exercise: Identify Your Personal Support Network
 
    Make a list of the people in your life you can trust and rely on. Add to the list any groups that have become important to you. This forms your personal support network. It is important to identify and remind yourself of your support network at times when you need it most.
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    Community
  
  Community Resources

  Besides natural communities, there are organized formal support groups which can target issues in our lives. Alcohol and drug counselling, addictions support groups, weight control groups, cancer support groups, or mental health groups all bring together people with similar issues. Some support resources that exist in many communities include: crisis hot lines, counselling, women’s centres, employment centres, food banks, and many more.

  
    Exercise: Community Supports
 
    
      Research the community supports in your own community and note any resources that might be useful to you. Add these community resources as potential supports to your personal support network list above.

    

  

  

  Text Attributions

  
    	This chapter was adapted from “Personal Wellness” in the Education and Career Planning Open Course by Mary Shier. CC BY.
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5.1 Learning Environment


  
  Now that you’ve worked up an attitude for success and are feeling motivated, it’s time to get organized. You need to organize both your space and your time. This is an essential part of good study skills. It starts with a good studying environment.

  Tips for Effective, Individual Study Spaces
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    A messy desk might not be the best for studying.
  
  Most students more or less take what they can get when it comes to study areas. Schools usually offer a variety of nooks and crannies for students to hunker down and get their assignments done. The school library is a good (and quiet) place. Many common areas elsewhere on campus have tables, chairs, couches, and lounges to accommodate learners. But most students end up doing the majority of their out-of-class work at home.

  Home environments may be limited in terms of providing all of the recommended aspects of a good study space, but many of the recommendations can be either implemented or adapted from what a student has on hand or what can be improvised no matter what environment they are living in. Elements conducive to a more effective study/homework experience include such things as good lighting, ample supplies, comfortable seating, adequate space, organization, and personalizing the study area to add a touch of inspiration and motivation.

  Space is important for many reasons—some obvious, some less so. People’s moods, attitudes, and levels of work productivity change in different spaces. Learning to use space to your own advantage helps get you off to a good start in your studies. Here are a few of the ways space matters:

  
    	Everyone needs their own space. This may seem simple, but everyone needs some physical area, regardless of size, that is really their own—even if it’s only a small part of a shared space. Within your own space, you generally feel more secure and in control.

    	Physical space reinforces habits. For example, using your bed primarily for sleeping makes it easier to fall asleep there than elsewhere. It is a bad choice for studying as you are in the habit of relaxing and going to sleep there, so it’s harder to stay alert and focused.

    	Different places create different moods. While this may seem obvious, students don’t always use places to their best advantage. One place may be bright and full of energy, with happy students passing through and enjoying themselves—a place that puts you in a good mood. But that may actually make it more difficult to concentrate on your studying. Yet the opposite—a totally quiet, austere place devoid of color and sound and pleasant decorations—can be just as unproductive if it makes you associate studying with something unpleasant. You will need to discover what space works best for you and then let that space reinforce good study habits.

  

  Use Space to Your Advantage and to Avoid Distractions

  Begin by analyzing your needs, preferences, and past problems with places for studying. Where do you usually study? What are the best things about that place for studying? What distractions are most likely to occur there?

  The goal is to find, or create, the best place for studying, and then to use it regularly so that studying there becomes a good habit.

  
    	Choose a place you can associate with studying. Make sure it’s not a place already associated with other activities (eating, watching television, sleeping, etc.). Over time, the more often you study in this space, the stronger will be its association with studying, so that eventually you’ll be completely focused as soon as you reach that place and begin.

    	Your study area should be available whenever you need it. If you want to use your home, apartment, or dorm room but you never know if another person may be there and possibly distract you, then it’s probably better to look for another place, such as a study lounge or an area in the library. Look for locations open at the hours when you may be studying. You may also need two study spaces—one in or near where you live, another on campus. Sometimes you have to make do depending on circumstances. For example, you have an hour free between two classes, and your regular study areas are too far away to use for only an hour.  Look for a convenient study place nearby such as a cafeteria or student lounge.

  

  
    [image: Students sit on couches in the library reading textbooks or on their laptops]
    Choose a pleasant, quiet place for studying, such as the school library.
  
