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I. Welcome 
 
Hello MiraCosta Student, 
 
I enthusiastically welcome you to the College Success Skills 
Handbook. This document was prepared with careful 
consideration towards student needs, successful strategies, and 
faculty expectations.  
 
Your frequent use of this handbook will go a long way towards 
incorporating an organizational structure for study skills in your 
college career. You’ll also find that these strategies may assist 
you in organizing your personal lives as well. 
 
Review each section that relates to your area of need and adapt 
the models to fit your learning style. You can always work with us 
in the Tutoring and Academic Support Center to see how you can 
apply these strategies.  
 
I wish you well in becoming a fine scholar at MiraCosta College! 
 
With much success, 
 
 
Edward Pohlert 
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Notes: 
 
 



II. INTRODUCTION: SOME THINGS TO 
CONSIDER BEFORE STARTING 

 
Congratulations, you have made it to college! Before you learn about specific strategies 
to improve your learning and increase your success, you should consider what 
challenges you might face. The following sections are designed to help you identify your 
starting point on your journey to college success:  
 

• New Students: High School vs. College (p. 3) 
• Coming to College from Alternative High Schools (p. 4) 
• Returning Students: Adjusting to life changes (p. 5) 
• Parents: How to incorporate your children in your learning (p. 6) 
• Students with Disabilities: MiraCosta College services (p. 7) 
• Learning Disabilities: Resources to help you learn (p. 8) 
• Learn How to Learn: Take a class at MiraCosta College (p. 10) 

 
New Students: High School vs. College 

 
For those of you straight out of high school, a major challenge involves your newfound 
freedom. Your college professors are not going to tell you what, how, or when to study. 
Depending on your living situation, there may be no one to monitor whether or how well 
you do your homework, see that you eat nutritionally and get enough sleep, or remind 
you to allow enough time to get to school. You are now in charge of your life. What will 
motivate you to succeed in college?  
 
The differences between high school and college may make starting college difficult: 
 

• The college student body will be more diverse in age, ability, gender, sexual 
orientation, political views, religious affiliation, geographic location, national 
origin, race, and ethnicity. 

• You may be part of a larger student body, which means you may not be as 
unique or special in comparison to others. 

• Time management is more complex because class schedules (1) are more 
spread out and vary by semester and (2) may conflict with your other 
commitments such as work, family, extracurricular activities, and sports. 

• College courses meet for longer periods of time and may have more students per 
class.  

• College professors tend to base your grade on major tests, which are given less 
frequently.  

• The key to college success is in your writing skills: You will do a lot more writing 
in college, even in math and science classes. 

• There are many more types of courses from which to choose. 
• In college it is normal to ask a professor for guidance.  
• You, your peers and professors will have more freedom and protection to 

express different views. 
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• College professors usually have regular office hours to meet with you about your 
classes. 

• Although college courses require several readings, courses will predominantly be 
focused on lectures. 

• You will need to do original research, think critically, and be able to analyze 
differing points of view on a specific topic. 

• College courses require you to do much more work, both in and out of class. 
 
Which freedoms and challenges do you face? Knowing them will help you define your 
goals. To achieve college success, you need to know your values, identify your goals, 
and practice excellent study habits and time management strategies.  
  
Adapted from: Gardner, Jewler, and Barefoot (2007). 
 
Coming to College from Alternative High Schools 
 
MiraCosta College faculty and staff are aware that there are several paths to college 
and are prepared to support all students in achieving college success. If you come from 
an alternative high school, you may feel overwhelmed with college level material. You 
may feel like you need to “catch up.” This may be due to weak preparation in 
foundational skills such as reading, writing, and arithmetic. However, you have an 
opportunity to be in college and we are here to support and guide you. Here are some 
helpful tips to help you: 
 

• Take your Math and English placement assessments immediately. 
• Meet with an Academic Counselor after taking your assessments and develop 

your educational plan. 
• Make sure to take Math and English classes first. These are the foundational 

classes for all college level courses. You will have difficulty if you avoid or 
postpone these classes. 

• Depending on your placement scores you may start at a pre-college level Math 
or English course, however, do not be discouraged. There are several resources 
in this handbook and on campus that will help you succeed.  

• The challenge: You know you need skill building. What do you do about it? 
Take control over your academic future by seeking tutoring and academic 
counseling early in the semester. Talk to your instructors and find out how you 
can monitor your progress. 

