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EAT
There is a relationship between what you eat, when you eat it, and how you feel.

Proteins (3 ounces will do—about the size of a deck of cards)
Includes seafood, chicken, lean beef, cottage cheese, skim/low-fat milk, tofu, low-fat

yogurt, eggs

e Increase alertness and motivation
e Have an energizing effect on your mind

Carbohydrates (1% ounces will do, eaten alone, without protein)
Includes breads, cereals, crackers, cookies, pasta, potatoes, rice, corn

e Have a calming effect
e Ease anxiety and frustration

Fruits and Vegetables (5-6 servings a day)

e Provide antioxidants, vitamins, and minerals
e Improve memory and reduces stress

Choose foods that are low in fat—high-fat meals cause blood to be diverted away from
the brain, leading to drowsiness and decreased mental energy. Doubling the amount of
protein or carbohydrate does not double the effect—it only adds calories.

Planning an all-night study session? Not recommended, but it happens.

e Eatdinner as late as possible (9:00 or 9:30 p.m.)
e Dinner should be low in fat
Good: Chicken (skinless), vegetable, rice, fresh fruit, water
Bad: Cheeseburger, fries, chocolate cake, soda
e Eat the protein first
e Once you have started studying, take a food break every few hours (low- fat
protein, fruit, nuts)
e Caffeine in moderation
e Get up and move around from time to time
e Breakfast—eat protein first, before carbohydrates, to avoid a drop in mental
energy (no bagel bombs—try hard-boiled eggs or yogurt with fruit and whole
wheat toast)

Adapted from Judith J. Wurtman’s Managing Your Mind and Mood Through Food. New York:
Harper and Row, 1988.
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Bottom line?

e Avoid saturated fat and simple sugars at all meals

e Caffeine in moderation

e Eat protein before carbohydrates to maintain alertness and mental energy
e Avoid eating carbohydrates without proteins, unless you are ready to relax

Fun Facts: Research has shown that eating peppermint while studying for an exam,
then eating peppermint while taking the exam improves recall of information. Also,
chewing gum may improve concentration by increasing the flow of oxygen to areas of
the brain that control attention.

Adapted from Judith J. Wurtman’s Managing Your Mind and Mood Through Food. New York:
Harper and Row, 1988.
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Energy Boosters

Try Something New: Trying something new can be satisfying and exhilarating because
novel experiences release the brain’s “reward chemical,” dopamine, which is also a
motivator for doing more. (Gregory Berns, M.D.)

Get Up and Move: Physical activity improves circulation, which sends oxygen and
nutrients to the brain and body. If you’re studying, get up, stretch, and move around at
least once every hour. Sitting up straight increases oxygen flow, too. Mom was right!
(Jacob Teitelbaum, internist)

Breathe Deeply: Breathing deeply improves circulation and increases energy. According
to Dr. Andrew Weil, “The general principles of correct breathing are to make it deeper,
slower, quieter, and more regular.”

Exercise: Exercising for 30 minutes three times a week, or walking on a regular basis,
trains your body to make more efficient use of oxygen and glucose. In addition to an
improved cardiovascular system, you’ll feel more energetic. (Woodson Merrell, M.D.)

Grazing: Eating three small meals a day with snacks in between (watch fat and refined
sugar) will help maintain a consistent blood-sugar level. If you crave something sweet,
try dark chocolate “which increases energy by improving mood and attention span.”
(Molly Kimball, registered dietician and Jacob Teitelbaum, internist)

Do Something Fun: Music, comedy, whatever makes you feel good can increase the
level of endorphins in your brain and oxygen to the heart. Conversely, people and
things that make you feel sad can sap your energy. (Andrew Weil, M.D.)

Drink Plenty of Fluids: Water helps carry oxygen to your cells, so try to drink at least
four glasses throughout the day. Coffee and tea are fine, in moderation; but try not to
drink caffeinated beverages late in the day. (Andrew Weil, M.D.)

Obsess Less: Don’t let worries push you over the edge. Worrying too much releases
cortisol, a stress hormone, that can have a negative impact over time. Try yoga or a
meditation technique to calm your mind. And remind yourself that your “worries”
aren’t “crises.” (Woodson Merrell, M.D.)

Go Outside: Spending time outside can reduce stress hormones, lower blood pressure,

and increase the production of serotonin, improving mood and increasing energy. So
try to get out at least once a day. (Jacob Teitelbaum, internist)

Adapted from 9 Energy Boosters, RealSimple.com, April 2006.
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Good Snacks to Have on Hand

Protein (alertness, energy, motivation) Carbohydrates (calming effect; helps you
sleep)
e Cheese

e Tuna or sardines
e Hard-boiled eggs
e Yogurt

Fruits & Vegetables (memory, stress
reduction)

e Frozen fruit bars

e Fresh fruit

e Dried fruit

e Veggies & dip (low fat)
e QOrange juice

e Applesauce

Nuts & Seeds (reasoning and memory)

e Sunflower or pumpkin seeds
e Trail mix

e Nuts

e Granola bars

e Peanut butter

Graham crackers

Fig Newtons

Bagels (whole grain)

Pudding (low fat)

