
 Study Skills: Note Taking & Reading Assignments 
 
Note Taking: 
 
1. Use loose-leaf notepaper. 
 
2. Date your notes. 
 
3. Leave extra space so you can add to the notes or make a point by using only 2/3 of  
    the page or leaving a wide margin on one side or writing only on every other line. 
 
4. Mapping can help recall by seeing the picture of the notes. Put the main idea in the 
    center of then page. Put points outside of the main idea and place details around the  
    points. Connect all statements with lines to create a map of what you need to learn. 
 
5. Outline notes are useful to condense a lecture with lots of detail and facts. Create  
     numbered  headings and put details under heading. Do not write lengthy sentences. 
 
Reading Assignments: 
 
1. Driving – Read as if driving or riding in a car, seeing only landmarks, roadways and  
                   street signs. Read titles, sub titles, headings, lists, graphs, photos, maps,  
                   and summaries. Get the main point of the assignment but don’t read extra  
                   words. 
 
2. Flying – Glancing over material looking for the general idea OR looking for something  
                  very specific while ignoring everything in between. Let your eyes follow your  
                   moving finger in an ‘S’ shape down the page to help keep the pace up. 
 
3. Walking – Reading everything. Use for science, math and fiction. 
 
SQ3R Method 
 
S – Survey, this is driving pace of reading. 
 
Q – Make up Questions about what you read. 
 
R – Read the material in more detail. 
 
R – Recite what you learned. This practices recall which is what you have to do on tests. 
 
R – Review. 
 
Be sure you understand the point of the lesson.  
 
When you understand the point now is a good time to make CRAM CARDS so you don’t have to 
re-learn the material. 

1/4 



Study Skills: Preparing For Tests 
 

1. Know your learning style; 
 

          Visual –  Seeing graphs, photos, posters, diagrams, the blackboard, and overheads, your 
                         notes. Use your  notes as visual reminders to what you saw. Mapping and out- 
                         lining notes will help. 
          Auditory – Ability to learn from listening to the teacher; class, group or individual  
                           discussions; sounds in videos, movies and soundtracks. Talk/sing to your self,  
                           make recordings and play them back. Teach yourself in the mirror. 

                Tactile – Ability to learn by doing things such as labs, workshops, demonstrations,  
                               presentations, making graphs and diagrams or programming computers. Even  
                               just typing notes or creating work on a computer can help. 
 

2. Know your prime time for studying and doing homework. 
 

3. Know, learn or ask the point of the lesson. Know why the lesson is important.  
 

4. Review/study frequently. Only study what you don’t know. THIS MAYBE THE MOST  
    IMPORTANT! 
 

5. Use SQ3R: Survey, make up Questions, Read in more detail, Recite, Recall. 
 

6. Make Flash Cards. Using SQ3R to make cram cards for a lesson (if it is better for you use a  
    note book instead of cram cards do so). Use them frequently. This will eliminate the need  
    to study before tests.  At test time you only have to prepare for the specifics the teacher has  
    given you clues about. This also eliminates test anxiety and lets you get the rest you need  
    before a test. 
 

           Objective Tests (True false, multiple choice, fill in the blank, matching) 
 

           Study key facts, dates and other specifics e.g. language vocab tests. Focus on only the 
           Important information. Teachers give clues all the time on what is to be tested. Flash cards are  
           especially useful for these tests. Be sure mix up the order of the cards. 
 

           Problem Tests (Using formulas, applying step by step rules) 
 

           These are usually math and science tests. The best way to prepare is to work the  
            problems. Learn key theorems, rules and formulas and work problems based on the  
            ones expected to be on the tests. Textbooks will have sample problems. Check your  
            work! Show all steps when practicing because most teachers give credit for showing  
            what you know. 
 

           Essay Tests (Written tests) 
 

          Essay tests require you to interpret, organize, apply information and give your thoughts.  
          Study the big picture of issues. Know some facts, not everything, and be able to give 
          implications of these facts. Textbook headings, lectures and notes will help. Notes based  
          on mapping and outlines will be especially helpful. Make up some questions and answer  
          them. Just like English papers there should be an introduction, the body of the essay  
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Study Skills: Taking Tests 
 
 1. The night before get plenty of rest. Eat breakfast and lunch if an afternoon test. 
      Bring a watch. You can’t always see the clock or it may be broken. 

 
 2. If you are nervous take your seat and tell your self “it’s only a test” and breath in, then “I’ll 

do my best” and breath out. Repeat. 
 
 3. Before you write your name write something on the test as soon as you get it.  
     This will relax you about the test in general and take away fear of forgetting ideas, 
     something you need. What you could write down are formulas, dates, names, big  

essay points. You could also write down recall devices such as numonics, acronyms,  
remembering rhymes.  
 

 4.  Read and follow the directions. 
 

5. Schedule your time:  
 
      Break the test down into ¼ of the questions and ¼ of the time. If you have 35  
      minutes to answer 45 questions do the following   35/4=8 minutes, 45/4=11  
      questions. If after 8 minutes you have not answered 10 or 11 questions you  
      need to work faster. If you are behind it is OK because you still have ¾ of the  
       time left. This process takes seconds but can save you points. 

 
6. Only answer the easy questions first. Then put a small “x” through the question number. 

 
7. Work on the hard questions. When you complete one put a small “x” through the question 

number. The ones you don’t know put a big circle around the number. So you can come 
back to them. 
 

8. Always review your answers including the easy ones. We all make dumb mistakes. 
 
Teacher made test: never leave a blank space. Guess, it might be right. 
 
True False Tests:  
 
One word can disqualify the statement. Clue words will show you the correct answer.  
  
Correct 100% of the time – all, always, only, first, every, best, clear, possible, usually.  
 
Correct 1%-99% of the time – some, sometimes, same as half, 50/50, average, equal  
                                                 to. These words are too vague, cover to much ground to  
                                                 be a qualifier. 
 
Correct 51%-99% of the time – most, usually, a lot, mainly, much, often, majority, better,  
                                                        many. 
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Correct 1%-49% of the time – few, little, rarely, seldom, worse, less, little. 
 
Correct 0% of the time – none, never, no, not worst, least, unclear, impossible. These  
                                       clue words  indicate the dumbest most remote possibility would 
                                       make the question false. 
 
 
Multiple Choice Tests: 
 
Make an educated guess especially if you can eliminate 2 of the answers. Statistically you will 
make points. Use the clue words to help you. If you have to guess the right answer is usually not 
the first or last choice, (a) or (e). The correct answer is usually (d). 
 
 
Math Problems: 
 

1) Look over the whole test first. 
2) Rank the problems for easiest to hardest. Always do the easiest ones first. 
3) Any division questions do last because division is a multi step process that consumes the 

most time. Problems that have a division component should be considered as division 
problems. 

 
 
Essay Tests: 
 

1) Make an outline. The essay should have an introduction, body with all your points and 
discussion and a conclusion. 

2) If you don’t have a clue say so. Write “ I studied the wrong material but here is what I 
know”. At some point in the semester you will get credit for it. 

 
 
Variety Tests: Tests that contain multiple choice, true/false, fill in blank etc. 
 
Do the problems last. Be sure to “x” out ones you have done and big circle ones you skipped. 
 
 
Computer Tests: 
 
Always know or ask if point will be deducted for incorrect answers. For example if you skip 200 
questions on a 500-question test you can still place in the top percentile.  
 
Ask if you can go back to questions, many computer tests will not let you. 
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