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INTRODUCTION 
  

Bro. William L. Powell, Jr., the editor, is a member of Zeta Sigma Chapter, in Baltimore, Maryland.  He was initiated into Phi Beta Sigma Fraternity, Inc. on November 12, 1987 through Gamma Chapter, Morgan State University.  His undergraduate degrees are in Physics & Engineering Physics and his graduate degree is in Solid State Physics.  He brings his experiences and those of educators into focus in this easy-to-read study guide. 

Bro. Powell is currently National Director for Education and formerly three term Director of Education for the Mighty Eastern Region. 

This booklet was developed because of the many comments and inquiries he received about how to study and make better grades.  It is foremost a resource manual outlining how to study; however, it can also be used as a guide to both collegiate and graduate chapters that provide tutorial services. 

To all those who gave helpful comments or contributed in any way to the development of this guide--Thank You!   

William L. Powell, Jr. 
National Director of Education 
Phi Beta Sigma Fraternity, Inc. 
A No Limit Soldier for Educational Achievement 

This document is dedicated to my parents, Mr. William L. Powell, Sr. and Mrs. Felicia Powell.  They raised me to be the man that I am.  Thanks for all of your prayers.


  
  

WHY SURVEY? 

Surveying a textbook prepares you for the reading material that lies ahead and offers you an opportunity to ease yourself into studying.  This practice gives you a general overview of the text and pieces together the important facts and ideas around which you can cluster details.  Instantly, you acquire a background which motivates you and allows you to read with greater interest and at a higher comprehension level.  Additionally, as you read, you become fully involved in the material and concentrate better because your thoughts are organized.  You will be a successful student due to this organization and because you are mentally prepared. 
ARE YOU READY? 
WELL...LET’S GET READY, SET, AND GO!! 

To Survey a Text: 

READ the preface...become acquainted with the author. 

EXAMINE the table of contents...determine the organization, keeping the overall picture in mind. 

LEAF through the book...check out its format. 

READ the introduction...discover the basic purpose of the book. 

YOU’RE ON YOUR WAY! 

To Survey a Chapter: 
READ the chapter introduction...see what’s ahead. 

READ the titles and subheadings...turn the titles into questions. 

LOOK for topic markers...make note of BOLDFACE and ITALICS. 

READ topic sentences...create questions concerning first and last sentences in the paragraphs. 
  

EXAMINE graphs, charts, and pictures...determine their relationship to the material. 

READ the chapter summary...see how the main ideas fit together. 

YOU’VE REACHED THE TOP - START READING!! 
  
  

HOW TO MAKE THE MOST OF YOUR TUTORING APPOINTMENT 

Many students are not aware of what is actually expected of them when they arrive for a tutoring session.  The following three pointers can make your tutoring session more productive and help us to help you the best way we can. 

1. Attend class.  There’s no better source of information than your teacher.  You cannot benefit fully from your tutoring session if you do not know what was covered in class.  Your tutor is not there to help you catch up on work that you missed, but rather to explain those areas with which you are having difficulty in class. 

2. Attempt the work by yourself first.  No matter how impossible a problem may seem, make an attempt to do at least part of the work yourself.  Come to your appointment with specific questions.  This way, your tutor is better able to pinpoint your strengths and weaknesses. 

3. Don’t procrastinate.  If you study on a daily basis, you will become aware of small problems that can be corrected easily by periodic tutoring sessions.  If you let things go, small problems will grow into big ones that will be difficult to remedy in one hour of tutoring.  Don’t wait until the week before a test and expect a tutor to cover hours of material in 60 minutes.  In addition, you are likely to find that all appointments have been booked. 
  
  

GETTING THE MOST FROM YOUR TEXT 

Textbooks provide a wealth of information, some of which is useful and some of which is not.  This handout is designed to help you determine what’s important in your textbooks, and also to help you retain it. 

Once you’ve read and taken notes on your textbook, the next thing that you have to do is study the information you’ve just read.  One of the most effective methods of studying textbooks is called the SQ3R System, developed in 1941.  It is popular because it is effective and the name makes the steps easy to remember. 

