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 Note-Taking Skills
Taking Notes from Lectures
Good note taking is an essential part of student life. It helps you to remember what you have heard, identify key 
points, focus your attention, promote active learning and prepare for tests and exams. There are a number of proven 
methods you can use and some will be briefly reviewed.

General guidelines for taking notes

  The introduction: 

  During the body of a lecture pay attention and record: 

  The conclusion: 
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The Cornell Method of Note-Taking

Step 1 -  Record
Step 2 -  Reduce

Step 3 -  Recite

Step 4 -  Reflect

Step 5 -  Review

 

Note taking from textbooks:  The SQ4R Method

Step 1 -  Survey

Step 2 -  Question

Step 3 -  Read
Step 4 -  Recite
Step 5 -  Record

Step 6 -  Review
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NOTE-TAKING FOR MATH AND SCIENCE COURSES*

Guidelines when reading from a textbook

 

Guidelines when taking notes from math and science lectures
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Preparing for tests and exams is a continuous process. It involves attending all classes, taking good notes, doing 
assignments and readings, doing regular reviews and analyzing the course structure, lectures, and readings to identify 
key themes. All of this information and analysis will help you to understand what needs to be studied.

Step 1- Outline what needs to be studied:

Step 2- Develop a study schedule and break down the information that needs to be studied:
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Step 3- Begin studying and practicing test questions:

Step 4- Get help with problems and questions:

  PREPARING FOR MATH AND SCIENCE TESTS 
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There are numerous ways you may be tested in your courses and programs. Becoming familiar with different strategies 
and practicing new test taking methods may take time but will enhance your marks and performance. 

The following includes a review of general strategies that are useful for all tests and exams.  Specific tips are also 
offered for objective tests, oral exams, essay type tests and math and science tests and exams.

General Suggestions for All Tests

Tips for Multiple Choice Questions

Try this approach first for answering multiple-choice questions:
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Tips for True or False Questions
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Tips for Matching Questions

Tips for Fill in the Blank or Sentence Completion Questions

Tips for Essay Questions

Tips for Oral Exams or Presentations
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  TIPS FOR MATH AND SCIENCE TESTS
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It is not recommended that you cram before a test or exam because you will not be able to thoroughly review and 
learn all of the material or get help if you need it. It will also likely increase you anxiety. There are times however when 
you find that you need to cram, and these tips will help you become focussed and calmer. 
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While some test anxiety is normal and useful to help us focus and perform well, too much test anxiety can be crippling 
and may result in poor or disappointing test results. There are many causes for test anxiety including negative past 
experiences, lack of test preparation or good study skills habits, or excessive worry about not doing well. The following 
are different strategies to deal with test anxiety.

A counsellor can assist with helping you to more fully understand the test anxiety cycle and offer you customized 
strategies to lessen your fears and increase your performance.
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Being an effective student involves learning, understanding and remembering a lot of information. To do this it is 
necessary to understand how our memory works. 

The following are proven memory retention strategies:
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There are many models that are used to assess learning styles. These models offer ways to help maximize learning 
and the recall of information. The model presented below describes 3 types of learners: visual, auditory or kinesthetic.  
Remember that most of us are not purely one type of learner. Rather we often use more than one approach to learn 
and remember. As you review this information ask yourself how knowing your learning style can benefit you in 
lectures and note taking and while doing assignments, labs or co-ops.

People with a Visual Learning Preference…

  Study and Learning Strategies for Visual Learners
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People with an Auditory Preference…

  Study and Learning Strategies for Auditory Learners

People with a Kinesthetic Learning Preference

  Study and Learning Strategies for Kinesthetic Learners
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Concept or mind mapping has many uses. It helps to improve memory, consolidates learning, enhances creative 
problem solving, structures information and shows its connections, enhances critical thinking, improves the creative 
process, and supports visual learners. It can be used to summarize lectures or textbook readings, prepare test or exam 
study notes, or brainstorm an approach to writing essays or working on a project. 

How to create a mind map
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Active learning refers to discovering, processing and applying information. In other words, it involves doing something 
or creating learning activities with the information you are learning. There are 4 ways to create learning activities. 

Creating a Dialogue with Yourself

Creating a Dialogue with Others

Creating Opportunities for Observation

Creating Opportunities for Doing
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Besides being a fun way to learn, study groups can be very beneficial. Students report that they can review and clarify 
information, learn new study skills techniques and deepen their learning through teaching others. Taking time to 
properly plan and form a study group will ensure its’ success.

Functions for a Study Group

Getting started
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When you are applying, categorizing or analyzing information, making comparisons, solving problems, evaluating 
arguments, or drawing inferences you are critically thinking. This way of thinking is essential to creating new 
knowledge and understanding and using information. This life long skill will help you in both your academic 
and work lives.

Based on what you have heard, read, observed, seen or experienced, as a critical thinker you are expected to:

  One of the best methods to do the above is to ask questions such as: 
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Critical Thinking Skills Across Disciplines*

All disciplines

Science

Business

Information Technology

Literature/History/ Social Sciences and Humanities
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The option of online learning is everywhere. Students can take online diploma or degree programs, or courses that 
have some online component such as message boards or chat rooms. The demands of online learning are unique. 
Besides needing access to computer equipment, software and the internet, certain skills, resources and approaches are 
needed to benefit from online learning.

Skills for online learning include the ability to:

Tips for Online Learning
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Several courses or programs at the College use problem or inquiry based learning versus lectures, assignments or 
exercises. Problem based learning (PBL) relies on posing a complex, real world problem to help students identify and 
research the concepts needed to work through the issue. In this approach, the tutor acts as facilitator or mentor of the 
learning process. Students therefore, are active collaborative co-creators of the learning process. 

The goals of problem-based learning are numerous and include:

Steps in the Problem Based Learning Model

Step 1.  Exploring the Problem

Step 2.  Identify what you already know. 

Step 3. Brainstorm possible explanations or solutions.

Step 4. Compare the brainstorming with the original problem. 

Step 5. Develop self-study assignments. 
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Step 6. Completing the self-study assignments. 

Step 7. Report on Self Study Assignments. 

Step 8. Closing analysis. 

Step 9.  Evaluation. 

Potential problems students may encounter in the PBL process include:

Should these issues develop, discuss them with the tutorial group or a counsellor.



23S T U D Y  S K I L L S :  G I V I N G  Y O U  T H E  T O O L S  T O  S U C C E E D

Simply put, procrastination is avoiding a task that needs to be done. It is something we all do to some extent 
but if done too often can have serious academic, personal and health consequences. Some common reasons for 
procrastination and strategies to deal with procrastination are offered below. 

Fear and anxiety. 
Possible strategies

Negative beliefs. 
Possible strategies

Perfectionism and unrealistic expectations.

Possible strategies

Personal problems.
Possible strategies

Boredom with the task or believing it is too big to get done.
Possible strategies

A counsellor can assist you to better understand the reasons you procrastinate and identify other strategies to 
overcome procrastination. Whether you work on your own or with a counsellor, be patient and recognize that 
changing habits takes time. 
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