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The following general rules have been proven by research and observing successful
students.
1)

Good study habits and study skills can effect results by as much as +/- 10%.

2)

Sorting out material and organising it is an efficient method of learning.

3)

Learning material by taking it in “chunks” of 5 to 6 is most efficient.

4)

Motivation and enjoyment of topics increases the time spent on them but do not
effect your ability to learn.

5)

A major factor in failure is not believing in yourself and your ability to improve.

6)

Work done in class will be best learnt as soon as possible after the lesson.

7)

Learning comes with understanding, not with memorising or repetition.

8)

You must “store” information in the brain systematically so that you can “retrieve”
it quickly (cf a computer).

9)

Everyone has “dead” time that can be used to review material without having to
sacrifice more enjoyable activities.

10)

You are better to study often but for short periods, rather than one long session.

11)

Many people learn by turning ideas into visuals, i.e. pictures.

12)

You need to begin with a clear idea what exams, tests, types of questions will be set
so that you have clear targets.

13)

It is probably true that for most people, revision in the evening is more effective
that work done early in the day. Sleep can help reinforce memory.

14)

Mild stress can improve memory but a too-confident approach or extreme anxiety
will negatively effect access to your memory.

AN EFFECTIVE PART OF SUCCESS AT SCHOOL IS STUDYING.
AN IMPORTANT PART OF STUDYING IS NOTETAKING.

Here are some helpful hints
1)

Condition yourself
▫
▫

2)

Don’t spend more than one hour at a time on each subject, (only 20-30 minutes
for each if you are doing straight memorising)
▫
▫
▫

3)

It helps you to study efficiently.
During the breaks, in which you relax, you will subconsciously absorb what you
have studied.
Psychologists say you learn best in short takes.

Study similar subjects at different times
▫

4)

Try to study at the same time in the same place each day.
It becomes a habit and you will always be in the mood.

Separate your study time with different types of subjects, e.g. follow French
with Chemistry, not another language.

Keep alert by taking frequent rest breaks
▫
▫
▫
▫

Take a ten minute break between subjects.
Take a break when you need it – it’s a reward.
Start with the boring or hardest subject first and work towards your favourite or
easiest.
Don’t put off what you find difficult. It’s easy to put it off permanently.

… continued
5)

Avoid studying during sleepy times
▫
▫

6)

Psychologists suggest everyone has a time of day when he or she is sleepy
(besides general sleeping times).
Plan a physical activity for this time, e.g. run or walk to revive yourself.

Develop your own note-taking system
If you make good notes throughout the year, they will be invaluable for revision for
school and outside examinations. Early in the year, develop your own system,
perhaps along these lines:

7)

Study at the most productive time of your course
▫
▫

8)

Memorise actively, not passively
▫
▫
▫
▫

9)

Don’t just read – use your other senses.
Picture what you are learning in your mind.
Read words aloud and listen to yourself saying them.
Use association – relate facts to things you know, e.g. relate dates to ones you
already know; make up catch phrases and codes that help you to remember lists
of important French verbs or maths formulae.

Remember there are different reading speeds
▫
▫
▫

10)

Study your notes the same day, after your lesson.
Question yourself on facts – it helps!

Skimming for: indexes / contents / sub-headings to get the feel of a passage.
Fast reading for: looking for main ideas / topic sentences.
Careful reading for thinking and evaluating as you read, so that you can go
back and make notes.

Ask teachers for help with special problems, i.e. a personal study timetable or
organising your folder.

SQ3R is a study technique to help you become more effective. It helps you:
▫
▫
▫

To learn and remember information,
To increase concentration,
To organise your reading.

ANY study technique has to become automatic and be simple enough not to interfere
with the task of reading – so it needs practice.
STEP 1:

SURVEY

Look over the material quickly, skimming the headings,
subheadings, maps, first and last paragraphs (this helps you
estimate the author’s purpose).