  
    	Your study space should meet your study needs. An open desk or table surface usually works best for writing, and you’ll tire quickly if you try to write notes sitting in an easy chair (which might also make you sleepy). You need good light for reading, to avoid tiring from eyestrain. If you use a laptop for writing notes or reading and researching, you need a power outlet so you don’t have to stop when your battery runs out.

    	Your study space should meet your psychological needs. Some students may need total silence with absolutely no visual distractions; they may find a perfect study carrel hidden away on the fifth floor in the library. Other students may be unable to concentrate for long without looking up from reading and momentarily letting their eyes move over a pleasant scene. Some students may find it easier to stay motivated when surrounded by other students also studying; they may find an open space in the library or a study lounge with many tables spread out over an area. Experiment to find the setting that works best for you—and remember that the more often you use this same space, the more comfortable and effective your studying will become.

    	You may need the support of others to maintain your study space. Students living at home, whether with a spouse and children or with their parents, often need the support of family members to maintain an effective study space. The kitchen table probably isn’t best if others pass by frequently. Be creative, if necessary, and set up a card table in a quiet corner of your bedroom or elsewhere to avoid interruptions. Put a “do not disturb” sign on your door.

    	Keep your space organized and free of distractions. You want to prevent sudden impulses to neaten up the area (when you should be studying), do laundry, wash dishes, and so on. Unplug a nearby telephone, turn off your cell phone, and use your computer only as needed for studying. If your email or message program pops up a notice every time an email or message arrives, turn off your notifications, turn off your Wi-Fi, or detach the network cable to prevent those intrusions.

    	Plan for breaks. Everyone needs to take a break occasionally when studying. Think about the space you’re in and how to use it when you need a break. If in your home, stop and do a few exercises to get your blood flowing. If in the library, take a walk up a couple flights of stairs and around the stacks before returning to your study area.

    	Prepare for human interruptions. Even if you hide in the library to study, there’s a chance a friend may happen by. At home with family members or in a dorm room or common space, the odds increase greatly. Have a plan ready in case someone pops in and asks you to join them in some fun activity. Know when you plan to finish your studying so that you can make a plan for later—or for tomorrow at a set time.

  

  The Distractions of Technology

  Multi-tasking is the term commonly used for being engaged in two or more different activities at the same time, usually referring to activities using devices such as cell phones, smartphones, computers, and so on. Many people claim to be able to do as many as four or five things simultaneously, such as writing an email while responding to an instant message (IM) and reading a tweet, all while watching a video on their computer monitor or talking on the phone. Many people who have grown up with computers consider this kind of multi-tasking a normal way to get things done, including studying. Even people in business sometimes speak of multi-tasking as an essential component of today’s fast-paced world.

  Video: “Why the Human Brain Can’t Multitask” (length 2:39)

  
    [image: Thumbnail for the embedded element "Why the Human Brain Can't Multitask"]
    A YouTube element has been excluded from this version of the text. You can view it online here: https://opentextbc.ca/studentsuccess/?p=128

  

  It is true that some things can be attended to while you’re doing something else, such as checking e-mail while you watch television news—but only when none of those things demands your full attention. You can concentrate 80 percent on the email, for example, while 20 percent of your attention is listening for something on the news that catches your attention. Then you turn to the television for a minute, watch that segment, and go back to the email. But you’re not actually watching the television at the same time that you’re composing the email—you’re rapidly going back and forth. In reality, the mind can focus only on one thing at any given moment. Even things that don’t require much thinking are severely impacted by multi-tasking, such as driving while talking on a cell phone or texting. An astonishing number of people end up in the emergency room from just trying to walk down the sidewalk while texting; it is a common occurrence for people to walk into a pole or parked car while multi-tasking.

  “Okay,” you might be thinking, “why should it matter if I write my paper first and then answer emails or do them back and forth at the same time?” It actually takes you longer to do two or more things at the same time than if you do them separately—at least with anything that you actually have to focus on, such as studying. That’s true because each time you go back to studying after looking away to a message or tweet, it takes time for your mind to shift gears to get back to where you were. Every time your attention shifts, add up some more “downtime”—and pretty soon it’s evident that multi-tasking is costing you a lot more time than you think. And that’s assuming that your mind does fully shift back to where you were every time, without losing your train of thought or forgetting an important detail. It doesn’t always.