Pretzels

Tortilla chips

Hummus & pita bread (whole grain)
Cereal (hot or cold)

Popcorn

Brain Drainers (can cause lethargy; impede
concentration)

Alcohol

Artificial sweeteners

Colas/sugary drinks

Products containing corn syrup
Products containing hydrogenated
fats

White breads
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Relaxation

While many factors contribute to our being able to learn effectively, one that is often
overlooked is the impact of stress. We all experience stressful situations every day,
ranging from serious impediments to relatively minor inconveniences. The effects of
these stressors accumulate over time and combine to create a negative impact on our
mental and physical well-being. We often deal with stress in counterproductive ways or
in ways that provide only short-term relief. However, by practicing a simple meditation
technique you can relieve and eventually negate the negative effects of unavoidable
stress that can impact health and productivity.

Thirty years ago, Dr. Herbert Benson of Harvard University began a study of the
physiological effects of Transcendental Meditation. He found a connection between
lowered blood pressure and the practice of TM, and called this connection the
“relaxation response.” Benson eventually adapted the techniques of TM practitioners
and made his findings available to the general public through his book, The Relaxation
Response.

Eliciting the relaxation response is done through a simple two-step process: 1) mentally
focusing on a word or phrase; 2) maintaining a passive attitude toward distracting
thoughts. The physiological effects of this technique include decreased metabolism,
heart rate, blood pressure, and respiration. Cognitive benefits include improvements in
concentration and memory.

To experience the relaxation response, begin by selecting a focus word (ex: one, cloud,
ocean). ldeally, you should use the same word consistently, so choose one you like. Sit
quietly in a comfortable position, close your eyes, and relax. Breathe slowly and
naturally, and as you do, silently repeat your focus word as you exhale. Maintain a
passive attitude—if you become aware of intrusive thoughts, simply resume your
repetition. Continue for 10 to 20 minutes. When finished, continue sitting quietly for a
minute or so before opening your eyes and resuming your activities. Practice this
technique once or twice daily—before breakfast and dinner is ideal.

Try to set aside this little bit of time for yourself every day. Overall, you should
experience a sense of calm and control, and before long you will begin to appreciate the
positive benefits to your mental, physical, and emotional health.
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Sleep
Sleep deprivation impacts the following areas:

e Short-term memory

e Decision making

e Concentration

e Ability to think creatively
e Stress levels

No sleep -> Stress -> Insomnia -> Less sleep -> More stress
Sleep loss is cumulative
e Sleeping in periodically doesn’t eliminate the deficit.
e You can’t “catch up” on lost sleep.

e Sleeping in actually disrupts your normal sleep/wake cycle.

How much sleep do you need? Most people sleep at least 1 to 1 5 hours less than needed.
Ideally, you should try to sleep for 7 to 9 hours a night.

Best bet?

e Try to sleep/wake at about the same time each day.
e Try to sleep about the same number of hours each day.

Staying up extra hours does increase the quantity of hours available to study, but it reduces the
quality.

Naps ...
e Can have an adverse affect on learning.
e Can disrupt the sleep/wake cycle (depending on time of day/length of nap).

e Often lead to procrastination.

Naps add to the overall quantity of sleep, but not to the quality. You usually don’t reach the
REM state or the deep/dream state during a nap.

Nap -> Wake up groggy -> Work is still waiting -> Less time to do it

Adapted from Walter Pauk’s How to Study in College, 8" Edition. New York: Houghton Mifflin Company,
2005.
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Exception to the rule: Power Naps

Power naps are brief (30-minute) respites that can provide needed energy boosts throughout
the day. Sit comfortably on your bed or in a chair—don’t lie down or you’re likely to drift into
sleep mode. Close your eyes and relax for 30 minutes. If you need to actually “sleep” during the
day, then you’re not getting enough sleep at night. Best between 1:00-4:00 PM.

Bottom line?

e Tryto find a regular, consistent sleep/wake cycle that fits your schedule.
e Avoid trying to “catch up” on sleep with random naps.

Adapted from Walter Pauk’s How to Study in College, 8" Edition. New York: Houghton Mifflin Company,
2005.
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Get Organized

“Nothing is so fatiguing as the eternal hanging on of an uncompleted task.”
~William James

Do you ever get the notion, after a particularly grueling day (week? month!) that the
clowns are running the circus? The life of a college student can sometimes be hectic
and unpredictable, but you don’t want to let it become chaotic and out-of-control. As
King Lear said, “. . . that way madness lies.”

One very simple way to help alleviate some of the stress associated with being a student
is to organize your time and space. All this requires is a little planning and a system that
works for you.

v' Set aside a little time, daily and weekly, to plan and think ahead

v" Use external organizers to keep track of assignments, etc. (calendars, syllabi,

planners)

Be realistic about time requirements and constraints

Carry a memo pad and write things down

Learn to say “no” sometimes — don’t take on more obligations than you can

reasonably handle

v" Practice delayed gratification when necessary

v" Have places for things (bags, bins, folders, hooks) and get in the habit of using
them

v" Once a week, clean out your backpack and straighten up your desk

ANENEN

Being more organized allows you to be more aware and in control of what’s going on in
your life. What have you got to lose, besides stress and anxiety?
What have you got to gain?