SQ3R stands for: Survey, Question, Read, Recite, and Review.  These are the steps used to study with this system.  This process will result in faster reading and will fix important points in your memory.  It can also help you with quiz questions, since they are often taken from chapter headings which you will survey in this method. 

The SQ3R Method 

S SURVEY 
Glance through all of the headings in the chapter and read the summary at the end.  This should take about a minute and you will pick up three to six core ideas.  This will help you organize the ideas you will need later. 

Q QUESTION 
Turn the headings into questions; this will arouse your curiosity and help you increase comprehension.  Questioning can help you recall the facts that you already know and enable you to understand each section of the chapter quickly.  Also, questions make important points stand out. 

R1 READ 
Read to answer the questions you made from the chapter headings; make an active search for the answers. 
Paragraph by Paragraph Reading 

A paragraph usually contains one main idea.  Keeping this in mind, you should try to recognize the main idea the author is trying to convey.  The topic sentence, usually being the first sentence of a paragraph, gives the major concept of the paragraph.  It is also a good indication of what information may follow to support the main idea.  You can follow these three easy steps to read paragraph by paragraph: 
1. Read a paragraph, keeping in mind that it contains a main idea. 
2. Stop after finishing the paragraph to decide what the main idea was. 
3. Summarize the main idea of the paragraph and any major supporting details in your own words. 
While this may seem like a very slow process, it can help you understand the material you are reading and improve retention of the material in your long-term memory.  It also aids in effective note taking. 

R2 RECITE 
Try to recite the answers to your questions without looking at the book for help.  Use your own words and recite examples.  When you can do this successfully, you have demonstrated good knowledge of what’s in the book.  If you have problems answering your questions, glance over the material again.  You may want to write down short cue phrases on a sheet of paper to help your memory. 
After the material has been read and summarized paragraph by paragraph, recite it.  Recite means to speak out loud; you should recite the main ideas and supporting details to help transfer the information from your short-term memory to your long-term memory.  Forgetting is a major concern of students and the extremely important step of recitation can help to prevent this disaster. 

Now repeat Question, Read, and Recite for each section of your reading assignment. 

R3 REVIEW 
After studying using the above method, look over your notes to get a “bird’s-eye view” of the major points and how they are related.  Check your memory by reciting major sub-points under each heading.  Use your notes to help with this review. 

Once you have summarized and recited the material, review it to retain the information in your long-term memory.  Reviewing is made easier by reading one paragraph at a time and is necessary for long-term retention.  By using the SQ3R Method, you can greatly increase the amount of meaning and knowledge you get from the material in your textbook; hopefully, your academic success will also increase! 
  

TEXTBOOK MARKING 

Marking your textbook correctly can be very helpful in understanding the material covered in the book. 

With this technique, you can achieve: 

1. Better Understanding of the Material.  Since you have to think in order to identify the important ideas you should mark, you are forced to recite and understand the material that you are reading. 

2. Ease in Future Review of the Textbook.  When you review, you only have to read the marked portion of the textbook.  Therefore, you can save time and concentrate on smaller amounts of material. 

There is no “right” way to mark textbooks.  The method that works for you is your best method.  However, here are some suggestions that many people find useful: 

· Don’t mark until after you finish reading the material.  Give yourself time to sit and reflect on what you read. This way, you will not mark things that just look important at first glance. 
· Use distinctive marks on main ideas.  Let the main ideas stand out above the supporting details. 
· Don’t overmark! Overmarking will cause confusion when you return to the textbook to review. 
· Be consistent in marking.  Use the same symbols and marks every time you read a textbook.  Using identical symbols for different purposes will confuse you when you review. 
· Use margins.  The margins of your textbooks can be used to write comments, phrases, and illustrations that will help you understand the material.  You can also use the margins to mark unclear passages or terms.  You can ask your instructor to clarify them for you. 
  
  

LET YOUR NOTES WORK FOR YOU!! 
An efficient note taking system can improve your comprehension of course material.  To develop a good note taking system, you must be able to: 

1. Listen effectively to capture relationships, main ideas and key points. 
2. Be flexible and able to adapt to different instructor styles. 
3. Organize your notes so they work for you. 

