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Study Skills

Booklet

Name:  _____________________________________________
Why Study?

Most schools, teachers and parents expect you to know how to study without being taught.  This booklet will hopefully show you that it's not that hard to get organised and get started.

HOWEVER, IT IS UP TO YOU TO PUT IN THE TIME AND EFFORT TO

STAY ORGANISED AND FOCUSED
Everyone is different.  No one approach will prove successful for all.  You need to take in the basics and come up with a plan that fits in with the way that you learn and your weekly timetable.

How would you rate your study habits?

Non Existent
                             Average 
                                    Efficient & Effective

WORST features of your current study techniques:
	

	

	

	

	

	

	

	

	

	


BEST features of your current study techniques:

	

	

	

	

	

	

	

	

	

	


STUDY – WHAT TO DO?
The 3 Step Process

Studying for different subjects does vary a bit, however there are 3 very definite sections to the study process.

1. Summarise

All information to be learnt needs to be written in a shorter form, using points (not sentences), headings and coloured pens and/or highlighters.
Aim:  To get a lot of information into the shortest space that you can without losing the meaning.

In summarising:

· Never use full sentences

· "Chunk" information into small groups with subheadings.

· Set points out clearly ‑ one new point per line.

· Use different coloured pens for each section or chunk.

· Use as many abbreviations and symbols as you can. (Make up your own as you are the only one who needs to be able to ready them.)

· Always ask yourself if what you have written is going to make sense to you in six months.

2. Memorise

You need to experiment and see which method works best for you, or use a combination of methods so you don't get bored.

· Write your notes out over and over (or type them on the computer over and over)

· Read your notes onto a tape and listen to it
· Read over your notes (this will only work for short amounts of information)

· Mnemonics ‑ A group of letters, which remind you of information eg. ROY G. BIV (the colours of the rainbow).

3.  Test

· Complete past papers

· Redo tests done earlier in the year

· Attempt end of chapter revision questions

· Have someone test you orally from your notes

If you miss any of these steps your study will not be successful.
THE STUDY FOLDER
If you summarise as you go and put notes into a separate study folder, then you will always be ready when your teacher sets a class test.

Using a study folder, divide it so that you have at least two sections for each subject.  That way you have a section for your summarised notes, and a section for tests, assignments etc. for each subject.

Try to summarise each chapter or topic as you finish it in class so that you keep up to date and are ready for tests when they are announced.

There are lots of different ways of organising your folder and it is important that you adapt the basic structure to fit your own needs and range of subjects.  As long as it is kept up to date and it works for you then it is fine!

Rule

Try to make a set time each week to sit down and summarise the work you have done at school (in every subject) and put your summaries into your study folder.
Timetabling (see attached Study Timetable)

This is one of the most important steps in getting yourself ready to study.  Don't think that you can make one timetable for all occasions, because this won't work.

· You will need a timetable for normal school weeks (including a time to get your study folder notes up to date)
· You will need a separate timetable for the week or month/s before tests and/or exams.

· Year 11 and 12 (and others who are lucky enough to get time off between exams) will need another timetable for exam week so that you can make use of time between exams.

· Year 12 will need yet another timetable for stu‑vac time before their HSC.

It is no use making a timetable that you can't stick to
· Make sure that you block out all the times that you work, train, play sport and that you know you won't work (like Saturday night, Friday afternoon etc)

· Decide how long you are going to make each session, (30 minutes for younger students up to 60mins for older), and work out how many sessions you have got in the week.  Divide these sessions among the subjects you need to work on ‑ remember some subjects need more time than others.

· Be realistic!  Don't set yourself a larger load than you can handle or you will fail.
· Be flexible!  If your timetable doesn't work, (that is you keep breaking it), then change it so it does work.

· Be disciplined!  If you miss a study session then you must make it up by using a spare timeslot, or rearranging your time eg. If it is your Mum's birthday and you know you will miss a session because you are going out to dinner; then do that session as an extra the night before.

· Keep up to date!  Stress in exams only occurs if you know that you haven't done enough preparation!

If you have done all that you can to follow the three steps of study before tests and exams, then you can relax and allow yourself to perform at your best on the day.

How and what YOU do is up to YOU

No one else will do it for you

Think carefully and be honest with yourself!

WHAT DO YOU DO WHEN YOU FIND OUT YOU

HAVE A TEST OR EXAM COMING UP?
1. Quiz your teacher and find out as much as you an about the test. You need to know:

· Exactly WHAT you are being tested on?  eg  Chapter 5 and the first half of Chapter 6 up to page 64
· What TYPE of test it will be?  eg  10 multiple choice and 10 short answer questions
· How LONG will the test be?  eg  40 minutes

· What is the test WORTH?  eg  10% of class mark
Once you have found out this information it will be easier for you to study, as you will know exactly what the content is and what type of questions you are studying for.

2. Make a timetable from now up until the test.

3. Start on the three step study method (if you have kept up to date then step one will already be done!)

Please Note:
Teachers often give out good clues before exams.
Keep your ears open, listen carefully and jot down what they say
STUDY STYLES FOR DIFFERENT SUBJECTS
Basically you need to go through the three steps of study for every subject.  However, because of the practical nature of some subjects you need to vary this slightly.