  The other problem with multi-tasking is the effect it can have on the attention span—and even on how the brain works. Research has shown that in people who constantly shift their attention from one thing to another in short bursts, the brain forms patterns that make it more difficult to keep sustained attention on any one thing. So when you really do need to concentrate for a while on one thing, such as when studying for a big test, it becomes more difficult to do even if you’re not multi-tasking at that time. It’s as if your mind makes a habit of wandering from one thing to another and then can’t stop.

  So stay away from multi-tasking whenever you have something important to do, like studying. If it’s already a habit for you, don’t let it become worse. Manipulate your study space to prevent the temptations altogether. Turn your computer off—or shut down email and messaging programs if you need the computer for studying. Turn your cell phone off—if you just tell yourself not to answer it but still glance at it each time to see who sent or left a message, you’re still losing your studying momentum and have to start over again. For those who are really addicted to technology (you know who you are!), go to the library and don’t take your laptop or cell phone.

  In Chapter 7 Time Management, effective time management strategies are discussed, including scheduling breaks in your study periods, usually for a few minutes every hour. If you’re really hooked on checking for messages, plan to do that at scheduled times.

  What about listening to music while studying? Some don’t consider that multi-tasking, and many students say they can listen to music without it affecting their studying. Studies are inconclusive about the positive or negative effects of music on people’s ability to concentrate, probably because so many different factors are involved. But there’s a huge difference between listening to your favourite CD and spontaneously singing along with some of the songs and enjoying soft background music that enhances your study space the same way as good lighting and pleasant decor. Some people can study better with low-volume instrumental music that relaxes them and does not intrude on their thinking, while others can concentrate only in silence. And some are so used to being immersed in music and the sounds of life that they find total silence more distracting—such people can often study well in places where people are moving around. The key thing is to be honest with yourself: if you’re actively listening to music while you’re studying, then you’re likely not studying as well as you could be. It will take you longer and lead to less successful results.
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    Try to find a learning environment free of distractions.
  
  Family and Roommate Issues

  Sometimes going to the library or elsewhere is not practical for studying, and you have to find a way to cope in a shared space.

  Part of the solution is time management. Agree with others on certain times that will be reserved for studying; agree to keep the place quiet, not to have guests visiting, and to prevent other distractions. These arrangements can be made with a roommate, spouse, and older children. If there are younger children in your household and you have child-care responsibility, it’s usually more complicated. You may have to schedule your studying during their nap time or find quiet activities for them to enjoy while you study. Try to spend some time with your kids before you study, so they don’t feel like you’re ignoring them.

  The key is to plan ahead. You don’t want to find yourself, the night before an exam, in a place that offers no space for studying.

  Finally, accept that sometimes you’ll just have to say no. If your roommate or a friend often tries to engage you in conversation or suggests doing something else when you need to study, just say no. Learn to be firm but polite as you explain that you just really have to get your work done first. Students who live at home may also have to learn how to say no to parents or family members—just be sure to explain the importance of the studying you need to do. Remember, you can’t be everything to everyone all the time.

  
    Key Takeaways
 
    
      
        	Where you study can have a huge impact on the effectiveness of your study efforts. Choose and organize your space to your advantage.

        	How you control your study space can help you prevent distractions, especially those caused by other people or your personal technology.

        	Attempting to multi-task while studying diminishes the quality of your study time and results in a loss of time.

        	Control your study space to prevent or manage potential interruptions from family members or roommates.

      

    

  

  
    Exercise: Learning Environment
 
    
      
        	For each of the following statements, circle T for true or F for false: 	Your bed is usually a good place to study if you can keep the room quiet. 	T 	F 
 	To study well, use the most drab, boring place you can find. 	T 	F 
 	Having a designated study area means you can set up an organized space with all of your resources that provides a consistent place to study. 	T 	F 
 	To maintain a clear focus while studying, limit the time you spend checking for email and text messages to every ten minutes or so. Put your cell phone on vibrate mode and keep it in your pocket where you can more easily ignore it. 	T 	F 
 	It’s OK to have the television or radio on while you study as long as you don’t give it your full attention. 	T 	F 
 	The key to avoiding interruptions and distractions from family members or roommates is to plan ahead for when and where you’ll study. 	T 	F 
  



        	Class discussion or online forum discussion: Share stories about distractions caused by roommates and others that you and other students have experienced. Brainstorm together how to handle similar situations next time they arise.