The checklist below provides some DO’S and DON’TS involved in the note taking system.  Rate yourself!  Go through each list and check off the DO’S and DON’TS that apply to your present note taking system.  For every item checked in the DO column, give yourself five points, and for every item not checked in the DON’TS column, give yourself another five points.  Then, total your score and see where you stand on the rating chart.  GOOD LUCK! 

NOTE TAKING EFFICIENCY CHECKLIST 
DO: 
_____ Attend class every day. 
_____ Sit near the middle and toward the front of the room. 
_____ Pre-read or skim chapters before class. 
_____ Keep notes for each course in separate notebooks. 
_____ Use large note paper (8 1/2" x 11") to give yourself room to indent and see patterns of notes. 
_____ Date each new set of notes. 
_____ Try to spot the lecturer’s pattern/organization. 
_____ Leave blanks to fill in items later. 
_____ Use abbreviations and symbols to save time. 
_____ Be alert to the lecturer’s verbal cues about important information. 
_____ Record the lecturer’s examples. 
_____ Pay close attention to the beginning and end of the lecture. 

DON’T: 
_____ Listen for facts only. 
_____ Try to outline everything--you pay too much attention to the form of the outline, missing the content of the lecture. 

_____ Write down only things you understand. 
_____ Assume that the lecture will be dull and “turn off.” 
_____ Yield to distractions. 

RATING CHART 

If you scored between:  57-85: GOOD! You are above average in your note taking efficiency. 
28-56: NOT BAD! Your note taking is good, but there are improvements to be made. 
0-27: WELL...Study this pamphlet carefully--it could be your key to successful note taking. 
NOW READ ON TO FIND OUT HOW YOU CAN IMPROVE YOUR NOTE TAKING EFFICIENCY. 

Step 1: EFFECTIVE LISTENING 
Do you really hear what you listen to?  Do you know what to listen for?  Instructors often use words and phrases that can give you clues as to what information is important. 

HERE ARE A FEW HELPFUL PHRASES TO LISTEN FOR: 

PHRASE     MEANING 
“Also, in addition...”    Offers more of the same 
“For instance...”    Provides an example 
“Either/or...”     Suggests alternative 
“In other words...”    Emphasizes and repeats 
“However...”     Shows contrast 
“Therefore...”     Shows cause and effect 
“Unless...”     Identifies an exception 
“The importance of...”    Shows relevance 
“Problems of...”     Identifies problems 
“Differences between...”   Emphasizes relationship 

NOW MOVE ON TO STEP 2! 

Step 2: FLEXIBILITY 

Just as there are many types of students, there are many types of instructors--none of whom lecture in the same manner.  Therefore, you should be able to adapt your note taking system to each instructor. 

Let us introduce you to the CORNELL SYSTEM of note taking. 

THE CORNELL SYSTEM 
1. Begin with an 8 1/2" x 11" loose-leaf notebook. 


2. Section off approximately a 2 1/2" column on the left side of the paper.  This is the RECALL COLUMN. 


3. Record only the most important items and the main ideas in the RECALL COLUMN.* 
*NOTE: It’s to your best advantage to fill in the RECALL COLUMN immediately after class when the main ideas are still fresh in your mind. 


4. Record notes in simple paragraph form on the right-hand side of the paper and skip a space between different ideas. 


5. Use abbreviations to give yourself extra time to listen and write. 
Here are some common abbreviations: 
w/ = with  ... = therefore   / = of 
w/i = within  < = less than   # = number 
w/o = without  > = greater than  #/ = number of 
_ = change to  ex., e.g., i.e. = example  = leads to 


6. Finally, use the RECALL COLUMN as a study guide.  Cover the right-hand column so only the RECALL COLUMN is showing.  Then quiz yourself--the main ideas in the RECALL COLUMN should trigger details. 
  

HOW TO TAKE AN ESSAY EXAMINATION 

An essay examination is a subjective test in which you must apply your knowledge of a subject in paragraph form.  Your answer must include the important information asked for in the question and must be presented neatly, logically, and in an organized manner.  Below are some suggestions to assist you in answering essay questions. 