More sleep

More energy

Better outlook

Improved output and performance
More time for relaxation and reflection

ASANENENRN

So, find the time to plan (and tidy up a bit), and don’t let yourself become fortune’s fool.
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Making a Schedule
1. Print out our Weekly Schedule, or make one of your own
2. Record all fixed commitments (in pencil)

e C(Class times

e Meetings or appointments
e Work hours

e Tutoring sessions

e Workshops

e Practices or rehearsals

e Community service hours

3. Record daily or routine activities

e Meals
e Sleeping
e Exercise

e Personal business (shopping, laundry, etc.)

4. Record leisure activities

o TV
e Sporting events
e Gaming

e Computer time (IM, Facebook, surfing, etc.)
e General socializing

Make a few copies of this master schedule and keep the original for changes that may occur
throughout the semester.

The “white” space left on your Weekly Schedule is time you have available for study, which
includes:

e Reading

e Research
e Reflecting
e Review

e Writing
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Ideally, you should be spending about 1% to 2 hours on academics outside of class for every
hour of in-class time. Being a student is a full-time job — if you’re not spending 40 hours a week
between classes and studying, you may need to reconsider some of your extra-curricular
commitments and activities.

Set aside some time every day and on the weekend to think about what you have to do and
when you can reasonably do it. We don’t plan to fail, we fail to plan.
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Procrastination

“Nothing is so fatiguing as the eternal hanging on of an uncompleted task.”
~William James

Why Do We Procrastinate?

e Because we don’t know where or how to start

e To avoid unpleasant or difficult tasks

e Because we fear failure

e We’'re overloaded or overextended

e We're perfectionists

e We need the “rush” of last-minute pressure

e Because we’re tired or don’t feel well

e Because we're not interested or motivated

e Because we’re waiting for just the right moment

Get to the Root of the Problem

e Why do you procrastinate?

e When do you procrastinate? (Time of day? Day of the week?)
e With what types of tasks are you more likely to procrastinate?
e What are the benefits of procrastinating?

e What are the dangers of procrastinating?

e Who do you procrastinate with or for or because of?

e What tactics do you use to avoid or postpone work?

Dealing with Procrastination

e Create a plan to reduce, control, and eliminate procrastination.
e Base this plan on the answers to the above questions.
e Attempt to reduce procrastination and slowly work toward eliminating it entirely:

0 Set a goal — Make this something specific, such as “I'll do my reading before |
watch TV.” Write it on a to-do list (checking things off is very satisfying). Start
slowly and be realistic.

0 Check your progress — Are you keeping up with assignments? Are you prepared
for exams without cramming? Are your papers done without extensions? Do you
have time for both academics and a social life?

0 Get support — Touch base once in a while with a friend, tutor, mentor, advisor,
professor—someone who can offer support and encouragement.

0 Give yourself rewards — A light at the end of the tunnel helps to keep you moving
forward.
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Time Management

Have a plan
Know what you want to do, and where/when you plan to do it. We don’t plan to fail, we fail to
plan.

Use the distributive studying technique
Study at shorter intervals over several days rather than cramming in one long study session.
Spacing improves later recall.

Schedule review time

Set aside time for review either before or after class. For a lecture course, set aside time after
class to review and expand your notes. For a course that is more discussion-based, the time
just prior to class should be reserved for review.

Alternate your study environment
Your mind and body make associations between what’s being studied and the environment.
Multiple associations with the same material helps to improve retention and recall.

Study as soon after class as possible
Check over lecture notes while they are still fresh in your mind. Remember—one hour of study
immediately after class is better than two hours of study a few days later.

Use odd hours for studying
Those scattered hours of time between classes are often wasted. Using this time for research
or review will result in free time later on.

Set a one-hour limit
After reading or studying for an hour, take a 10-minute break. Make it an actual physical break.

Practice the 10-minute rule
Work on something you’re dreading or tempted to put off for at least 10 minutes. Set a timer.

Study on the weekends

Some time should always be set aside on the weekends to work on special long-term papers or
projects. You can also use time on the weekend to catch up on regular reading assignments
and to prepare for the week ahead.

Reward yourself
Set reasonable goals and reward yourself when they are accomplished.





		Schedule review time

		Alternate your study environment

		Study as soon after class as possible

		Use odd hours for studying

		Set a one-hour limit

		Study on the weekends

		Reward yourself
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Do today

oot

Meetings/appointments

Notes/reminders

Errands

Date:
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Weekly Schedule

Time

MON TUES

WED THUR

FRI

SAT

SUN

8:00-8:30 AM

8:30-9:00

9:00-9:30

9:30-10:00

10:00-10:30

10:30-11:00

11:00-11:30

11:30-12:00

12:00-12:30 PM

12:30-1:00

1:00-1:30

1:30-2:00

2:00-2:30

2:30-3:00

3:00-3:30

3:30-4:00

4:00-4:30

4:30-5:00

5:00-6:00

6:00-7:00

7:00-8:00

8:00-9:00

9:00-10:00

10:00-11:00

11:00-12:00

12:00-1:00 AM

1:00-2:00
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Active Learning Strategies