      

    

  

  
    Exercise: Learning Environment – Home Study Area
 
    
      
        	Describe your current study area at home—the good, the bad, and the ugly. Be thorough.

        	List as many ways you think you can realistically improve, change, or start from scratch your study area. Remember, you might not have the advantage of a whole room, or even a corner of a room, but there are still some changes you can make to create a more effective study environment.
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5.6 Note-Taking
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    Using note-taking in learning
  
  You’ve got the PowerPoint slides for your lecture, and the information in your textbook. Do you need to take notes as well?

  Despite the vast amount of information available in electronic formats, taking notes is an important learning strategy. In addition, the way that you take notes matters, and not all note-taking strategies lead to equal results.  By considering your note-taking strategies carefully, you will be able to create a set of notes that will help retain the most important concepts from lectures and tests, and that will assist you in your exam preparation.

  Two Purposes for Taking Notes

  People take notes for two main reasons:

  
    	To keep a record of the information they heard. This is also called the external storage function of note-taking.

    	To facilitate learning material they are currently studying.

  

  The availability of information on the internet may reduce the importance of the external storage function of note-taking. When the information is available online, it may seem logical to stop taking notes.  However, by neglecting to take notes, you lose the benefits of note-taking as a learning tool.

  How Note-Taking Supports Learning

  Taking notes during class supports your learning in several important ways:

  
    	Taking notes helps you to focus your attention and avoid distractions.

    	As you take notes in class, you will be engaging your mind in identifying and organizing the main ideas. Rather than passively listening, you will be doing the work of active learning while in class, making the most of your time.

    	Creating good notes means that you will have a record for later review. Reviewing a set of condensed and well-organized notes is more efficient than re-reading longer texts and articles.

  

  Everybody takes notes, or at least everybody claims to. But if you take a close look, many who are claiming to take notes on their laptops are actually surfing the Web, and paper notebooks are filled with doodles interrupted by a couple of random words with an asterisk next to them reminding you that “This is important!” In college and university, these approaches will not work. Your instructors expect you to make connections between class lectures and reading assignments; they expect you to create an opinion about the material presented; they expect you to make connections between the material and life beyond school. Your notes are your road maps for these thoughts. Do you take good notes? Actively listening and note-taking are key strategies to ensure your student success.

  Effective note-taking is important because it

  
    	supports your listening efforts.

    	allows you to test your understanding of the material.

    	helps you remember the material better when you write key ideas down.

    	gives you a sense of what the instructor thinks is important.

    	creates your “ultimate study guide.”

  

  There are various forms of taking notes, and which one you choose depends on both your personal style and the instructor’s approach to the material. Each can be used in a notebook, index cards, or in a digital form on your laptop. No specific type is good for all students and all situations, so we recommend that you develop your own style, but you should also be ready to modify it to fit the needs of a specific class or instructor. To be effective, all of these methods require you to listen actively and to think; merely jotting down words the instructor is saying will be of little use to you.

  Note-taking methods 	Method 	Description 	When to Use 
  	Lists 	A sequential listing of ideas as they are presented. Lists may be short phrases or complete paragraphs describing ideas in more detail. 	This method is what most students use as a fallback if they haven’t learned other methods. This method typically requires a lot of writing, and you may find that you are not keeping up with the professor. It is not easy for students to prioritize ideas in this method. 
 	Outlines 	The outline method places most important ideas along the left margin, which are numbered with roman numerals. Supporting ideas to these main concepts are indented and are noted with capital letters. Under each of these ideas, further detail can be added, designated with an Arabic number, a lowercase letter, and so forth. 	A good method to use when material presented by the instructor is well organized. Easy to use when taking notes on your computer. 
 	Concept Maps 	When designing a concept map, place a central idea in the centre of the page and then add lines and new circles in the page for new ideas. Use arrows and lines to connect the various ideas. 	Great method to show relationships among ideas. Also good if the instructor tends to hop from one idea to another and back. 
 	Cornell Method 	The Cornell method uses a two-column approach. The left column takes up no more than a third of the page and is often referred to as the “cue” or “recall” column. The right column (about two-thirds of the page) is used for taking notes using any of the methods described above or a combination of them. After class or completing the reading, review your notes and write the key ideas and concepts or questions in the left column. You may also include a summary box at the bottom of the page, in which to write a summary of the class or reading in your own words. 	The Cornell method can include any of the methods above and provides a useful format for calling out key concepts, prioritizing ideas, and organizing review work. Most universities recommend using some form of the Cornell method. 
  