• College is not a continuation of High School. This is a new chapter in your 
educational history. Start with a positive attitude and take responsibility for your 
new path to success. 

• Use this handbook as a tool for a new way of approaching education. 
• Welcome to College. 
 

 
 



 
Returning Students: Adjusting to Life Changes  
 

 

Returning students experience a discouraging reduction in freedom. 
Many commitments and daily responsibilities, such as working and 
caring for family compete for the time and attention it requires to 
efficiently perform academically or even simply to persist in college. 
What will motivate you to succeed in college? 
 

 
Returning students deal with significant life changes when they begin college: 
 

• You may find college a liberating experience, a new beginning, a stimulating 
challenge, a path to a career, or all of these things, especially those with grown 
children that have moved away. 

• Working full-time or part-time can produce stress, especially with limited financial 
resources and a family at home.  

• Attending college at night, on-line, or on weekends, can produce added stress, 
especially if you have other commitments and responsibilities.  

• You tend to work harder than younger students because you realize how 
important an education can be. As a result, you may receive higher grades than 
your younger classmates. 

• Your strength is in your wisdom and wealth of life experience. This will help you 
stay focused and moving forward. 

• Many faculty believe returning students are their best students. 
 
Which freedoms and challenges do you face? Knowing them will help you define your 
goals. To achieve college success, you need to know your values, identify your goals, 
and practice excellent study habits and time management strategies.  
 
Adapted from: Gardner, Jewler, and Barefoot (2007).  
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Parents: How to Incorporate your Children in Your Learning  
 

 

If you are a parent, you know how important it is to manage your time. 
College is just one more thing to add to an already heavy load. 
Combining effective study time and quality time with your children is 
possible. The following suggestions are taken from Ellis (2003, p. 127-
128): 

 

• Attend to your children first. When you come home from school, spend at least 
10 minutes with your children (more if they are infants or toddlers) before you hit 
the books.  

• Use 'pockets' of your time. Arrange some time to study at school before 
coming home. Consider using 15 minutes before class and 15 minutes after 
class to study. This gives you 30 minutes of study time.  

• Plan special activities for your child. Find a playmate for your child or take the 
child to the park, where a child can be entertained while you study.  

• Use television creatively. Find out when educational programs are on television 
or rent an educational video for your child to watch. Encourage your child to learn 
from television while you study. 

• Allow for interruptions. It is very likely that you will be interrupted. If you know 
you will be interrupted, then plan your studying with this in mind. 

• Plan study breaks with children. Take 10 minutes from each hour you study to 
be with your children. Help them understand that studying is important, but that 
you appreciate them enough to give them your time too. 

• Develop a routine. Many children love routines. They like to know what they can 
expect. You may want to set specific times of the day when you study. Let your 
children know. Bargaining with children and rewarding them are other ways of 
helping children understand routines. Another idea is to create a schedule on a 
big poster board and use stickers or other visual aids to keep track of time and 
activities. Display the schedule in a prominent location for constant referral. 

• Ask other adults for help. It is always easier to work with a community than by 
yourself. Remember your resources, but don't take them for granted. Trade 
favors. Ask your spouse, partner, neighbor, an older child, an extended family 
member, or a fellow student to take care of your children while you study.  

• Find community activities and services. There may be resources at your 
college for day care, or even at community agencies such as the YMCA. Your 
child's school may have an after school program.  

• Make it a game. You can read or recite your texts out loud to your children. 
Involve your children in what you are learning and your memory should improve. 
This activity will also provide an example for your children about how important 
education should be to them.  

• When you can't read everything, just read something. If you cannot fully 
concentrate, then skim or survey the reading material. At least do something, 
otherwise you will fall behind. Use this strategy sparingly; otherwise you will not 
understand the concepts in depth.  
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Students with Disabilities: MiraCosta College Services  
 

 
 

MiraCosta College is committed to providing educational opportunities to diverse 
populations. It is the goal of the college to offer mainstream education whenever 
possible. Since independence is encouraged, no student is obligated to accept 
supportive assistance; however, the college is committed to providing support 
services when and if such support is needed and requested. Students needing 
assistance, even on a temporary basis, are urged to make use of the Disabled 
Students Programs and Services. 
 

