Effective Note Taking
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Information obtained from Pat Schieb, Project Success, Academic Support Services, Pennsylvania College of Technology, September 13, 2005.

Attend all lectures.

There is no way to reproduce what you miss when you skip a class.  Reading someone else’s notes is just not the same as being there.
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You will find it easier to take notes if you understand what the instructor is talking about.  Even if you don’t completely understand the reading, some of the terminology and ideas will sound familiar and be easier to organize into notes.

Sit up front.

[image: image6.wmf]You can see and hear better up there.  It’s also (nearly) impossible to fall asleep in the front row.

Takes notes on loose-leaf paper and use a 3-ring binder.  

Put all handouts in the binder with the same day’s notes, not in a separate pocket or folder.
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Keep your notebooks organized.

If your notes are confused, sloppy or out of sequence, you will learn the material in a confused, sloppy, out of sequence manner that makes it hard to test well on that material.

Write in short, telegraphic phrases.

[image: image8.wmf]Note taking is not dictation – you do not write down every word the instructor says.
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Use them for class notes and annotation in your textbooks 

Skip lines and leave lots of space between ideas.

[image: image10.wmf]The more spread out your notes are on the page, the easier they are to understand when reviewed later.    You can also use the space when you review your notes to record relationships between concepts and/or new information when the instructor reviews the previous lecture.

Write down the relationships between ideas (the why and the how) as well as the facts, terms and definitions.

[image: image11.wmf]You will often be tested on how terms relate to one another, how two ideas are the same or different, or how one event led to another.
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Record the instructor’s examples.  

You may not remember examples later during the exam and you won’t be able to review it if it’s not in your notes.
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Put your notes in your own words.  

Using the instructor’s exact words and memorizing them does not mean you understand them.  Use your own words for greater comprehension.

Develop your own style of note taking. 

Find a consistent method that works for you and your particular learning style. [image: image4.wmf]
Don’t give up. 

If the instructor is going too fast, get as much down as possible, leave empty space and fill in the blanks later. 

Review your notes immediately after class.  Meeting with a few classmates to review what you have just learned is a very effective way to clarify and organize material, pick up on anything you missed, and reinforce the material.
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