PLAN BEFORE YOU ANSWER 
The instructor has handed you the exam.  There are several things you should do before you start to answer any of the questions.  These steps will prepare you to answer and will help you proceed through the exam efficiently. 

1. Write notes on the back of your exam.  As soon as you receive your exam, write down important information that you studied but think you may forget.  This information can be used later during the exam; however, don’t spend more than a minute or so on this step. 
2. Read the instructions carefully.  Determine how many questions must be answered.  You are often given a choice of questions to pick from. 
3. Read all of the questions thoroughly.  Before you begin to write, read through each question.  When you are given a choice of questions to answer, pick those you feel most prepared for.  Make note of key words in the question by underlining or circling them.  Key words indicate the form in which the answer is to be written.  Also, if you do not understand a question, ask the instructor to clarify it for you. 
4. Jot notes beside each question.  As you read each question, briefly note information that immediately comes to mind.  You can use these notes, along with the information on the back of the exam, to organize your answer when you begin to write. 
5. Plan your time.  Determine how much time is remaining, then decide how much time to spend on each question.  Try to stay with your plan. 
6. Begin with the least demanding question.  Getting a good answer down on paper will inspire you and help you attempt the more difficult questions! 

ANSWERING THE ESSAY QUESTION 
Now that you’ve studied your exam questions and planned out your time, you’re ready to begin answering the questions. 

1. Thoroughly understand the question.  Read the question carefully to make sure you have a complete understanding of what the instructor is asking. 
2. Make your answer complete.  As you write your answer, your ideas should be stated explicitly.  You should define the terms you use to show your understanding of their meanings.  Support any opinion statement with evidence to prove its importance.  Also, be sure that each sentence you write is relevant and has some purpose. 
3. Be concise.  Your answer should be clear and concise.  An answer that rambles and doesn’t get to the main idea will lose points. 

ORGANIZING YOUR ANSWER 
Making sure that you present your answer in a logical and organized manner is a very important part of answering an essay question.  You may know all of the information needed to answer the question, but if the instructor can’t understand how you have written it, you may lose points.  Here are some suggestions to help you organize your answer. 
1. Avoid an introduction.  An introductory paragraph does not serve the purpose of getting to the main point from the start.  The length of an essay is less important than its content. 
2. Answer the question directly in the first sentence.  To do this, turn the question sentence into your beginning sentence.  Proceed to write your essay on the basis of this sentence.  This approach will help you focus your attention on the question from the very beginning. 
3. Expand on the first sentence.  Next, support your first sentence with facts, ideas, and evidence.  This technique will provide unity and give form to your answer. 
4. Use transition words.  These words or phrases, such as “moreover”, “in conclusion”, and “for example” indicate direction in your writing.  They also lead the reader from one idea to the next, providing clarity and crispness in your essay. 
5. Conclude with a summarizing sentence.  The ending sentence of your answer should summarize the ideas stated in your first sentence or paragraph.  Use a transitional phrase such as “to sum up” to clearly indicate that this is your conclusion. 
6. Review grammar and neatness.  Reviewing your answer, if time permits, is important.  Check for the clearness of your sentences and neatness of your written answer.  Make sure that you have defined terms and that statements are not too generalized.  Ask yourself, “Would I like to be correcting this exam?” 

KEY WORDS OFTEN FOUND IN ESSAY EXAM INSTRUCTIONS 
Compare - show similarities between things. 

Contrast - show differences between things. 
Define - give the formal meaning of a term. 
Describe - tell in detail about something. 
Discuss - give reasons for and against something. 
Evaluate - discuss advantages and disadvantages, with your opinion. 
Give Cause and Effect - describe the steps that lead to an event. 
Illustrate - explain by giving examples. 
Interpret - explain the meaning of something. 
Justify - give reasons for something. 
Relate - show connections among things. 
State - give the main points. 
Trace - describe the development or history of a subject. 
  
  

HINTS FOR STUDYING MATH 
1 + 1 = ?? 

Many difficulties with learning mathematics can be traced to the way you may attempt to study math.  Try the following suggestions--you will find that your memory of math will improve. 

