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 Chapter 5 Notes

Pages 138-165
Directions:  As you read this chapter, complete the outline below.  This outline can later be used as a study guide.

I. Observe 

1. Set the Stage:

i. Complete outside assignments

Meaning:  
ii. Bring the right materials such as:

iii. Reasons to sit front and center

iv. Conduct a short preclass review that consists of:

v. Clarify your intentions by writing specific Intention Statements that include:

Answers located on pages _______.
2. “Be here now” in class

i. Accept your wondering mind

Meaning:  
ii. Notice your writing by:

1. Clear your mind of distracting thoughts by:

iii. Be with the instructor

Meaning:  
iv. Notice your environment by paying attention to:

v. Postpone debate

Meaning:  
vi. Let go of judgments about lecture styles by:

vii. Participate in class activities by:

viii. Relate the class to your goals by:

ix. Think critically about what you hear by _________________
________________________________________________

_______________________________________________.
Answers located on page ____.

3. Watch for clues

i. Be alert to repetition

Meaning:  
ii. Listen for introductory, concluding, and transition words and phrases such as:

1. Examples of phrases:

2. These phrases signal:

3. The purpose of these phrases is to help ___________
_______________.

iii. Watch the board or overhead projector because this is a signal that ___________________________________.  Make sure to copy all:

iv. Watch the instructor’s eyes

Meaning:  
v. Highlight the obvious clues

Meaning:  
.
vi. Notice the instructor’s interest level

Meaning:  
Answers located on page ____.
II. Record

1. Use the Cornell format of note-taking by following these steps:

2. Create mind maps by following these steps:

i. Initial Steps

ii. Other Ideas

3. Write notes in outline format
i. Types of outlines:

ii. Purpose:  

iii. Advantage:  

4. Write notes in paragraphs

i. Meaning:  

ii. Complete sentences should be used for:

5. Use key words

i. Examples:

ii. Benefits:

Review the example on page 145.

6. Use pictures and diagrams 

Meaning:  

7. Copy material from the board

Meaning:  

8. Benefits of use a three-ring binder
9. Use only one side of a piece of paper

Meaning:  
10. Use 3x5 cards

Meaning:  
11. Keep your own thoughts separate

Meaning:  
12. Use an “I’m lost” signal

Meaning:  
13. Label, number, and date all notes by including:

14. Use standard abbreviations

15. Leave blank space to:

16. Use tape recorders effectively

i. Disadvantages of recorders:
ii. Effective uses of recorders:
17. Use complete sentences when material is important

i. Meaning:  
ii. Example:  
18. Take notes in different colors

i. Meaning:  
ii. Examples:  
19. Use graphic signals such as:

Answers located on pages _______.
III. Review

1. Review within 24 hours

Meaning:  
2. Edit notes by:

3. Fill in key words in the left-hand column

Meaning:  
4. Use your key words as cues to recite by:

5. Conduct short weekly review periods

Meaning:  
6. Benefits of typing your notes:

7. Create mind map summaries

Meaning:  
Answers located on pages _______.

IV. Improving Your Handwriting

1. Use the First Step technique
Meaning:  

2. Use creative visualizations by:  
3. Keep your eye on the ballpoint
Meaning:  
4. Demonstrate your excellence
Meaning:  
5. Revise sloppy writing immediately
Meaning:  
6. Practice with the best materials
Meaning:  
7. Take a calligraphy course
Meaning:  
8. Dot all i’s and cross all t’s
Meaning:  
9. Ensure that holes exist
Meaning:  
10. Notice problem letters
Meaning:  
11. When understanding is critical, print
Meaning:  
12. Be willing to slow down … some
Meaning:  
13. Appreciate the value of legible writing
Meaning:  
Answer located on page ____.

V. When Instructors Talk Fast

1. Take more time to prepare for class
Meaning:  
2. Be willing to make choices
Meaning:  
3. Exchange photocopies of notes with classmates
Meaning:  
4. Leave large empty spaces in your notes
Meaning:  
5. See the instructor after class
Meaning:  
6. Use a tape recorder
Meaning:  
7. Before class, take notes on your reading
Meaning:  
8. Go to the lecture again
Meaning:  
9. Learn shorthand
Meaning:  
10. Ask questions – even if you’re totally lost
Meaning:  
11. Ask the instructor to slow down
Meaning:  
Answers located on page ____.
VI. Taking Notes While Reading

1. Review notes
Format:  
2. Research notes
i. Definition:  
ii. Creating source and information cards on 3x5 index cards

1. Source cards

a. Purpose:  

b. Examples of information:  

c. Used for:  

d. Source card codes can include:

2. Steps in creating information cards
Answers located on page ____.

3. Tips to thinking about notes
Answers located on page ____.

4. Special Cases

i. Reading fiction

ii. Scientific or technical papers

Answer located on page ____.

VII. Learning Across Borders

1. Distance learning
i. Definition:  

ii. Students and teachers communicate through:

Answers located on page ____.

2. Consider the benefits such as:
Answers located on page ____.
3. Carefully consider the following when choosing a distance learning course:
i. Before registering:
Answers located on page ____.
4. Manage your time by:

Answers located on page ____.

5. Prepare by:
Answers located on page ____.

6. Ask for feedback in the following ways:
Answers located on page ____.
7. Contact other students to:

Answers located on page ____.

8. Know the technological ground rules for assignments by determining:
Answers located on page ____.
9. Take responsibility
Meaning:  
Answer located on page ____.

10. Reflect on your learning through:
Answers located on page ____.

VIII. Taking Notes on Your Journey:  The Art of Journal Writing

1. Benefits of Journal Writing

Answer located on page ____.

2. Jump in and start:  Ways to get started
i. Use leading sentences such as

Answer located on page ____.

3. Make lists of things such as:
Answers located on page ____.
4. Use a journal for critical thinking by:
Answer located on pages _______.

5. Play with learning styles by:
Answers located on page ____.

6. Reread your journal
7. Use a journal to manage stress by:
Answers located on page ____.

8. Use a journal to increase writing skills 
i. Focus on details by:
ii. Try writing fiction by:
iii. Review your journal for writing topics
Answers located on page ____.
9. Use a journal for personal growth by writing about:
Answers located on page ____.
Now complete the quiz questions on pages 163-165.