STEP 2:

QUESTION

Have questions to give you a purpose for reading, (these can
come from teacher, pupil or author) – then, as you read,
change headings into questions, (this helps you look for the
book’s answers as you read).

STEP 3:

READ

Read each section with the aim of answering the question
you set in Step 2. (Remember to read maps, diagrams, charts,
etc.)

STEP 4:

RECITE

For each section you have read, try to recite answers to your
questions by restating or jotting down from memory in your
own words. Very briefly … the main ideas, (this tests your
reading and comprehension, helps memory).

STEPS 2, 3 AND 4 ARE TO BE REPEATED FOR EACH SECTION
STEP 5:

REVIEW

When you have completed the reading task, re-read
headings, questions, answers – making sure they make sense
to you, (this helps learning and memory).

… a way of changing READING into THINKING
Mapping is a simple technique of organising information in a type of diagram of what has
been read.
The reader is forced to think about the reading:
▫
▫
▫

Picks out the main idea,
Selects the parts which support the main idea,
Adds the details which fill the gaps.

This is just one of many ways of mapping:
Mapping is similar to making flow charts – words are kept to a minimum, ideas are related
by their setting-out. Instead of reading a map, you can SEE information.
STEP 1:

MAIN IDEA
When you know the purpose for reading the material, put the main idea on
a sheet of paper, so that you can build information around it. Write main
questions on the back of the sheet.

STEP 2:

SECONDARY PARTS
After surveying the chapter, try to identify the main divisions (no more
than six or seven), then design the map by placing these PARTS of the
chapter around the main idea. (This is similar to the Question step in
SQ3R).

STEP 3:

SUPPORTING DETAILS
Read the chapter for details to support the main points of the map. Add the
details to the map FROM MEMORY, (because this immediately tests how
well you are reading). (When you cannot do so from memory, you know
which parts need a second reading.)

STEP 4:

EXAMPLE, QUOTATIONS

With a completed map, you have a one page review of that reading task.

(This is an example only and is not complete.)

“LORD OF THE FLIES”
Ralph and Jack’s group
Simon
survival

conflict

PLOT

key events
climax – death of Piggy
ending – contract between boys and naval officer

Ralph
Jack

CHARACTERS

Piggy
Simon
Little ones

isolated

SETTING

no physical hardship
“timeless” ?

original sin

THEMES

breakdown of society

democracy?

Be a doer, not a dreamer: Don’t passively read through your notes repeatedly and don’t
stare blankly at worked solutions to problems. You’ll just fall asleep. Be active instead.
Summarise your notes. Solve problems yourself.
Do plenty of problems: Each problem develops your understanding. Each problem helps
you remember the theory. Each problem tests your knowledge and may show up weak
areas which need strengthening.
Do the right problems: Don’t do hundreds of a type that appeals while ignoring other
types. Do sufficient problems of each type. Do a few easy problems to get into a new
topic and boost your confidence but then move on to the harder ones. Sticking to easy
problems or doing a single problem over and over will convince you but not the examiner
of your brilliance.
Look at past tests and exams to see what you should be able to do. Then practice till you
can do problems like those you see. You will need to be able to do them sooner or later.
Do the problem right: Follow the setting out used by your teacher. After all, he/she
passed the exam. Don’t do too much of the problem in your head. Get it down on paper
– paper has a better memory than you do. Draw diagrams, sketches, etc., to aid your
visualisation and don’t make them too small. Put in all the steps. Don’t try to save paper.
It’s cheaper than repeating the year.
Don’t make the same mistake twice: Keep all work marked so as to find mistakes. Look at
model answers for tests, assignments, exams, etc. If your essay or experimental write-up
didn’t score so well, find out why. Always find out the mistake(s) that produced any
wrong answers. If you don’t, they’ll get you again.
Don’t live in the past: Write up experiments on the day you did them. What happened
will still be fresh in your memory and you will have ample time to sort out any difficulties.
Tackle problems straight after the lesson on the relevant theory. You have a better chance
of solving them if you do, and it will reinforce the lesson, helping you understand and
remember it.
If you didn’t follow a lesson too well, then go over it that night, before the next one –
otherwise you’ll just get more and more confused. A lesson not followed is 45 minutes of
your life wasted.