At MiraCosta College the Disabled Student Services and Programs (DSPS) office provides 
services and programs to students who have any of the following verified disabilities:  
 
• Mobility 

Impairment  
 

• Blind or Low Vision  
 

• Deaf/Hearing 
Impairment  

 

• Learning 
Disability  

 
• Acquired Brain 

Injury  
 

• Developmentally 
Delayed Learner  

 

• Psychological 
Impairment  

 

• Other Health 
Impairment  

 
Expectations 
 
Students with disabilities who attend MiraCosta College are expected to make measurable 
progress toward their educational goals and demonstrate the following levels of independence: 
 
• The ability to negotiate the campus facilities independently or with the assistance of an 

attendant;  
• The ability to take care of personal needs unassisted or to provide attendants; and  
• The possession of a stable level of health in order to benefit from a full semester's work.  

 
Students with disabilities are required to complete an application for services and submit a 
professional certification of disability.  
 
Services 
 
• Academic Counseling  
• Advocacy  
• A/V equipment loan  
• Braille Services  
• Individualized Educational Plans  
• Test Accommodations  
• Cart Service (Oceanside campus only)  
• Note takers  
• Referrals (on/off campus)  
• In-class Mobility Aides  
• Non Credit Courses  
• High-Tech Center (Oceanside campus 

only)  

• Interpreters  
• Real Time Captioning  
• Large Print Services  
• Learning Disabilities Assessment Class  
• Liaison with community assistance  
• On-campus Mobility Assistance  
• Readers  
• Closed Circuit Television  
• Priority Registration  
• DMV Disabled Parking  
• Special Content Courses  
• Alternate Media  
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Learning Disabilities: Resources to Help You Learn  
 

What is a Learning Disability? A specific learning disability in 
community college adults is a persistent condition of presumed 
neurological dysfunction which may also exist with other disabling 
conditions. This dysfunction continues despite appropriate instruction in 
standard classroom situations. 

 
The profile of the adult qualifying for the community college learning disabilities program 
is demonstrated by: 
 

a. average to above average intellectual ability; 
b. measured achievement in an instructional or employment setting; 
c. severe processing deficit(s); and 
d. severe aptitude-achievement discrepancy(ies). 

 
The disability may be manifested in one or more of the following areas: 
 

• listening comprehension 
• oral expression 
• basic reading skills 
• reading comprehension 
• mathematical calculation 
• mathematical reasoning 
• problem solving 
• organizational skills 

 
At MiraCosta College the Disabled Student Services and Programs (DSPS) office 
provides valuable information about and support for learning disabilities. 
 
Frequently Asked Questions about the Learning Disabilities Program 
 
How can l learn more about the Learning Disabilities Program? 

• An instructor or college staff member might refer you to DSPS; or 
• You can refer yourself to DSPS by making an appointment. 

 
What happens after I’m referred to DSPS? 
 
A DSPS staff member will meet with you to discuss the course for learning disabilities 
assessment, Education Planning and Assessment.  
 
What does an assessment include? 
 
The assessment used in the course includes measures of aptitude, evaluation or 
previous educational and medical history, and measures of current achievement levels. 
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What happens after my assessment? 
 
At the conclusion of the diagnostic testing, program staff will meet with you again to 
discuss test results, program options, and services available on campus. 
 
What if my tests indicate that I have a learning disability? 
 
You are admitted to the Learning Disabilities Program, and the following programs and 
supportive services are available: 
 

• Registration assistance. 
• Basic skill instruction through enrollment in special classes. 
• Instruction in techniques for compensating for specific learning disabilities. 
• Appropriate academic adjustments. 
• Consultation with instructors in academic classes regarding accommodations 

which can help the student be successful in college. 
• Academic counseling and disability management advising. 
• Referral to organizations which provide tape recorded textbooks and reading 

materials. 
• Referral to appropriate community agencies. 

 
Will having a learning disability prevent me from achieving my academic or 
vocational goals? 
 
No. If students are committed to education, motivated to learn, and willing to work hard, 
they should be able to attain goals which are commensurate with their abilities. A 
number of famous people, including Winston Churchill, Thomas Edison, and Nelson 
Rockefeller, had learning disabilities, yet their learning problems did not prevent them 
from achieving success. With assistance, a student can be taught to develop strengths 
and to remediate weaknesses. A students’ determination to learn can be a significant 
factor in assuring a successful education experience. 
 