1. Read test assignments carefully and deliberately before attempting to solve any problems.  Don’t expect to instantly understand a concept or problem the first time you read it.  It is often necessary to read math material carefully and several times before it “makes sense” to you.  Then reinforce your understanding by practicing the problems related to the concept you just learned.  When you are certain that you do indeed know the material and that you can apply it, move on to the next section of text and repeat the process. 

2. Think with pencil and scratch paper.  Even though an example may be worked out completely in your text or lecture notes, it is best to work it out yourself in order to master the ideas and procedures used in solving the problem. 

3. Persevere.  Do not become frustrated if a concept or problem completely baffles you at first.  If you don’t seem to be making any progress after working on a problem for some time, put it aside and come back later.  Many times, you will see the solution immediately.  If you are still confused, mark the problem as one to explore in your tutoring session. 

4. Concentrate on fundamentals.  Do not try to learn mathematics by memorization.  You will become overwhelmed.  Try to see how each new topic is a reapplication of fundamental principles and definitions you know and you will find that very little memorization is necessary.  Use prior knowledge to develop new knowledge. 
  

5. Practice daily.  You will understand and retain more if you learn small amounts during frequent study sessions rather than attempting to learn a large amount in one mass study period.  On the days you have math class, set some more time aside after lecture or recitation to solve problems similar to those introduced in class.  When you are certain that you understand the material, practice solving some more problems to increase proficiency.  In addition to many other things, math is a skill and like other skills, you must practice to master it well. 
  

TIME VALUE:  HOW TO MANAGE YOUR TIME 

PURPOSE 
Time management will function to gear you toward effective use of limited time.  By scheduling each day according to an organized, systematic format, you will have time to effectively prepare for class workloads and tests, while leaving enough time for socializing and recreation. 
BEFORE PLANNING 
Before planning a schedule, you should keep a diary of everything you do in a typical week.  At the end of the week, analyze how time was spent and how it could be spent more efficiently.  For example, write a schedule which sets aside a proportional amount of study time for each subject.  (More study time might be needed for Biology than History). 

LONG RANGE GUIDELINES 
The following are some important suggestions to follow when organizing your time: 

ALLOT ENOUGH TIME FOR STUDY 
Studying is your first priority at college.  While 6 hours of study may be too much time for one student, it may be adequate for another.  Therefore, you must examine your own needs and then allot your time appropriately. 

MAKE USE OF YOUR FREE HOURS BETWEEN CLASSES 
If your schedule permits, the hours between classes can be used to review notes before a class or even to begin an assignment.  Even the minute or two before class can be used to glance over notes. 

STUDY AT THE SAME TIME DAILY 
Having specific hours set aside each day will maintain the systematic organization of your schedule and keep you actively involved in studying. 

PREPARATION FOR EACH SUBJECT 

Time should be allowed just to prepare for each subject.  This includes reading, reviewing, and taking notes from the text or other materials required for the course. 

USE A WEEKLY REVIEW 
Plan to review the notes from each class from beginning to end once a week.  This only takes a short time and will reduce the amount of study time needed before an exam. 

REVIEW TIME 
Briefly, this means spending 15-20 minutes reviewing your notes immediately following class or when classes are done for the day. 

ACCOUNT FOR PROJECT TIME 
Remember to allow an appropriate amount of time during the course of the week for long-term projects (i.e., an English paper assigned a month in advance). 

ALLOW FLEXIBILITY 
Although your schedule should be very systematic, you should allow for some flexibility.  It is important not to over-schedule, thus allowing for a variety of “non-academic” activities. 

TIPS 
· Make a schedule that incorporates not only studying, but activities like recreation, exercise, socializing, etc.  There is much more to a college education than learning facts and figures! 
· Be realistic about your schedule.  A schedule packed with things to do probably won’t get done and you will abandon your schedule. 
· Plan your schedule in blocks of time.  You can study more efficiently by studying for 50 minutes and then taking a break for 10 minutes. 
· Plan ahead.  When estimating time needed for a project or paper, plan to start far ahead of time instead of trying to “throw it together” the night before it is due. 
· As you plan your schedule, it is important to know how long you are capable of studying.  If you allot three hours to study History when you know that you can only study effectively for two hours, you are managing your time poorly. 
  