…continued

Win the paper war: Don’t write on assignment, problem or revision sheets. You may want
to do some of the problems again later. Tape or glue in all sheets, graphs, etc. this makes
things easier to refer to. It also helps prevent losses (in high winds, in heaps of junk on
your bedroom floor, etc.). Not all losses can be rectified. Keep things neat and tidy.
Imagine reading “War and Peace” if the pages were random and unnumbered. Now
imagine swotting from notes that are just as bad. Keep separate things separate –
problems, theory, assignments, experiments in separate exercise books or in different parts
of your folder. Number pages and keep an up-to-date list of contents.
Set yourself up for success: A good Year 7 student may spend, in each subject per term, 56
hours in class, 45 hours on homework and 12 hours swotting. Twelve good hours cannot
make up for one hundred bad hours. Look after the first one hundred hours and the last
twelve will look after you.

MATHEMATICS – RADIAN MEASURE
Introductory

Angles can be measured in degrees and in radians.
2π radians = 360°
1 radian is a bit less than 60°.

Conversions

(1) without tables:

rad x 180  deg
π

(2) with tables:

If angle is too large to convert directly, then do bit
by bit, e.g. 2.3 rad. Convert 1 rad, 0.3 rad, then
add.

Formulae

When  is in radians, s = r
Area of sector = ½ r² 

Above is shown part of a mathematics summary. It is a good idea to use an exercise book
for such summaries and write on every second page only.

… continued

Broadly, swotting should consist of three main steps:
1)

Preparing a summary: Don’t make it too brief, factwise, but don’t let it sprawl too
much pagewise.

2)

Doing problems: See elsewhere.

3)

Learning the summary: Don’t do this by just reading it through. Cover up all but
the left hand margin and look at the first topic (here, “Introductory”). Try to recall
what is on the right hand side. After this attempt, uncover right hand side. If you
have it right, (and don’t be too lenient), move on. If not, mark it in soft pencil.
Then move on. Go right through the summary like this. Then go through again,
only testing yourself on things marked in pencil. If you get them right, rub out
pencil mark. Repeat till no pencil marks remain.

HINTS:
▫

When trying to recall formulae, write down what you think they are, then compare
your version with the correct version.

▫

Learning the summary once is usually enough even for excess but it may pay to
retest yourself on formulae (denote by F in margin, perhaps), and/or bits you
found particularly stubborn.

▫

Learn summary within two or three days of exam and do it along with no
distractions – that’s if you are serious.

Provided you have the necessary intelligence, your success in examinations will depend
more than anything else on the way you have studied during the year – and consistently
good study throughout is infinitely better than feverish last-minute cramming.
Before you begin exam preparations, have a clear idea of the exam format and check out
previous year’s papers. Know the syllabus. Be aware of the degree of choice in the paper.
This will tell you to what extent you can miss out parts of the course in your swotting.
However you may, to some extent, spoil your good year’s work by tackling the
examination foolishly, so a few hints on examination technique will now be given as a
concluding section to these notes.
1)

Don’t study right up to the last minute but get to bed at a reasonable hour the night
before each paper, so that your mind will be fresh.

2)

Study your examination timetable very carefully and underline the papers you have
to sit and the times at which you are to sit them. Sometimes candidates have arrived
in the afternoon to sit a paper scheduled for the morning. Of course, they could
not sit and so a year’s work was wasted. Don’t be one of these.

3)

Arrive in plenty of time with whatever equipment you require. This helps to keep
your mind clear and calm. Don’t become involved in last minute quizzes and panic.