Take notes or highlight as you read your text

Make outlines, maps, charts, diagrams

Edit your lecture notes

Color code your notes

Write out or explain steps in a process for solving math and science problems
Create study guides and self-test questions

Create word, question, or problem cards and practice them in groups of 10
Write questions in the margins and underline or highlight the answers
Read difficult passages out loud

Explain information out loud

Discuss the reading assignment or notes with someone else

Teach the material to someone (or something) else

Create rhymes or mnemonics to recall information

Practice labeling diagrams, recreating maps, and filling in charts
Participate in study groups and review sessions

Work problems without looking at the sample problems

Take practice tests






Muhlenberg
College

Ask Yourself
Dovyou...

» Get enough sleep most of the time (7-9 hours/night)?
Chronic sleep deprivation (5-6 hrs/night) impacts learning and memory.

» Plan your time to allow for regular review of class/textbook notes?
Distributive study improves retention and recall.

» Routinely multitask (in class and/or while reading/studying)?
Has a negative impact on learning/concentration/academic performance.

» Study where it’s noisy or otherwise distracting?
Impacts reception/retention.

» Over-extend yourself?
Can cause stress. Can impact sleep. Not enough time to study.

» Cram before tests?
Can impact long-term retention; we remember best the first and last 20 minutes of any
study session.

» Use academic resources (tutors, LAs, professors, Learning Specialists, workshops,
Writing Center)?
Excellent for reinforcement and rehearsal and strategy development.

» Eat foods high in fat and sugar?
High-fat meals divert blood away from the brain, leading to drowsiness/decreased
mental energy; sugar is a brain-drainer.

» Drink alcohol or use recreational drugs within 5 days of an exam?
Impacts memory; learning new information; attention/concentration.

» Over-use caffeinated products (coffee, energy drinks, etc.)?
Can increase insomnia, anxiety, headaches, heart rate.

» Make time for relaxation and exercise?
Increases serotonin (feel-good neurotransmitter) and reduces cortisol (anxiety hormone).

» Find out what you don’t know/understand BEFORE the test?
It’s very sad and anxiety-producing to find out what you don’t know DURING the test.

» Practice the performance?
We learn best by asking questions.
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Concentration

I am easily distracted.
Eliminate your distractions:
e Find or create a good study space and do all your studying there.
e Don't try to study when you’re tired or hungry.
e Use earplugs if necessary, or if you prefer, relaxing instrumental music.
e If your computer or cell phone is a distracter, turn it off.
e Write down intrusive thoughts on a “worry pad” and deal with them later.

My mind wanders when | read.
Become an active reader:
e Have a purpose for reading.
e Generate questions and read to find the answers.
e Highlight, underline, or annotate important information.
e Pause periodically to reflect and review.
e Recognize your attentional limits — get up and move at least every hour.

I can’t find time to study.
Learn to manage your time:
e Use a calendar and a planner regularly.
e Learnto say “no” when necessary.
e Take advantage of in-between times to plan or review.

I procrastinate.
Make a plan and set a goal:
e Read your syllabi at the start of the semester.
e Keep (and use) a planner or to-do list — it feels great to check things off.
e Break long assignments into smaller, manageable parts.
e Get help if you need it.
e Reward yourself for completing work.

My mind goes blank on tests.
Reduce test anxiety:
e Be prepared —don’t cram the night before the test.
e Use positive, not negative, self-talk.
e Keep moving through the test — don’t get bogged down on one question.
e Breathe slowly and deeply.

From Carol Kanar’s The Confident Student, 3" Edition, New York: Houghton Mifflin Company,
1998.
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Three Rs of Memory

Reception
We can’t remember what we don’t receive

become more attentive and observant
use as many of your senses as possible
ask questions to clarify

survey a chapter before reading

review notes before going into class
avoid or eliminate distracters

write down intrusive thoughts/concerns
have healthy snacks and water on hand

Retention
The main task is to transfer information from
short-term into long-term memory

make a conscious effort to remember

underline, highlight, annotate textbooks and notes
organize information using mind maps, charts, outlines

review as soon as possible after learning
recite, visualize, associate

complete assignments and practice tests
tell someone what you’ve learned

find a reason to remember

be selective

Recollection
Recall during tests and exams

plan sufficient time for study and review

eat properly and get enough rest before the test
write down memory cues in the margin

stay in the moment

breathe, stretch, relax

Impacted by:
fatigue

hunger

boredom
distractions
anxiety

mindset
drug/alcohol use

Impacted by:

active study strategies
regular review
motivation/interest
practicing the performance

Impacted by:
adequate sleep
positive attitude
spaced study
anxiety





		Three Rs of Memory

		Reception         Impacted by:

		Retention          Impacted by:

		Recollection         Impacted by:

		Recall during tests and exams      adequate sleep
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Note Taking in Lecture and Discussion-Based Classes

Before class: prepare to listen to and follow the class lecture/discussion

v

v
v
v

Check your syllabus for clues (How does the reading relate to the course
description/objectives? Is there a lecture/discussion topic indicated?)
Look over your notes from the previous class, if related

Do the assigned reading and make notes

Read actively, keeping questions in mind

During class: consider these suggestions

v

AN NN YN RN

Write on one side of the page only (use the “blank” side during reviews for questions,
text notes, etc.)