 
For more information:  
 
Visit or contact the Disabled Students Programs and 
Services (DSPS) office. The staff will be happy to provide 
further information. 

Located: 
 
Oceanside Campus 
Building 3000  
Phone: (760) 795-6658 
TTY: (760) 439-1060 

 
The information on Disabled Student Services and Learning Disabilities was graciously 
provided by the MiraCosta Disabled Student Services and Programs office. 
 



Learn How to Learn: Take a Class at MiraCosta College  
 
The College Success Skills handbook will give you a good introduction on 
how to learn more effectively and efficiently. For more in-depth information 
we suggest you take a counseling course: COUN 110 College Success 
Skills. This course is recommended for new and re-entry students. It is 
also a CSU and UC transferable course. The actual course description is: 
 

 
COUN 110 - College Success Skills (CSU & UC transferable: Also satisfies 
CSU GE Area E)  
Includes creative goal setting, academic and life management, college and 
community resources, information technology/resources, time management, 
memory techniques, health management, and learning styles. 

 
Visit http://www.miracosta.edu/schedules.htm to find out when classes are available or 
pick up a class schedule at any MiraCosta College Student Services office. 
 
Other important developmental courses include: 
 

COUN 100 or CRLP 100 - Career and Life Planning (CSU transferable: Also 
satisfies CSU GE Area E)  
This course provides a comprehensive approach to career and life planning. 
Topics include assessment of interests, personality characteristics, transferable 
skills, work values, career exploration, decision-making, goal-setting and 
planning, and job search strategies. Emphasis is placed on actively managing 
one's career to achieve satisfaction through work and life balance.  
 
COUN 105 - Transfer Success (CSU transferable) 
This course is designed to help students transfer successfully to a baccalaureate 
level university or college. Students will receive information about education 
options, college majors and how they relate to career goals, and the guaranteed 
transfer programs offered at MiraCosta.  
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III. THE CONNECTION BETWEEN YOUR 
VALUES AND TIME MANAGEMENT 

 
What are "values"? How do values influence our management of time? The values we 
hold are based on our beliefs and attitudes. We place a level of worth or importance on 
everything in our lives such as spirituality, family, friends, health, entertainment, and 
education. Our values inform our priorities. Ultimately, we manage our time around our 
priorities.  
 
Clarifying your values will help you identify which goals you want to achieve and how to 
prioritize your efforts. Once you determine what is important to you, then you can 
manage your time more efficiently.  
 
There are three assessments that will help you in determining your values: 
  

• Self-Assessment 1: "What Are My Values?" (p. 12) 
• Self-Assessment 2: "What are My Goals?"  (p. 13) 
• Self-Assessment 3: "Study Habits Questionnaire" (p. 14) 
 

When you finish all three self-assessments you will be ready to manage your time more 
efficiently in accordance to your values and goals.  
 
If you want more information, please contact the Counseling Center (Oceanside 
Campus, Building 3300; San Elijo Campus, Administration Building) or the Career 
Services office (Oceanside Campus, Building T-310).  
 

  
 

& 
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Self-Assessment 1: “What Are My Values?” 
 
From Instructor's Edition for Santrock/Halonen's Your Guide To College Success: Strategies For 
Achieving Your Goals, 4th edition by SANTROCK/HALONEN. 2007. Reprinted with permission of 
Wadsworth, a division of Thomson Learning: www.thomsonrights.com. Fax 800 730-2215.: 
 
This list presents a wide variety of values. Place a checkmark in the spaces next to the 
10 values that are the most important to you. Then go back over these 10 values and 
rank order the top five. 
 
___ Having good friendships and getting  
       along well with people 

___ Having a positive relationship with a  
       spouse or a romantic partner 

___ Being well-off financially ___ Self-respect 
___ Having a good spiritual life ___ Being competent at my work 
___ Getting recognition or becoming  
       famous 

___ Making an important contribution to  
       mankind 

___ Being a moral person ___ Being a great athlete 
___ Feeling secure ___ Being physically attractive 
___ Being creative ___ Having freedom and independence 
___ Being well educated ___ Contributing to the welfare of others 
___ Having peace of mind ___ Having the respect of others 
___ Being happy ___ Enjoying leisure time 
___ Dedication and commitment ___ Honesty and integrity 
___ Being intelligent ___ Family relationships 
___ Living a healthy lifestyle 
___ Having personal responsibility 

___ Being a good citizen and showing    
       loyalty to my country 

 
My five most important personal values are: 
 
1. ___________________________________________________________________ 
2. ___________________________________________________________________ 
3. ___________________________________________________________________ 
4. ___________________________________________________________________ 
5. ___________________________________________________________________ 
 
As you review your selections, think about how you got these values. Did you learn 
them from your parents, teachers, or friends? Or did you gain them from personal 
experiences? How deeply have you thought about each of these values and what they 
mean to you? Think about whether your actions support your values. Are you truly living 
up to them? Do they truly reflect who you are?  
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Self-Assessment 2: “What Are My Goals?” 
 