4)

When you enter the examination room, look around and note that there are a lot
of other people sitting the examination – fellow-feeling gives you confidence and
helps you to take it all as a matter of course.

5)

Spend a few minutes reading the paper right through and remember that
examination papers usually appear to be much more difficult on a first reading than
they really are. Once you have read it through, your mind starts working on it and
questions become clarified. Pick a question you can do confidently and set about it,
without delay. It is often a good idea to jot down notes of the points you wish to
cover before you start writing your answer.

… continued

6)

Apportion your time wisely. Note how many questions you are required to answer
and do the necessary simple mental arithmetic which will give you the approximate
average time you can spend per question. This Is a rough guide only since some
questions usually involve more work than others.

7)

Make sure you answer the correct number of questions, neither more nor less.

8)

Read the questions very carefully and make quite sure you have interpreted them
correctly before beginning to answer them. Nothing exasperates an examiner more
than irrelevant answers. Don’t just spill forth all you know about a given topic but
be selective. A question rarely asks for an encyclopædic account of something but
for a discussion or description of certain specific aspects of it. Make sure you get the
right aspects. Don’t “pad” – examiners are not fooled by this.

9)

Write legibly and set out your answer neatly and logically. An examiner should not
be expected to waste time and lose patience deciphering illegible writing. Number
and letter your answers clearly. Use columns and tables and diagrams where they are
relevant. Paragraph all answers of the essay type.

10)

Leave some space at the end of each answer in case you wish to add something to it
later on.

11)

If, for any reason, you run short of time and have two or more questions left to do,
write skeleton answers to each. Set them out in note form with paragraph topics
quoted 1, 2, 3, etc. where relevant. But it is better to apportion your time wisely so
avoiding the necessity for this.

12)

If you can manage it, it is a good idea to leave enough time at the end to look over
your script. For example, in language scripts, you will probably find careless errors
or you may remember words in translations which escaped you before.

13)

Finally, when you have answered a paper, don’t bother too much about “post
mortems”. Forget it and switch your mind to the material of the next. When the
whole examination is over, relax.

Here is a checklist. Do you have a place which:
Is your own for studying?
Is free from distractions (noises, etc.)?
Has a good size desk or table?
Has shelves for storing books and folders?
Has even lighting?
Has a comfortable chair?
Has heating for winter?
Has ventilation for summer?
Can be left undisturbed from night to night?

Teenagers who listen well:
▫
Look at the person talking to them.
▫
Ask questions about what is being said.
▫
Concentrate on their work.
▫
Actively intend to listen.











X
X
X

Teenagers who do not listen well:
▫ Gaze around the room.
▫ Never ask questions.
▫ Think about other things.
▫ Make no effort to listen.

Teenagers can be helped to improve their listening skills. There are four steps to being a
good listener:
Weighing up
Active listening
▫ Thinking through
▫ Checking out
Asking questions
▫ Thinking ahead
▫ Summarising what
▫ Organising what
Being “with-it”
▫ Asking yourself
has been heard
has been said
▫ Searching for ideas
▫ Knowing what is
and information
going on
▫ Checking out the
topic
1
2
3
4

Study and homework tasks often ask you to find out information from a number of
sources, such as books, places or people. For some teenagers, this is no problem as they
have gained confidence and skills; for others, this poses real difficulties.
Here is a checklist.
Where do you stand?
Is able to ask people
questions

    

Has difficulty approaching
people

Knows how to use an index
and reference books

    

Cannot use an index or
reference books

Belongs to a library and uses
it

    

Does not belong to a library

Will seek help with
problems

    

Will not seek help

Takes pride in the way the
work is set out

    

Takes no pride in the way the
work is set out

Writes things down in a
brief but accurate way

    

Writes things down in any old
way that suits

Uses headings and subtitles

    

Does not use any headings or
subtitles

Underlines all headings and
subtitles

    

Never underlines any headings
or subtitles

Leaves room for extra work
or ideas

    

Cramps all the work up
together

Records work that has been
missed

    

Does not bother to catch up

Uses own words in notemaking

    

Copies more or less directly
from a textbook

Makes a list of contents for
folders, books, etc.