Maths Summaries will consist of formulas, definitions and examples.

Some time will be spent memorising these.

Most time will be spent actually redoing practice examples  eg  Redoing questions from your text, completing revision sheets, redoing past tests, completing end of chapter reviews, working from Excel Study Guides for your Year.
Practical Exams

Drama; music performances or speeches are best rehearsed in front of a mirror.  This is very embarrassing at first, but really shows you if you are looking up, your facial expressions, position of your instrument, and also helps you to notice your speed of presentation.

When writing up your palm cards for speeches start each new sentence on a new line so that you never loose your place.  Move your thumb down as you speak so that it becomes a marker for where you are up to.

In an exam where you are required to make something, have a practice of the entire procedure at home.  Ensure that you have everything that you need and be aware of the difficulties you need to avoid.

HOW TO BE A MASTER TEST-TAKER
Before the test

· Approach the test confidently. Remember to review
· Don't "cram"
· Be careful of your diet and sleep ‑ especially as the test draws near
· Arrive on time ... and be ready
· Choose a good seat.  Get comfortable and relax
· Bring the complete kit of "tools" you'll need
· Avoid sharing ideas with other students at the last minute
· Listen carefully to all directions

During the Test

· Read all directions carefully ‑ twice if necessary
· Pay attention to the scoring plan
· Look over the whole test before answering any questions
· Start right in and stay with it
· Apportion your time throughout the test
· Do the easy questions first

· Read each question carefully

· Make sure you understand each question before you answer

· Re‑read if necessary - Think!

· Avoid hurried answers

· Get all the help you can from "cue" words and phrases

· Rephrase difficult questions for yourself

· Use controlled association to see the relation of one question to another and with as many important ideas as you can develop

· Now that you're a "cool" test‑taker, stay calm and confident throughout the test

· Don't let anything throw you
· Edit, check and proofread your answers

· Stay working until teachers make you go
DEALING WITH TEST ANXIETY
Before the Test
· Be prepared!

· A program of exercise is said to sharpen the mind

· Get a good night's sleep the night before the exam

· Approach the exam with confidence

· View the exam as an opportunity to show how much you've studied and to receive a reward for the studying you have done

· Don't go to the exam with an empty stomach. Fresh fruits and vegetables are often recommended to reduce stress. Stressful foods can include processed foods, artificial sweeteners, carbonated soft drinks, chocolate, eggs, fried foods, junk foods, pork, red meat, sugar, white flour products, chips and similar snack foods, foods containing preservatives or heavy spices

· Allow yourself plenty of time, especially to do things you need to do before the test and still get there a little early
· Relax just before the exam
· Don't try and do a last‑minute review

During the Test

· Read the directions carefully
· Budget your test taking time
· Change positions to help you relax
· If you go blank, skip the question and go on
· If you are taking an essay test and you go blank on the whole test, pick a question and start writing.  It may trigger the answer in your mind

Don't panic when students start handing in their papers.

There's no reward for being the first done!

Answering True or False Questions
Pay close attention to qualifiers, negatives and long strings of statements
· Qualifiers are words that restrict or open up general statements.   Words like "no, never, none, always, every, entirely, only" restrict possibilities of making accurate statements and usually indicate true answers.  They make more modest claims that are more likely to reflect reality.

· Negatives are confusing.  If the question contains negatives, like "no, not, cannot," circle the negative and read the sentence that remains.

Answering Multiple Choice Questions

· Read the directions carefully
· Know whether you must mark the one best correct answer or all correct answers
· Know if you are penalised for guessing.  Find out if an incorrect answer will cost you more than a blank answer

· Read the stem of the question (the question itself as opposed to its options) all the way through, then read each possible answer all the way through.  Use these options themselves to provide you with hints about things you need to know

· If you are uncertain of the correct answer, cross out the options you now are definitely wrong, then mark the question so that you can reconsider it at the end of the exam.

· If you have no idea of the answer check for "look alike" options to find what you consider the best answer among them; check for the most inclusive option ‑ the option with the most information.

Writing and Answering
· Begin with a strong first sentence that states the main idea of your essay.  Continue this first paragraph by presenting key points.

· Develop your argument

· Begin each paragraph with a key point from the introduction

· Develop each point in a complete paragraph

· Hold to your time allocation and organisation

· Qualify answers when in doubt.  It is better to say “Toward the end of the 19th century" than to say “In 1894" when you can't remember whether it is 1884 or 1894.  In many cases, the approximate time is all that is wanted; unfortunately 1894, though approximate, may be incorrect and will usually be marked accordingly.

· Summarise in your last paragraph.  Restate your central idea and indicate why it is important.

· Review
· Complete questions left incomplete, but allow time to review all questions

· Review, edit, correct misspelling, check for incomplete words and sentences, miswritten dates and numbers.
NOTE TAKING SAMPLE STRATEGIES
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TIPS FOR THE EXTENDED RESPONSE/ESSAY WRITING
The Five‑Paragraph Essay

The five‑paragraph essay is the traditional academic model for essay writing that will be expected in college and is pretty self‑explanatory.  It consists of an introductory paragraph, three body paragraphs that develop the thesis of the paper, and a conclusion.