  The List Method

  
    Example: The List Method of Note-taking
 
    
      Learning Cycle

      September 3

      Prof. Jones

      The learning cycle is an approach to gathering and retaining info that can help students be successful in Col. The cycle consists of 4 steps which should all be app’d. They are preparing, which sets the foundation for learning, absorbing, which exposes us to new knowledge, capturing, which sets the information into our knowledge base and finally reviewing and applying which lets us set the know. into our memory and use it.

      Preparing for learning can involve mental preparation, physical prep, and oper. prep. Mental prep includes setting learning goals for self based on what we know the class w/ cover (see syllabus)/ Also it is very important to do any assignments for the class to be able to learn w/ confidence and…. ______________

      Physical Prep means having enough rest and eating well. Its hard to study when you are hungry and you won’t listen well in class if you doze off.

      Operation Prep means bringing all supplies to class, or having them at  hand when studying… this includes pens, paper, computer, textbook, etc. Also means setting to school on time and getting a good seat (near the front).

      Absorbing new knowledge is a combination of listening and reading. These are two of the most important learning skills you can have.

    

  

  The list method is usually not the best choice because it is focused exclusively on capturing as much of what the instructor says as possible, not on processing the information. Most students who have not learned effective study skills use this method, because it’s easy to think that this is what note-taking is all about. Even if you are skilled in some form of shorthand, you should probably also learn one of the other methods described here, because they are all better at helping you process and remember the material. You may want to take notes in class using the list method, but transcribe your notes to an outline or concept map method after class as a part of your review process. It is always important to review your notes as soon as possible after class and write a summary of the class in your own words.

  The Outline Method

  
    Example: The Outline Method of Note-taking
 
    
      Learning Cycle

      September 3

      Prof Jones

      Learning is a cycle made up of 4 steps:

      
        	Preparing: Setting the foundation for learning.

        	Absorbing: (Data input) Exposure to new knowledge.

        	Capturing: Taking ownership of the knowledge.

        	Review & Apply: Putting new knowledge to work.

      

       

      
        	Preparing 	Mental Prep. 	Do assignments – New knowledge is built on prior knowledge. 	assignments from prior classes.
	Readings! (May not have been assigned in class – see Syllabus!)


	Review Syllabus 	Know what instructor expects to cover
	Know what assignments you need to do
	Set your own objective




	Physical Prep 	Get right about of rest. Don’t zzz in class.
	Eat right. Hard to focus when you are hungry.
	Arrive on time.


	Practical Prep (Organizational Prep): 	Bring right supplies – (Notebooks, Texts, Pens, etc.)
	Arrive on time 	Get organized and ready to listen
	Don’t unterupt the focus of others
	Get a good seat


	Sit in the front of the class.





      

    

  

  The advantage of the outline method is that it allows you to prioritize the material. Key ideas are written to the left of the page, subordinate ideas are then indented, and details of the subordinate ideas can be indented further. To further organize your ideas, you can use the typical outlining numbering scheme (starting with roman numerals for key ideas, moving to capital letters on the first subordinate level, Arabic numbers for the next level, and lowercase letters following.) At first you may have trouble identifying when the instructor moves from one idea to another. This takes practice and experience with each instructor, so don’t give up! In the early stages you should use your syllabus to determine what key ideas the instructor plans to present. Your reading assignments before class can also give you guidance in identifying the key ideas.

  If you’re using your laptop computer for taking notes, a basic word processing application (like Microsoft Word or Works) is very effective. Format your document by selecting the outline format from the format bullets menu. Use the increase or decrease indent buttons to navigate the level of importance you want to give each item. The software will take care of the numbering for you!