    

Has no list of contents of any
book or folder

Uses abbreviations and
other time-saving methods

    

Writes everything out in full

Movements in this direction



are positive ones.

Before I go to bed, I make
sure that I have everything
ready for the next day

    

I often arrive at school with the
wrong books or missing gear

I try to think about what I
am learning, rather than just
memorising

    

I learn my work only by
memorising all the facts

I try to present my work as
neatly and clearly as possible

    

I never have enough time to
worry about neatness

When I have a lot of work
to do, I spend some time
planning how I will cope
with it

    

When I have a lot of work to
do, I usually put off doing it
until I have to

I work best without the
radio or TV on

    

I cannot work in silence

At the beginning of the
year, I draw up a
homework/study timetable

    

I wait and see how much work I
have each night

When I have problems with
a subject, I talk it over with
my teacher

    

I never tell a teacher I cannot
do the work

I regularly read over my
work so it is always familiar
to me

    

I only read over my work when
there is a test or exam

When I do my homework, I
work in short bursts with
breaks in between

    

I do all my homework in one
go

When I cannot do my
homework, I tell my
parent(s) and ask their help

    

When I cannot do my
homework, I give up

… continued

I like to do the hard work
first and easy last

    

I do the easy work first and the
hard last

When answering a question
or writing an essay, I usually
plan the answer first

    

I always start an answer straight
away

I always start homework at a
set time

    

I usually do my homework
when the mood takes me

I always check my work
thoroughly before handing
it in

    

I am in a hurry to hand work in
and then get penalised for silly
mistakes

I underline or circle major
facts in my notes

    

I do not mark my notes when
revising

I constantly remind myself
of my goals and where I am
going

    

I “puddle” along hoping things
will turn out all right

I have an organised index
for my notes

    

I do not use an index for my
notes

For all my subjects, I have a
number of summary cards I
use for revision

    

I do not use summary cards

I write down carefully what
a test is on and ask the
teacher if I am at all unsure

    

I don’t seem to pay much
attention to what material is
being tested

I try to work out what
questions are likely to come
up in tests

    

I don’t bother thinking about
what is going to be asked

1)

Using your answers from the questionnaire, make a list of your strong and weak
points.
STRONG POINTS

WEAK POINTS

2)

What skills could help you make improvements in your study habits?

3)

Which of the above could you start work on right now?

Information on how to improve your study skills can be found on
http://www.studyit.org.nz/studyandexam/
And also from the Study Skills Booklet found on the Cambridge High School Website.

Success in exams and tests is not only related to the revision process. The quality of note
taking and understanding of paragraph structure are of great importance.
The more logically notes are set out, the easier information will be understood and
remembered. Likewise, in writing responses to questions in exams requiring essay-type
answers, a student who understands the structure of a good paragraph is more able to
write a well presented answer.

Better note taking ability
(factual type)

Better understanding of
paragraph structure





Notes set out more logically
with headings and subheadings
and simple, large diagrams

Better skim reading skills





Work easier to understand
and be remembered

More able to read widely
around the topics covered





Answers to questions in
exams more likely to be
to the point

Better general knowledge
and ability to write a full,
well-argued answer




More exam success

NOT IMPORTANT

IMPORTANT

URGENT
NON URGENT

Draw up a list of things you want/need to do over the next one-two weeks, under the
following headings:
Family/Social

Sports/Interests

Work

 = Urgent/Important (this week)
 = Important but not urgent

= Urgent but not important
Consider the 30:30:40 rule for discretionary time.

