Name:  __________________________

Go to the web page below and complete this activity sheet as you read about the strategies for Note Taking.  This link can be found at www.smvincent.com
In-Class Strategies

http://www.utexas.edu/student/utlc/makinggrade/inclassnotes.html 

Effective note taking is an essential part of any successful academic study program. It is a high level skill, involving such complex cognitive processes as ____________________, ________________, _______________, ________________, and ____________________. But more than anything else, it requires active listening. 

ACTIVE LISTENING

Hearing and listening are _______________. Hearing is often passive and automatic, while listening requires _____________   ________________. Listening is a _______________  _________________  ____________________ to take in and process information you hear. 

To listen effectively, follow these tips: 

1. ____________________. 

a. What can you do if you find you mind wandering?

2. Focus on what's _________________. 

a. What should you listen for?     

b. You should listen to questions related to what topic?

3. Don't ignore other bits of important information. 

Until you develop more sophisticated note-taking skills, you may want to rely on some of the following tips for what to include in your notes.

· Include ____________, _____________, or explanations that expand or explain the ___________ points that are mentioned. 

· Include ___________, word for word, especially if your professor ________them several times. 

· Include _____________ or lists of things that are discussed. 

· Include _____________. You don't need to note all of the details for each example, but you do need to know to which ________________ each example _______________. (Don't forget to indicate how the example relates to the topic being discussed.) 

· Include anything that is written on the ______________or on a _____________. 

· Include anything that is _____________ or _________________. 

· Include ______________, _____________, or _______________ that are written on the board. 

What should you do if the teacher talks about something not in the previous nights reading?

. Have a positive attitude. 

What does having a positive attitude toward your course mean?

A. Look and listen. 

a. Focus your attention on _____________. 

b. Why should you pay attention to your instructor's mannerisms?

c. Follow this link and complete the table below.  Signal words and phrases 

Words that Signal Important Information

	Categories and examples
	When you hear these words, immediately think...

	Example Words



	"Here comes an example. The lecturer wants to make clear the point just made. I'd better write this down; otherwise, I'll forget it." Not only that, but I'd better understand how the example relates to the main idea."

	Time Words



	"Hmm! A time relationship is being established. Let's see what came first and what came last, and what came in-between."

	Addition Words




	"After listing everything, they always seem to have one more thing to add. Well, I'd better get it and write it down.

	Cause & Effect Words



	"There's that cause and effect word. I'd better quickly write down the word effect in my notes at this point. Later, I'll go back and write the word cause to label proceeding points."

	Contrast Words



	"Now we're getting the other side of the picture, the other person's story, the research that contradicts what has already been said."

	Enumeration Words



	"Ten steps is a lot! I'd better number them and list them in order."

	Emphasis Words



	"Sounds like a hint that this idea is something important and something to remember, especially if I get a question on the test that requires that I give the best answer as opposed to just a correct one."

	Repeat Words



	"Simplifying a complex idea or simplifying a long-winded explanation. I'd better note this qualifying remark."

	Swivel Words



	"A warning that there's a little bit of doubt or 'give-back' on the point just made. I'd better note this qualifying remark."

	Concession Words



	"I see. These are similar to the swivel words. The lecturer is admitting that the opposition has a point or two."

	Summary Words



	"Great! I'll try to get this summary word for word; then I can study it thoroughly when I get to my room. The one thing I don't want to do is to begin packing my bags and blow it off."

	Test Clues



	"Sounds like a potential test item. I'd better get this one word for word."


B. Be a flexible note taker. 

One of the hallmarks of a good note taker is the ability to adjust to the organizational pattern of lecture. Just as writers use patterns to structure and organize the material they are writing about, speakers also use ______________ to structure a lecture. For example, an instructor may use the inductive pattern--that is, identify a number of incidents and then draw a conclusion from them. The following are some of the more commonly used patterns of lecture: 

a.   Follow the link and briefly describe each pattern listed below.

· general to specific (deductive) 

· specific to general (inductive) 

· simple listing 

· chronological 

· classification 

· cause and effect 

· comparison/contrast 

· thesis-example 

· problem/solution 

D. Stay connected 

a. What does it mean to "stay connected"?

b. Why should you "stay connected"?

E. Keep your mind focused 

a. What should you do if your instructor makes a statement to which you passionately object?

b. What should you do if you miss something? 

GENERAL FORMATTING TIPS

Below are some general formatting tips that will help you set up your notes more effectively. Most successful students have already adopted many of these strategies.

1. Use______________________________________________________for each class. Why?
2. Take notes on __________________ of the page.  Why?
3. Always _________ your notes.
4. Draw a line approximately _____________ from the left margin. Why?
5. Write your notes in ___________ form rather than in sentence form. Why?
.

6. Use writing shortcuts. 

a.  List some example.