Put a date and topic heading at the top of each day’s notes

Pay attention to information not included in the readings

Indicate the page number of the text if the instructor mentions it

Star anything your instructor implies will be included on the test

Put a question mark next to anything that needs clarification

If possible, compare notes with someone else

Listen actively — write the main ideas and enough detail that the ideas make sense
(don’t try to write every word)

In a discussion-based class: be prepared to go with the flow

ANIRN

ANANANAN

Write down the QUESTION being discussed

Try concept mapping, since discussions aren’t always organized and sequential
(question in the center of the page, boxed)

Listen for themes, issues, relationships, definitions, main ideas, the “big picture”
Keep track of who's speaking (“P” professor, “S” student, “M” myself)

Pay attention to ideas the professor expands upon, repeats, emphasizes

Be aware of the professor’s opinion

After class: take time to review your notes

v
v
v

AN

On the “blank” side of the page, write out questions based on the notes

For a discussion-based class, summarize the discussion

If possible, include page numbers from the readings that support/refute ideas discussed
in class

Reflect and record your reaction to points in the discussion

Predict potential exam questions

Make time for brief, active reviews to improve retention/recall (1*' review the same day,
2" review the following day, 3™ review within the week, 4 review within the
month/before the test)
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Questioning

Questioning is a key component of active reading and learning. Asking the right questions can
be as important as knowing the right answers. In the short run, questioning improves
concentration and comprehension. In the long run, it improves long-term recall of information
and is an excellent way to prepare for class discussions, papers, and exams. See the examples
below if you’re not sure where to start.

“Orientation Questions”
e What's the definition of __ ? Whatis ___ related to?
e What'sanexampleof _ ? Whatcan ___ be compared with?

e What are the different types of ___?

“Journalist Questions”

e Who?

e What?
e Where?
e When?
e Why?

e How?

Questions based on Bloom’s Taxonomy

e Knowledge e Analysis
0 Wheredid...? 0 Outline...
0 How many...? 0 Compare/contrast. ..
0 Identify... o Simplify...
e Comprehension e Synthesis
0 Describe. .. O Design...
0 lllustrate. .. O Write an alternate ending
0 Summarize... to...
e Application 0 Develop aplanfor...
0 Explain... e FEvaluation
0 Chart... 0 What did you like about . ..?
0 Whatif...? 0 What would you

recommend . ..?
0 Select the most important . . .
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Reading

Before starting your reading assignment, look at the title and ask yourself what you already
know about that subject. Reinforce new ideas by connecting them to ones already in your
memory. Make predictions by looking at headings, pictures, captions.

e Provides a focus for new ideas and information
e Promotes concentration and comprehension
e Allows you to see new information in the light of what you already know

Read actively.

e Use a study system, such as SQ3R

e Highlight, underline, or annotate after reading each section
e Write questions and/or comments in the margin

e Read to understand, not just memorize the information

e Take notes

e Recognize what you do and don’t understand

At the end of each section, take a moment to pause and reflect on what you’ve just read. Look
for the main idea and convert it into a keyword or question. Create mental images.

e Promotes concentration
e Teaches you to think while you read
e Strengthens your memory

REFLECTION IS THE KEY to strengthening memory because you are thinking about what you’ve
read. Turn what you’ve read into questions, then answer them. Intending to remember
information, and attempting to recall it without looking, may be the single most useful method
of programming your memory.

e Promotes concentration, comprehension, and recall
e Provides practice for test taking

There is a limit to how much we can remember at one time—most people can hold 7 items in
short-term memory. It’s important to control both the number and form of your memories.
Also, your memory needs time to consolidate new information.

e Study in short (50 minute) blocks with rest breaks (10 minutes) in between
e Organize chunks of information in a meaningful way

Adapted from Walter Pauk’s How to Study in College, 7" Edition. New York: Houghton Mifflin Company,
2001.
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e Pause periodically to think about what you have just read
e Avoid cramming

If you prefer to postpone close reading until after class, particularly in lecture-based courses,
you should do a good survey of the material before hearing the lecture.

e Read the title and ask yourself what you already know about the subject

e Read the introduction or objectives

e Look carefully at all charts, diagrams, and pictures, and read the captions

e Pay attention to headings and bold-faced words

e Read the summary for a reiteration of the main ideas presented in the chapter

e After class, read closely with your lecture notes at hand to help guide your reading

Adapted from Walter Pauk’s How to Study in College, 7" Edition. New York: Houghton Mifflin Company,
2001.
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SQ3R
Survey * Question * Read * Reflect * Review

SQ3R is a study system that promotes active reading, which in turn improves
concentration and comprehension.

SURVEY: A warm-up that helps with focus and can improve reading rate

Provides an overview of the chapter to be read. Start by reading the title and asking
yourself what you already know about the subject. Read the introduction or objectives
to determine what will be covered in the chapter. Look carefully at all charts, diagrams,
bold-faced words, and pictures. Read the summary, if there is one, for a reiteration of
the main ideas presented in the chapter.

