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                                  College 101:  Class Thirteen
Title:  Note-Taking Strategies, Outlining and Time Management
Overview: Students will learn different note-taking techniques and tips for taking notes during lecture and reading from text. Students will also review study tips and learn about time management and strategies for budgeting time to accommodate school, work and family.  
Competencies: 

· Understand the key methods for note-taking and when different methods may be appropriate based on type of class they are taking or when taking notes from text.

· Understand basic study skills.

· Understand the importance of time management and strategies for scheduling time.
Resources/Materials: 
· Tips for Good Note-taking handout

· Types of Note-taking handout

· Reading Tips Handout

· Note-taking Exercise handout

· Cornell Note-taking Template

· Time Management Exercise (Parts One, Two & Three—optional)

· Managing Your Time handout

Presentations/Activities:
1. Review note-taking strategies – The navigator will explain different types of note-taking, using the handout as a guide, and will give examples of each style using a reading passage.

Talking Points

· There are several ways to take notes. It is important to find a method that works best for you. These strategies can be used for taking notes during a lecture and when reading from your textbook.

· You may need to shift how you take notes depending on the type of class you are taking or how your instructor lectures.

· Note-taking requires active listening when in a lecture and critical reading when taking notes from a textbook.

· Keep all notes for a class together and in chronological order to stay organized.  Keeping your notes in a binder or notebook will help with studying and preparing for tests.


Activity:  Students will take notes during a 2–3 minute lecture on a topic selected by the navigator to practice a note-taking strategy. They can use the Cornell template for this exercise. After the lecture, the navigator will conduct a facilitated discussion with students regarding the key ideas they captured and the style of note-taking they used. 

Questions:
· What did you capture?
· What style of note-taking did you try?  Did it work for you?
· What this challenging?  Why?  Why not?
2. Review of reading tips for taking notes from textbooks – The navigator will walk students through the reading tips for taking notes from text. As part of the discussion, the navigator can ask students to identify their own strategies before distributing the handout and then review the points not covered by the students.

Activity:  Students will receive a passage and take notes using a note-taking method of their choice. Upon completing the exercise, the navigator will facilitate a discussion about the main points students wrote down, using the questions listed previously.
3. Review of time tracker homework – Small group work with students on how they spend their time.  

Activity:  Students will work in small groups to review their homework and identify time management strategies. These strategies can be incorporated into the Class Tips.  Each group will select a recorder that will report out to the class and a note taker.  Some questions to consider:

· Where are students spending most of their time?  

· As they looked at where they spent their time, were there any surprises?

· Where will they need to make changes to fit in school and possibly work?
· What concerns do they have about fitting school/work into their schedules?

· What kind of support do they think they will need to adjust their schedules?

· How can they better manage their time? What kind of approaches are they currently using for time management?

4. Discussion about time management handouts– The navigator will facilitate a group discussion about basic time management tips. As part of this discussion, the recorder for each group will report out on the strategies they identified for time management.  The students can brainstorm responses to the following:
· What do they think about when they hear time management?

· How do students currently manage their time?

· What do they think gets in the way of time management?

· Why do they procrastinate?  How do they procrastinate?

· What can you do to prevent procrastination?

· Given their experiences, what have they learned about time management that is both helpful and challenging?

· What do the students think they need to consider when budgeting time for studying and homework?

· What studying habits worked well in the past and what didn’t work?

PAGE  
2

