Making Your Notes Useful

The purpose of making summary notes on a topic or section is to aid your overall understanding
of material, to help you distinguish between what is really important information (depth) and
what is merely supporting detail. Reference to the main syllabus topics will help the process of
discernment within each subject.

In addition, good summary notes make retrieval of information quicker and easier.

« Sort out your filing system If you haven't already done so, get your subject folders and
notes organised immediately. Invest in some ring binders, dividers, plastic pockets, etc.
Have a separate folder for each subject (a permanent reference point) and then keep a
‘current folder' for managing notes in progress.

* Less is always more When writing notes, remember they should contain a summary, not
an extensive repetition of what is in the textbook. Don't crowd the page. Stick to main
headings and sub-headings. Use abbreviations where appropriate. Try to reduce what
you need to know on the topic down to one A4 sheet. Once you have an overview, it is
easier to fill out the detail.

» Make your notes visual Ensure your notes have a memorable appearance so that you can
recall them easily. Use illustrations, diagrams, graphs, colours, and boxes ('a picture is
worth a thousand words'). Arrange the material in a logical hierarchy (title, sub-point,
explanation, example). Ideally, you should be able to close your eyes in an exam and
visualise a particular page of notes.

» Beware of transcribing and highlighting! Merely re-writing the text from the book into
your notes does not ensure retention. Try to put things in your own words and devise
your own examples - this will make the material more meaningful. Only use the
highlighter pen AFTER you have previewed and questioned a text, thus ensuring you
identify the most important material and you avoid the creation of a fluorescent
textbook!

« 'Save' your notes carefully Practice following the logic of your computer files, when
storing information. Think - "Where does this material best fit (subject, section, topic,
sub-topic, etc.)?" In this way, you will ensure that it is efficiently processed and easily
retrieved both physically (during revision) and mentally (when you need it in an exam).

For more resources visit:

Our website: http://www.HomeTutoringOnline.co.uk
Our blog: http://www.HomeTutoringOnline.co.uk/content/blog
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