QUESTION: Provides a purpose for reading and improves rate and comprehension
Develop questions from the title, major headings, and subheadings. Read to find the
answers. Topic sentences can also be turned into questions. As you begin to read, try to
predict the types of questions your instructor will be likely to ask.

READ: For some lecture classes, survey BEFORE class and read closely AFTER

Read carefully, looking to find the answers to your questions. Pay attention to words
printed in boldface or italics. After reading a section, go back to highlight or annotate
important points.

REFLECT: Consolidates information and helps monitor comprehension

When you have finished reading a section or subheading, pause to reflect on what you
have read. Re-read your margin notes or highlights, and repeat the main ideas. Do you
understand what you’ve read? Have you answered your questions, or come up with any
new ones?

REVIEW: Important for retention and recall

When you have finished reading the whole chapter, take a few minutes to look again at
your highlights, annotations, the graphic aids, and the summary. This should be done
periodically to aid retention and recall.

How to Adapt SQ3R for Different Subject Areas
e Math: Add a “practice” step for solving problems (book closed)
e Literature: Expand reflect and review to include interpret and evaluate
e Sciences: Add a “draw” step to illustrate principles and processes
e Foreign Languages: Add flash cards and conjugation charts to your review step
e Social Sciences: Make question charts to compare/contrast theories, etc.





		SURVEY: A warm-up that helps with focus and can improve reading rate

		QUESTION: Provides a purpose for reading and improves rate and comprehension

		READ: For some lecture classes, survey BEFORE class and read closely AFTER

		REFLECT: Consolidates information and helps monitor comprehension

		REVIEW: Important for retention and recall
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Direction Words Used in Essay Questions

Compare
Explain similarities and differences.

Contrast
Explain differences only.

Criticize or evaluate

Make a judgment about strengths and
weaknesses, positive or negative
aspects.

Define
Give a precise and accurate meaning.

Describe
Provide a detailed account.

Discuss or explain
Give reasons, facts, details that show
you understand.

Enumerate or list
State points one by one and briefly
explain.

From The Confident Student by Carol C. Kanar.

lllustrate
Explain by using examples.

Interpret
Explain in your own words and discuss
significance.

Justify or prove
Construct an argument for or against
and support with evidence.

Outline
Describe in general and cover main
points.

Relate
Show a connection among ideas.

Summarize
Briefly organize and bring together main
ideas.

Trace
Describe a series of steps, stages, or
events.





		Contrast

		Criticize or evaluate

		Define

		Describe

		Discuss or explain

		Enumerate or list

		Justify or prove

		Outline

		Relate

		Summarize

		Trace
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A Five-Day Test Prep Plan
Getting Ready

e Collect materials (books, notes, handouts, study guides, old tests, syllabus)

e Ask what type of test will be given (essay, objective, both)

e Review thoroughly, concentrating on topics emphasized in class

e Take advantage of workshops, review sessions, study groups

e Pace yourself —three 1-hour sessions are more effective than one 3-hour session
e Don’tcram

e Review and organize materials
e Create an outline of main ideas/key details

e Study your outlines, mind maps, fact cards, etc.
e Systematically review notes, text annotations, etc.

e Review outlines, mind maps, etc. and write out possible test questions
e Practice answering questions (cover, test, repeat)
e Get agood night’s sleep

e Review information again, focusing on material you know less well
e Meet with a friend or study group and quiz each other
e Get agood night’s sleep

e Review outline and questions once more
e Get agood night’s sleep

Remember: study to understand and be able to apply the information — don’t just
memorize.
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Test Day

e Eat breakfast

e Relax

e Arrive early for the test with everything you’ll need

e Asthe test is distributed, stretch and breath slowly and deeply

During the Test

e Read directions carefully and ask for clarification if necessary

e Look over the test to determine how much time should be used to answer each
guestion . . . regulate your time!

e Answer known questions first, then go back and answer more difficult items

e Spend the most time on questions worth the most points

e Check to make certain that all required items have been completed as well as
possible

e Save a few minutes to review your answers
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Suggestion for Learning from an Exam

If the test is not returned, ask for permission to see yours. Most instructors are willing
to give you a chance to look over the test in detail. Take advantage of this opportunity.
If the test is returned, save it and use it for future review.

Find out what you missed and why you missed it. The most common reasons for
missing answers are:

Insufficient knowledge of the subject matter

Misreading the question or the directions

Carelessness in computation

Poor organization of answers

Poor time management, resulting in incomplete answers

AN NI NI NN

Examine the correct answers also. There is a possibility that your correct answer may
have been a lucky guess; however, even if you knew the information, reviewing the
material will act as added reinforcement.

Decide how you can avoid making the same errors in the next test. Make a note of your
errors and review them before the next test.

Pay special attention to the type of questions asked and the format for asking them. As
you read and take notes, try to predict the manner in which you will be tested on the
information in the future.

If the test contained problems, rework the problems on which you made mistakes and
find out what you did wrong. Rework the problem next to the incorrect answer. This
will enable you to clearly see where you made your errors.