  After class be sure to review your notes and then summarize the class in one or two short paragraphs using your own words. This summary will significantly affect your recall and will help you prepare for the next class.

  The Concept Map Method

  
    Example: The Concept Map Method of Note-taking
 
    
      
        
          [image: A mind map of concepts covered in class that uses lines and groupings to show connections between ideas]
        
        Click on the image to see the full size.
      
    

  

  This is a very graphic method of note-taking that is especially good at capturing the relationships among ideas. Concept maps harness your visual sense to understand complex material “at a glance.” They also give you the flexibility to move from one idea to another and back easily (so they are helpful if your instructor moves freely through the material).

  To develop a concept map, start by using your syllabus to rank the ideas you will listen to by level of detail (from high-level or abstract ideas to detailed facts). Select an overriding idea (high level or abstract) from the instructor’s lecture and place it in a circle in the middle of the page. Then create branches off that circle to record the more detailed information, creating additional limbs as you need them. Arrange the branches with others that interrelate closely. When a new high-level idea is presented, create a new circle with its own branches. Link together circles or concepts that are related. Use arrows and symbols to capture the relationship between the ideas. For example, an arrow may be used to illustrate cause or effect, a double-pointed arrow to illustrate dependence, or a dotted arrow to illustrate impact or effect.

  As with all note-taking methods, you should summarize the chart in one or two paragraphs of your own words after class.

  The Cornell Method

  
    Example: The Cornell Method of Note-taking
 
    
      
        
          [image: An example of the Cornell method of note-taking]
        
        Click on the image to see the full size.
      
    

  

  The Cornell method was developed in the 1950s by Professor Walter Pauk at Cornell University [1]. It is recommended by many universities because of its usefulness and flexibility. This method is simple to use for capturing notes, is helpful for defining priorities, and is a very helpful study tool.

  The Cornell method follows a very specific format that consists of four boxes: a header, two columns, and a footer.

  The header is a small box across the top of the page. In it you write identification information like the course name and the date of the class. Underneath the header are two columns: a narrow one on the left (no more than one-third of the page) and a wide one on the right. The wide column, called the “notes” column, takes up most of the page and is used to capture your notes using any of the methods outlined earlier. The left column, known as the “cue” or “recall” column, is used to jot down main ideas, keywords, questions, clarifications, and other notes. It should be used both during the class and when reviewing your notes after class. Finally, use the box in the footer to write a summary of the class in your own words. This will help you make sense of your notes in the future and is a valuable tool to aid with recall and studying.

  
    Using Index Cards for the Cornell Method
 
    
      Some students like to use index cards to take notes. They actually lend themselves quite well to the Cornell method. Use the “back” or lined side of the card to write your notes in class. Use one card per key concept. The “front” unlined side of the card replaces the left hand “cue” column. Use it after class to write keywords, comments, or questions. When you study, the cards become flash cards with questions on one side and answers on the other. Write a summary of the class on a separate card and place it on the top of the deck as an introduction to what was covered in the class.

    

  

  
    “I used to tape my lecture classes so I could fill in my sketchy notes afterwards. Now that I’m using the Cornell system, my notes are complete and organized in much less time. And my regular five-minute reviews make learning almost painless. No more taping and listening twice.”

    — A student at Southern Methodist University

  

  You will have noticed that all methods end with the same step: reviewing your notes as soon as possible after class. Any review of your notes is helpful (reading them, copying them into your computer, or even recasting them using another note-taking method). But THINK! Make your review of notes a thoughtful activity, not a mindless process. When you review your notes, think about questions you still have and determine how you will get the answers. (From the next class? Studying with a friend? Looking up material in your text or on the net?) Examine how the material applies to the course; make connections with notes from other class sessions, with material in your text, and with concepts covered in class discussions. Finally, it’s fun to think about how the material in your notes applies to real life. Consider this both at the very strategic level (as in “What does this material mean to me in relation to what I want to do with my life?”) as well as at a very mundane level (as in, “Is there anything cool here I can work into a conversation with my friends?”).

