

How to Take Notes

Listening and writing at the same time can be somewhat distracting.  If you are listening actively and intently, you may find it difficult to write down as much as you would like; if you are writing a lot down, you may find yourself falling behind and missing parts of the lecture.  For these reasons, it is important to give some thought toward your listening/note taking approach, and during the first few lectures of a course adapt your listening and note taking skills to the style and pace of the lecturer.

As with reading and listening, note taking can become merely a passive activity.  If your approach to note taking involves trying to write down, word-for-word, just about everything that your teacher says, you will be more involved in getting words on paper than in focusing your attention and asking questions about what points are important.  An effective approach for successful classroom learning is to be an active listener (ask silent questions and answer them as the talk proceeds) and take well-organized and brief, yet explicit, notes; making them complete enough to provide you with an overview of the entire lecture.  Here are some ideas that may help you take useful class notes.

Why Are Class Notes Important?

· They provide you with a permanent record of what is said in class.

· They give you an idea of the topics and concepts that your teacher thinks are especially important for you to learn.

· They will contain information that is in your textbook, but the information will be stated in different words.  This will reinforce and help you clarify ideas written in your textbook.

· They will contain information that your teacher thinks is important for you to learn and that is not in your textbook.  You could be tested on this information.

How To Take Useful Class Notes

· Develop an outlining system that works well for you.  Your notes should reflect major ideas, minor points that follow those ideas, and the relationships among ideas.  Try to catch your teacher’s ideas in short phrases that include key words.  Having a hi-liter pen handy will allow you to mark key words as you take your notes.

· Make some notation of all ideas brought out in the lecture, even those you have read about in the text or already know, so you can be reminded of all the ideas your teacher felt were important to the main lecture topic.

· Find a “buddy” in the class and compare notes.

· Develop an abbreviation and shorthand writing style for yourself.

· Date your notes.

· Review your notes soon after class.