If possible, read a few of the best test papers. Not only will this reinforce the correct
response, but it will also show you what the instructor considers to be a good answer.

When talking over your test with an instructor, try not to focus on the grade. If you are
not certain why a question has been marked wrong, ask your instructor about it. Ask
with the attitude of wanting to improve rather than with the attitude of wanting to gain
a few extra points.

Find your relative standing in the group. The score you receive on a test is more
meaningful when you can compare it with the score of others.
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e Try to be objective about your performance. After using the strategies suggested, can
you step back and analyze your performance objectively?
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Predicting Essay Questions

Anticipating or predicting possible essay questions and preparing an outline for each question is an
excellent way to prepare for an essay exam. In order to predict essay questions, you should be aware
that ideas are often presented in one of four basic types of organization: 1) Listing, 2) Sequence of
Events, 3) Compare/Contrast, and 4) Personal Interpretation.

While the questions you find on your exams may vary according to the exact directional words used,
these four basic types of organization should be sufficient for your predictions and practice answers.

Listing Questions

On an essay exam, you may be asked to write about a list of important items. It is therefore
important to memorize the items and to be prepared to use these items in a number of ways,
depending upon the specific directional word used in the question. Directional words often used to
test your knowledge of ideas organized into lists include:

list enumerate describe discuss define

Sequence of Events Questions

Ideas presented in a special order require you to remember the steps in the order in which things
happen. To note or recall facts in proper sequence, you must understand the relationship of the
ideas. Exam questions which require a sequence answer will often contain the following words:

trace give thesteps summarize develop the order of events

Compare/Contrast Questions

Ideas, persons, places, or things are often compared or contrasted. Be constantly on the lookout for
ideas that are alike in at least one way, yet different in another. Compare/Contrast questions usually
include one of the following words:

show the differences (or similarities) compare contrast relate

Personal Interpretation Questions

Often professors will require you to describe a situation and present your own opinions or
interpretation. Courses in political science, philosophy, literature, and history often introduce
information which suggests these types of questions. Directional words often found in this type of
guestion include:

criticize evaluate interpret justify
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Test Anxiety

It’s not unusual to experience some degree of anxiety during tests and exams. However, for
some students this can become an impediment. If your test anxiety has gone beyond what
might be considered “normal,” or if you want to avoid reaching that point, you may want to try
the suggestions listed below.

Before the test — be prepared

e Don’t cram —plan enough time to study and review

e Take advantage of available workshops, tutoring, review sessions

e Develop a positive attitude and reasonable expectations

e Take care of yourself — eat, sleep, exercise, and relax appropriately

e Develop good study strategies and test-taking skills

e Write down your worries about the test and leave them behind — a ten-minute pre-
write just before an exam reduces anxiety and frees up working memory

During the test

Arrive a few minutes early and settle in

Relax; breathe slowly and deeply

Jot down formulas, definitions, etc. in the margin if you’re afraid you might forget them
Scan the test briefly and plan how to budget your time

Read the directions carefully

If you don’t know an answer, don’t dwell on it — circle it, move on, and come back later

If your anxiety starts torise.. ..

Inhale and exhale slowly and deeply (2-3 times)

Stretch your arms and legs

Focus on the task at hand, not the dire “what ifs”

Stay in the here and now

e Use positive self-talk (“I can do this, I’'m ready for this test, everything’s OK”)

e Use positive imagery — recall a time or place that you remember as peaceful or happy
and picture it in your mind for a few minutes

Remember

e This is one exam in one course in one semester of your college career.
e You are not your grades.
e Learn from your test — What worked? What didn’t? What needs to change?
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Test Preparation

Test preparation requires reviewing information from many sources, then making choices about what to
emphasize. In addition to selecting the information, it‘s also necessary to organize the material so that it
forms a cohesive piece. From the information that’s been organized, you can anticipate test questions and
prepare to answer them by practicing for either objective or essay tests.

Sources of Information

Class notes

Look for the major ideas presented in your
notes, then fill in the details. Prepare
summaries of each lecture. Compare
these with the textbook and fill in
additional information.

Textbooks

Go back over the markings you have made
in your textbook and make sure you have
the major concepts organized and the
details noted. The main points should be
given extra emphasis through highlighting,
stars, or other symbols. Look at the
headings and subheadings as guides to
what should be studied.

Information written on the board
Always copy information written on the
board and indicate in your notes that this
was emphasized in class.

Professors

Ask the professors for as much
information regarding the format of the
test and the major areas to study as
possible. If a review session is planned, go
prepared to ask both general and specific
questions.

Other students

Both students who have already taken the
course and others presently in your class
can serve as resources. These students
can help you focus on what has happened
in the past and will have perceptions
about the present material that might
help you to gain insights.

Former tests

Use your former tests and quizzes to help
select information for study. If tests from
other years are available, make sure you
examine them for format and for specific
questions.

Course syllabus or topic outline

Look over the topics for the course and
begin to make an outline or organizational
chart of how the topics fit together. For
each topic, list the sources of information
for study—dates of notes, chapters in
books, and titles of other resources.