Complete the weekly planner in light of the above. Exclude your timetabled classes.
MON
Morning

Lunch

Afternoon

Night

TUE

WED

THU

FRI

SAT

SUN

PROBLEMS
Candidates either:
▫
▫
▫
▫
▫

don’t write enough,
ignore the question,
answer the question in part, i.e. raise some but not all of the key issues,
write good introductions, then drift from the question into a general response,
spend too long on some questions – bad timing.

SOLUTIONS
1)

Revision or memorising
a)

List the key issues for each topic, e.g. for English:
-

2)

Aims (“themes” and entertainment)
Characters
Style
Social setting
Key events (conflicts? plot)

b)

Learn up to six points for each “key issue”.

c)

Learn quotations/examples for each point.

Practice: Go beyond memorising to practise selection and manipulation of material.
a)

Make connections – link the key issues so you see the purpose of each in the
whole topic, e.g. style cannot be discussed without knowing the purpose or
effect. Character’s actions may be influenced by society.

b)

Predict questions – only a certain number can arise. Topics such as “realism”,
“humour”, “timeless qualities”, all can be applied to each key issue.

… continued

c)

Analyse questions – look at old papers.
i)

Identify (circle, highlight) key words
- those relating to question type, e.g. why, how, discuss, to what extent.
- those suggesting key issues, e.g. techniques, character, world view,
society.

ii)

Establish which key issues are relevant, e.g. how events (plot) are affected
by personalities (character).

Now use the connections made in 2(a).
Summary: You need to think about issues BEFORE the exam so you can write more
under pressure.
3)

In the Exam Room
a)

Choose the right question. Using 2(c) above, choose questions with a
number of connections or that you’ve thought out attitudes for. Don’t be
put off by initial difficulties of phrasing, e.g. “purge the city of grievous ills”
means “get rid of problems”.

b)

Don’t write out questions – identify by “Q3(a)”. Mark key words on the exam
paper.

c)

Plan
list key issues and tick those relevant.
write 1, 2, 3, etc., in order of importance to this question.
plan for five minutes of a thirty-five minute question.

… continued
d)

WRITE THE ESSAY
i)

Introduction – applies the key words of the question to the key issues of
the topic
- be specific, relate your issues to this work of literature, not all works.
- use a range of ideas, e.g. the poet’s style, includes or extends from
major repeated images to tricky humorous rhymes. This avoids long
lists.
- contrast may allow you to bring in different material, i.e. the
discussion topic

ii)

Paragraphs – the test: every paragraph must be seen to be answering the
question.
-

begin with a sentence that includes a key word from the question and
an aspect of a key issue.

-

link paragraphs to each other and/or the question.
e.g.
“Another feature of the style …”
(link) (question)
(issue)
OR

“Her attitudes are obvious but the methods are crucial …”
(question)
(link)
(issue)

-

After this link, you must expand, explain, give details.

-

The same paragraph then has quotes, examples, references to texts for
proof of each point.

NB:

Paragraphs beginning with narrative or descriptions usually lack focus,
drift off the topic.

iii) Conclusions
-

Brief (two sentences?).
Shouldn’t repeat introduction.
May add a twist or final “saved” quote.

… continued
e)

FINALLY
i)

Timing
-

ii)

Write the time you are due to finish an essay/section on the exam
paper.
Work towards it. A few minutes to go, summarise any issues that
you could “mention”. Always write a concluding sentence.
LOST TIME IS NEVER RECOVERED.

Checking papers
-

Don’t skim read. Slow reading for careless errors.
Check paragraphs for relevance: add a summary sentence to “rescue”
those that have drifted.

iii) I expect to mark an essay in three minutes, so:
-

Write legibly in blue/black.
State the obvious but briefly, i.e. give a clear, readily identifiable
answer to the question asked, e.g. “To a large extent …”; “A
discussion of Shakespeare’s techniques involves …”.

iv) An essay showing real understanding of the topic will have a maximum of
50% if it doesn’t answer the question.