  Instructor Handouts

  Some instructors hand out or post their notes or their PowerPoint slides from their lectures. These handouts should never be considered a substitute for taking notes in class. They are a very useful complement and will help you confirm the accuracy of your notes, but they do not involve you in the process of learning as well as your own notes do. After class, review your notes with highlighter in hand and mark keywords and ideas in your notes. This will help you write a summary of the class in your own words.

  General Tips on Note-Taking

  Regardless of what note-taking method you choose, there are some note-taking habits you should get into for all circumstances and all courses:

  
    	Be prepared. Make sure you have the tools you need to do the job. If you are using a notebook, be sure you have it with you and that you have enough paper. Also be sure to have your pen (as well as a spare) and perhaps a pen with different-coloured ink to use for emphasis. If you are taking notes on your laptop, make sure the battery is charged! Select the application that lends itself best to your style of note-taking. Microsoft Word works very well for outline notes, but you might find taking notes in Excel to work best if you are working within the Cornell method. (It’s easier to align your thoughts in the cue or recall column to your notes in the right column. Just be sure you keep one idea per row!)

    	Write on only one side of the paper. This will allow you to integrate your reading notes with your class notes.

    	Label, number, and date all notes at the top of each page. This will help you keep organized.

    	When using a laptop, position it such that you can see the instructor and white board right over your screen. This will keep the instructor in your field of vision even if you have to glance at your screen or keyboard from time to time. Make sure your focus remains with the instructor and not on your laptop. A word of caution about laptops for note-taking: use them if you are very adept at keyboarding, but remember that not all note-taking methods work well on laptops because they do not easily allow you to draw diagrams and use special notations (scientific and math formulas, for example).

    	Don’t try to capture everything that is said. Listen for the big ideas and write them down. Make sure you can recognize the instructor’s emphasis cues and write down all ideas and keywords the instructor emphasizes. Listen for clues like “the four causes were…” or “to sum up.…”

    	Copy anything the instructor writes on the board. It’s likely to be important.

    	Leave space between ideas. This allows you to add additional notes later (e.g. notes on the answer to a question you or one of your classmates asked).

    	Use signals and abbreviations. The ones you use are up to you, but be consistent so you will know exactly what you mean by “att.” when you review your notes. You may find it useful to keep a key to your abbreviations in all your notebooks.

    	Use some method for identifying your own thoughts and questions to keep them separate from what the instructor or textbook author is saying. Some students use different colour ink; others box or underline their own thoughts. Do whatever works for you.

    	Create a symbol to use when you fall behind or get lost in your note-taking. Jot down the symbol, leave some space, and focus on what the instructor is covering now. Later you can ask a classmate or the professor to help you fill in what you missed, or you can find it in your textbook.

    	Review your notes as soon after class as possible (the same day is best).This is the secret to making your notes work! Use the recall column to call out the key ideas and organize facts. Fill in any gaps in your notes and clean up or redraw hastily drawn diagrams.

    	Write a summary of the main ideas of the class in your own words. This process is a great aid to recall. Be sure to include any conclusions from the lecture or discussion.

    	Use notes when preparing for a test or doing an assignment. Your notes usually have a summary of the most important points and are useful for making sure you incorporate important concepts in your assignments and for focusing on the main concepts when studying for tests and exams.

  

  This video provides some great tips for note-taking as well.

  Video: “How to Take Great Notes” (length 5:08)

  
    [image: Thumbnail for the embedded element "How to Take Great Notes"]
    A YouTube element has been excluded from this version of the text. You can view it online here: https://opentextbc.ca/studentsuccess/?p=148

  

  
    Exercise: Journal Entry
 
    
      Choose one of your classes where you normally take notes. Make a conscious effort to use the Cornell method with either the outline or concept map method for taking your notes. Follow as many steps listed previously as possible. Now compare these notes with those you took in the previous class. Are your new notes more useful? What did you like about taking notes this way? What are some of the things you need to work on improving? (Remember this will get much easier with more practice.) Write your thoughts down.

    

  

  What If You Miss Class?

  Clearly the best way to learn class material is to be at the class and to take your own notes. In university, regular attendance is expected. But life happens. On occasion, you may have to miss a class or lecture. When this happens, here are some strategies you can use to make up for it:

  
    	Check with the instructor to see if there is another section of the class you can attend. Never ask the instructor “Did I miss anything important?” (Think about what that’s saying and you’ll see it’s rather insulting.)

