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 Aims

 


The study skills learnt in this
section should enable the student to: -

 


1) Understand the purpose of
note-taking

 


2) Begin writing good quality
notes

 


3) Avoid repeating any source
material ‘ad verbatim`
(word for word)

 


4) Distinguish between nucleated
and sequential notes

 


5) Know the advantages and
disadvantages of nucleated and sequential notes

 


6) Distinguish between good and
bad note-taking

 


7) Develop an effective storage
system

 



Section 1: Opening Comments

 


Notes are the written summaries of
lectures, literature and any other form of audio-visual
material.

 


Note-Taking: the activity of
compiling notes (often in an orderly manner) to store information
and to aid revision





Section 2: Reasons for
Note-Taking

 


Note-Taking serves to: -

 


2.1 Draw together different
ideas

 


2.2 Make sense of a written
text

 


2.3 Organise information into a
logical sequence

 


2.4 Provide the basis for a more
complete written work

 


2.5 Record key facts

 


2.6 Provide a succinct summary of
what's been said or written

 


2.7 Show the connections between
certain points

 


2.8 Record original ideas and
thoughts

 


2.9 Help formulate
conclusions

 


2.10 Keep the mind alert and
active

 


2.11 Trigger or jog the memory

 


2.12 Clarify thinking

 


2.13 Focus attention

 


2.14 Assist reference and
revision

 


2.15 Aid the assimilation and
learning of new information

 


Note-taking
should only rarely be used to take things down `ad verbatim’ (word
for word)





Section 3: The Characteristics of
Good and Bad Notes






3.1 Good notes are: -






3.1.1 Dated and
numbered






3.1.2 Brief, concise and easy to
read






3.1.3 Clearly structured into
relevant ‘headed’
sections






3.1.4 Clearly
presented






3.1.5 Separated into pertinent
paragraphs






3.1.6 Neatly written (or
word-processed)






3.1.7 Easily
understood






3.1.8 Made on appropriate
stationery






3.1.9 Readily
accessible






3.1.10 Relevant






3.1.11 Clear in showing any
relationship between ideas






3.1.12 Accurate in the use of
diagrams and tables






3.1.13 Well spaced






3.1.14 Selective when using
quotes






3.1.15 Able to separate main
ideas






3.1.16 Able to record key
definitions






3.1.17 Able to assist
recall






3.1.18 Able to skilfully
highlight key points






3.1.19 Able to summarise complex
information in a highly memorable form






3.1.20 Safely filed
away






3.2 Bad notes: -

 


3.2.1 Undated






3.2.2 Complicated and difficult
to read






3.2.3 Lacking in structure, with
little or no headed sections






3.2.4 Poorly presented






3.2.5 Lacking in
paragraphs






3.2.6 Badly written/word
processed






3.2.7 Poorly
understood






3.2.8 Made on poor quality
stationery






3.2.9 Difficult to
find






3.2.10 Irrelevant






3.2.11 Muddled in showing any
relationship between ideas






3.2.12 Inaccurate in the use of
diagrams and tables






3.2.13 Poorly spaced






3.2.14 Selects irrelevant
quotes






3.2.15 Unable to separate main
ideas






3.2.16 Unable to record key
definitions






3.2.17 Unable to assist
recall






3.2.18 Unable to highlight key
points






3.2.19 Unable to summarise
complex information, preferring repeat things ‘ad verbatim’






3.2.20 Not safely filed
away






N.B Should a large amount of
notes be made then a ‘Contents Page’ is best placed at
the beginning listing the subjects.






All pages should be numbered
for easier reference at a later date





Section 4: Nucleated Notes

 


Nucleated
notes begin from a central reference point then move outward in
linear branches, (Appendix
1). Often referred to as
‘Spider Diagrams,’
stages in their development consist of:
-

 


4.1 The central reference point, e.g. the essay title, or a
word summing up the main topic.

 


4.2 Main-Branching – main ideas are recorded as if
they were branches from the central reference point.

 


4.3 Sub-Branching – any related ideas are
recorded.

 


4.4 Concluding – any further causal connections
are noted down before a final conclusion is made
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