Thesis:  This is the central idea that any paper will explore.  It is important that in any higher‑level writing assignment you take the time to help your child develop a clear thesis statement.  The hard thing about developing a thesis is that it occurs over time and often changes as the writing starts.  A good thesis consists of a subject (topic) and an assertion (argument).  The key is to get both as specific as possible.  A good subject is one idea/concept.  The "assertion" is an argument that is phrased in the active voice.

Main Points:  Main points are the supporting ideas that help your child argue or develop her thesis.  It is important that these are broad enough to become paragraphs in their own right.  A good solid standard paper has three main points, each one a paragraph, in which each paragraph develops a specific element of the thesis.

Topic Sentences:  These are more specific than main points, and usually go at the beginning of each paragraph.  A topic sentence states the main point of each paragraph and its relevance to the paper's thesis, and in turn to the paper as a whole.

Supporting Details:  Each main point will have three supporting details.  These are usually three sentences that come after the topic sentence and again are more specific points that develop the main point of the paragraph.

Transition Sentences:  These usually come at the end of the paragraph and function both as a conclusion or summaries to the paragraph and a connection to the main point and topic sentence of the next paragraph.

Introduction/Conclusion:  These are the first and last paragraphs of a paper respectfully.  The introduction states the thesis and the other main ideas of the paper.  The conclusion restates these ideas as a summary and then goes a little further to extrapolate the broader relevance of these ideas.

TIPS FOR EDITING
Rewriting is probably the most important part of the writing process.  It is important to realise however, that your child will, most likely not be excited about rewriting.  The important thing is to help them understand that the hard work is really all done, everything is down, and the job of rewriting is to put it all in its right place and polish it off.

Rewriting

Critically evaluate the thesis or main point:  This is the most important part of any rewrite. Your son should highlight his thesis sentence, and if he discovers upon rewriting that he actually has no thesis, have him come up with one and stick it as the last sentence in the introduction.

Evaluate and rewrite topic sentences:  Having clear well‑developed topic sentences will greatly clarify your son or daughter's writing.  If he/she finds a paragraph without a topic sentence, have him complete the following statement: "This paragraph is about (insert topic) and (topic) is relevant to my paper because of (insert answer)."

Help your child run spell check:  Often students can confuse words that look alike.  To make spell checking more effective, sit with your child while he/she goes through and offer to read any of the words that look alike.  When in doubt, use a dictionary or thesaurus.

Have your son/daughter read out loud to you:  Reading out loud is a great way to catch little mistakes.

Highlight:  When your child runs across anything that sounds awkward have him highlight it.  There is most likely a mistake in there.

Pay attention to words that look alike:  Who/how, their/there, God/dog, etc. are always places for mistakes.

Watch for passive voice:  This is a tough one and mostly a concern for advanced students.  Passive voice is a type of sentence construction that occurs when the subject of the sentence is passive and does not do the action of the sentence.  For example, "the paper was written by Jon" is passive voice. "Jon wrote the paper" is active.  Many teachers see this as a negative, and it will be held against your child in the grading process.  To eliminate passive voice, be on the watch for key words like was, is, that, which, and pay attention to any sentence where the subject is not doing the action.
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IMPROVING STUDENTS’ UNDERSTANDING OF AND RESULTS IN MATHEMATICS

TIPS FOR PARENTS

· Regularly ask your son or daughter to explain their work to you.  Ask your them to explain the "what, how and why" of the problem.  For example:

· what do you need to do to solve the problem?

· how are you going to solve the problem?
· most importantly, why does that method work?  

These questions force students to actively reflect on the knowledge and skills they are using.

· Encourage your child to set out their work neatly, showing all working out.  Good setting out makes more difficult questions easier to solve.

· Encourage your child to think deeply about problems and not give up.  The "ah‑ moments” are ones that provide the most significant learning.

· Encourage your child to treat mistakes as valuable learning experiences rather than as failures.

· Encourage your child to take risks when solving problems.  Having the confidence to "just do something" in search of a solution is key to success in Mathematics

· Take every opportunity to let your child use their mathematical skills.  eg look for misleading graphs in newspapers, prepare a budget for the household, calculate the “best buy" when shopping.

· Play mathematical games with your child.

· Speak about mathematics in a positive way.  Mathematics is about solving problems, is fun and enjoyable.

· C.R.A.S ‑ 15 minutes (half a TV show) of Constant Revision and Study on mathematics is recommended each night / 5 nights per week.  This works out as 45 hours of study and revision each year.  It is important to develop these good study habits in Years 7 and 8.

· Practice good exam technique at home.  Regularly set time limits to complete a series of questions so that students get used to time pressure in exams.

· Often looking at a difficult problem from a different perspective makes the task a lot easier.  It is important to look for the "best method" of solving a problem.

· CONFIDENCE in mathematics is the KEY to success.  Confidence comes from being prepared and feeling positive about mathematics.
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