    	If the instructor posts his or her lectures as a podcast, listen to the lecture online and take notes. If the instructor uses PowerPoint slides, request a copy (or download them if posted) and review them carefully, jotting down your own notes and questions. Review your notes with a classmate who did attend.

    	You may want to borrow class notes from a classmate. If you do, don’t just copy them and insert them in your notebook. They will not be very helpful. When you borrow notes from a classmate, you should photocopy them and then review them carefully and mark your copy with your own notes and questions. Use your textbook to try to fill in the gaps. Finally, schedule a study session with the person who gave you the notes to review the material and confirm your understanding.

    	If none of these options is available for you, use the course syllabus to determine what was covered in the class, then write a short paper (two pages or so) on the material using the class readings and reliable online sources. See your instructor during office hours to review your key findings and to answer any questions you still may have.

  

  Group Notes: A Collaborative Approach

  Groups within a class can take notes together using file-sharing software on the Cloud such as Google Docs. The individuals in the group can add to the document in real time as different individuals are adding themselves. This creates a collaborative document that all can use, download, (or adapt). This won’t work for all situations but can be very useful especially in a fast-moving classroom.

  Keeping Your Notes

  Class is over, and you have a beautiful set of notes in your spiral notebook or saved in your laptop. You have written the summary of the class in your own words. Now what?

  Start by organizing your notes. We recommend you use a three-ring binder for each of your subjects. Print your notes if you used a computer. If you used note cards, insert them in plastic photo holders for binders. Group all notes from a class or unit together in a section; this includes class notes, reading notes, and instructor handouts. You might also want to copy the instructor’s syllabus for the unit on the first page of the section.

  Next, spend some time linking the information across the various notes. Use the recall column in your notes to link to related information in other notes (e.g. “See class notes date/page”).

  If you have had a quiz or test on the unit, add it to your binder, too, but be sure to write out the correct answer for any item you missed. Link those corrections to your notes, too.

  Use this opportunity to write “notes on your notes.” Review your summary to see if it still is valid in light of your notes on the reading and any handouts you may have added to your notes package.

  You don’t need to become a pack rat with your notes. It is fairly safe to toss them after the end of a course except in the following cases:

  
    	If the course you took is a prerequisite for another course, or when the course is part of a standard progression of courses that build upon each other (this is very common in math and science courses), you should keep them as a reference and review for the follow-up course.

    	If the course may pertain to your future major, keep your notes. You may not realize it now that they may have future value when you study similar topics or even the same topics in more depth.

    	If you are very interested in the course subject and would like to get into the material through a more advanced course, independent study, or even research, keep your notes as a prep tool for further work.

  

  
    Key Takeaways
 
    
      
        	Good note-taking is a key strategy for academic success.

        	Choose among effective note-taking styles for what works best for you and modify it to meet the needs of a specific class or instructor.

        	List notes are generally less effective and not prioritized.

        	Outlines work well for taking notes on a laptop when the instructor is well organized.

        	Concept map notes are good for showing the relationships among ideas.

        	The Cornell method is effective for calling out key concepts and organizing notes for review.

        	Instructor handouts and PowerPoint presentations help with—but do not replace the need for—personal note-taking.

        	If you miss a class, explore your options for replacing your missing notes.

        	Keep your notes organized in a way that makes it easy to study for tests and other uses in the future.

      

    

  

  
    Exercise: Note-taking
 
    
      
        	Name two advantages of the Cornell system over the list method of note-taking.

        	Describe the benefits of—and potential problems with—taking class notes on a laptop.

        	List at least three ways to make up for missing notes because you miss a class.

      

    

  

  

  Text Attributions

  
    	This chapter was adapted from “Got Notes?” in University Success by N. Mahoney, B. Klassen, and M. D’Eon. Adapted by Mary Shier. CC BY-NC-SA.

    	 The first two paragraphs and text under the “Two Purposes for Taking Notes” heading are from “Take Notes from Lectures – That You’ll Actually Use” in University 101: Study, Strategize and Succeed by Kwantlen Polytechnic University. CC BY-SA.
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