Table of contents

Use the textbook table of contents to find
the major topics and supporting
information. As in the use of the syllabus,
make an outline or organizational chart to
show how the topics fit together.





		Sources of Information
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Test Taking
Strategies for Any Test

e Arrive on time.

e Write down memory cues in the margin or on the back of your test (e.g., facts, formulas,
dates, names, and terms that you might forget).

e Survey the test.

e Read and follow directions—ask for an explanation for anything you don’t understand.

e Plan and use all of your time, even if you don’t need it.
v" Spend the most time answering questions that are worth the most points.
v Save a few minutes to proofread your test and answer any multiple choice questions

you may have skipped.

e Answer questions you are sure of first. Put a ? next to those you are unsure of and an X

next to those you don’t know at all. Answer the ? items second, then the X items.

True-False Questions

e If you don’t know the answer, make an “informed guess”.

e True-false tests often contain more true than false answers. Mark a statement true
unless you know it’s false.

e [f a statement contains absolute qualifiers, assume it’s false.

e [f a statement contains relative qualifiers, assume it’s true.

e Assume a statement is false if any part of it is false.

e When a true-false question states a reason, it is more likely to be false.

e When a true-false question contains a double negative, you can cross out both
negatives without changing the meaning of the statement they appear in. (Ex: “Most
students are not unwilling to leave class early” means the same as “Most students are
willing to leave class early”.) If a sentence has three negatives, you can cross out two
without changing the meaning of the statement.

Multiple Choice Questions

e If you know the material, answer the question in your mind then read all the options,
looking for your answer.

e Cross out the incorrect options in order to focus your attention on reasonable
responses.

e [If you know the material but can’t answer the question in your mind, eliminate the
options you know are incorrect and choose the answer from those remaining.

e Treat each option as a true-false question.

Adapted from: Carol Kanar’s The Confident Student, Third Edition, New York: Houghton Mifflin
Company, 1998.
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e [f you don’t know the material, or can’t figure out the answer, guess.

v' Options that contain the phrases “all of the above” or “none of the above” are
frequently the correct choices.

v If two options are similar, one of the options is probably the correct answer.

v If one option is more complete or contains more information than the others, it may
be the correct one.

v An option that contains an absolute word is probably a distracter, an incorrect
answer.

v" An option containing an unfamiliar word may be a distracter—when you are
guessing, you are more likely to choose the right answer if you choose an option that
is familiar.

v’ If the list of options is a list of numbers, middle numbers tend to be correct
answers—the highest and lowest numbers tend to be distracters.

Essay Questions (Short Answer)

e Read the question carefully and make sure you understand what is being asked.

e Watch for instruction words.

e Answer the question briefly and precisely.

e Stay on the topic and avoid stating your opinion, unless the question asks you to do so.

e Restate the question in your answer. This makes it easier to read and follow your
explanation.

e If you don’t know the answer, move on to another question. Information from another
guestion may jog your memory. Don’t leave a question unanswered—try to write
something.

Essay Questions (Long Answer)

e Read the question carefully. Watch for instruction words and make sure you understand
what you’re being asked to do. Ask for clarification if necessary.

e Think about and plan your answer, allowing enough time to write thoughtfully.

e Qutline your answer before you begin to write.

e Incorporate the question into your first sentence, and briefly state your answer to the
question.

e Develop the points that explain your answer and provide enough details to show your
understanding of the material.

e Allow enough time to proofread and correct grammatical or spelling errors.

e If time is running out, outline the remaining answer(s) to demonstrate to your instructor
that you do have knowledge of the material.

Adapted from: Carol Kanar’s The Confident Student, Third Edition, New York: Houghton Mifflin
Company, 1998.





		Strategies for Any Test

		True-False Questions

		 If you don’t know the answer, make an “informed guess”.





		Multiple Choice Questions




Muhlenberg
College

Preparing for Objective Tests

An excellent way to prepare for objective tests is to regularly ask yourself questions
about the material you’re learning. This should (ideally) be an ongoing process and can
be done with both lecture notes and reading assignments. Asking the right questions is
as important as finding the right answers, and helps to develop critical reading and
thinking skills, which improves comprehension and recall.

In his book How to Study in College, Walter Pauk recommends the “Question-in-the-
Margin” system for reading and studying in preparation for objective tests:

Question

e Read (paragraph or section) carefully and thoughtfully, thinking about the main
idea

e Write questions in the margin (or on a sticky note)

e Highlight or underline just enough to answer the question

Recite/Reflect

e Before moving on to the next paragraph/section, cover the text and ask yourself
the questions in the margin

e Recite the answers — out loud is best, and in your own words

e Check your answer—if incorrect, re-read/cover/try again

Review

e After about an hour of reading/studying, take a 10-minute break. Review your
guestions/answers following this break for another 10 minutes

e Review periodically to keep ideas and information fresh in your mind (this can
include answering your margin questions, but also other study strategies like
making flash cards, mapping, making outlines, visualizing, and doing practice
tests)

Remember: a test is made up of questions, so practice the performance.

Pauk, Walter. How to Study in College. New York: Houghton Mifflin Company, 2001.
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