Devising an effective time-management schedule is an extremely individualized process.  You must decide what you are capable of doing and when you should do it.  If something works for you, then by all means use it!  If you drastically change your lifestyle because of your new time-management schedule, you probably will have difficulty keeping the schedule.  Sticking to your schedule is difficult at times, but in the end, your time-management skills will pay off! 
  

TUTORING TIPS FOR PARENTS 

READING TIPS 
As your children are learning to read, remember that this is one of the most valuable skills they will acquire.  You can facilitate your children’s learning by setting aside time each day or week to read with them, thereby demonstrating that reading can be a fun, cooperative effort of gathering information.  Your reading activities can be special times for sharing your experiences with each other.  This time you spend together will foster your relationship with your children, and also reinforce a positive attitude toward books.  Here are a few suggestions: 

· Allow you children to select books based on their personal interests. 
· Encourage your children to express emotions and voice fluctuations as they read. 
· Try shared reading--you read a line or paragraph, and then your children read the next line or paragraph. 
· Read in a quiet, relaxed environment with few distractions. 
· You may want to stop every few pages to ask your children questions about the story--the characters, events, what will happen next, etc. 

TUTORING TIPS TO KEEP IN MIND 
· Be optimistic, supportive, and patient.  Don’t lose faith. 
· Have preplanned activities for your children and alternatives just in case those don’t work out. 
· Accentuate the positive.  Your words are powerful.  Offer assistance instead of criticism.  Do not blame your children for not understanding. 
· Praise your children’s accomplishments frequently.  This will encourage and validate them and make them want to continue. 
· Take a short break.  Go for a walk or enjoy a drink. 
· Be clear.  Explain information using simple, age-appropriate language. 
· Do not do your children’s homework for them.  Allow them to make mistakes and learn through this process. 
· Encourage your children to check spelling and grammar in a dictionary.  Be an example -- use this resource yourself! 
· Switch roles.  Have your children teach or explain the concepts to you. 

· Get comfortable.  Work with your children in a quiet, relaxed environment. 
· Share.  Provide study hints and practices that were effective for you. 
· Have closure.  Review material and plan for working with your children in the future.  This will help them retain information and provide them with goals to think about. 
· Enjoy yourself.  Have fun with academic assignments and homework.  Quiz each other.  Be a part of the learning process. 

ACADEMIC CHECKLIST 
This checklist will provide you with the knowledge and understanding of your children and their performance in school.  As you work with them on academic skills and/or class work, keep these questions in mind: 

· Do my children attend school regularly? 
· Have my children approached their teacher for assistance with problem areas? 
· Do my children listen in class? 
· Is any subject too difficult for my children’s levels of understanding? 
· Do my children have a positive approach to any or all subjects? 
· Are there student-teacher conflicts?  How can I assist my children in resolving the problems? 
· Are my children easily distracted by noises or other students during class or tutoring sessions? 
· How are my children’s study skills? 
· Do my children budget time to study?  Are social activities interfering with study time?  In what ways can I provide my children with alternatives which will enhance studying? 
· Do my children take good notes? 
· Do my children have a quiet, well-lit area at home to study? 
· Do my children have a specific study period after school or in the evening? 

Also, be sensitive to your children’s physical health and well-being.  If your children indicate to you that they cannot see the blackboard or hear the teacher, bring these issues to the attention of the school coordinator. 
  

TUTORING--BENEFITS TO STUDENTS 

As a result of positive relationships with tutors, successful students will: 

· Develop greater self-confidence. 
· Improve relations with family, teachers, and peers. 
· Become more enthusiastic and less hostile. 
· Improve appearance and attitude. 
· Increase communication and open up to tutor. 
· Pay attention more. 
· Improve school attendance. 
· Improve academic performance. 
· Reduce detention. 
· Be happier at school. 
· Realize the importance of a college education. 
· Choose a career path. 

Remember the key to success is PATIENCE--every relationship is different. 
  
  
  