From Instructor's Edition for Santrock/Halonen's Your Guide To College Success: Strategies For 
Achieving Your Goals, 4th edition by SANTROCK/HALONEN. 2007. Reprinted with permission of 
Wadsworth, a division of Thomson Learning: www.thomsonrights.com. Fax 800 730-2215.: 
 
By completing the following statements, you will get a better idea of what your goals 
are. Earlier you examined your values. Look at your responses to Self-Assessment 1. 
These values should help you formulate your goals. Remember that goals can be 
academic (such as getting straight A’s this term) or personal (such as forming at least 
two good friendships this term). A good strategy is to set goals that are challenging but 
achievable. Be sure to make your goals as concrete and specific as possible. 
 
My main goals in life are 
 
1. ___________________________________________________________________ 
2. ___________________________________________________________________ 
3. ___________________________________________________________________ 
4. ___________________________________________________________________ 
 
My main goals for the term are  
 
1. ___________________________________________________________________ 
2. ___________________________________________________________________ 
3. ___________________________________________________________________ 
4. ___________________________________________________________________ 
 
My main goals for tomorrow are  
 
1. ___________________________________________________________________ 
2. ___________________________________________________________________ 
3. ___________________________________________________________________ 
4. ___________________________________________________________________ 
 
Return to this self-assessment tomorrow evening. How did you do in reaching your four 
goals for tomorrow? Are your goals for these three time frames--life, term, and 
tomorrow--in sync?  
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Self-Assessment #3: “Study Habits Questionnaire” 
 
  

PLANNING TIME 
1. Do you keep up to date with your assignments? 
2. Do you use schedules to organize your time and to set aside time each day for studying? 

 
GETTING STARTED 

3. Are you easily distracted from studying? 
4. Is your study desk large enough, free of distracting objects, and equipped with needed 

materials, and located in a quiet place? 
 
PREVIEWING TEXTBOOKS 

5. Do you look over the text as a whole before dealing with individual chapters? 
6. Before studying a chapter or an assignment in detail, do you make use of clues in the 

book (headings, illustrations, summaries)? 
 
READING TEXTBOOKS 

7. Do you look for the main ideas in what you read? 
8. Do you read section by section and then study that section before going on? 
9. Do you underline or highlight your textbook, make notes in the margin, and question 

yourself on what you have just read? 
10. Do you review regularly? 

 
REMEMBERING 

11. Do you organize material to make it easier to remember? 
12. When studying material to be remembered, do you quiz yourself? 

 
LISTENING AND TAKING CLASS NOTES 

13. Do you take notes in class, refine and study them soon after class, and review them 
frequently? 

14. During class, do you search for main ideas? 
 
CLASSROOM INVOLVEMENT 

15. Do you ask questions in class and/or talk to your instructor about the course? 
16. Do you attend class regularly? 

 
PREPARING FOR TESTS 

17. In studying for a test, do you distribute your time over several sessions? 
18. Before a test, do you over learn the material? 
19. Do you make up test questions that you think will be asked, and quiz yourself on them? 

 
TAKING TESTS 

20. Do you feel confident and relaxed when taking tests? 
21. At the start of a test, do you read the directions and test questions with care? Do you 

make plans for distributing your time among the questions? 
22. When taking an essay test, do you outline your answer to a question before you start 

answering it? 
23. At the end of a test, do you proof-read or check your answers? 
 

 
 
© 2004 MiraCosta College Retention Services 



IV. LEARNING STYLES AND 
PERSONALITY TYPES 

 
Why is knowing your learning style or personality type important? Knowing 
who you are and how you learn helps you choose study techniques that 
maximize your strengths. Every learning style and personality type has its 
strengths and weaknesses. Remember, you are in college and time is 
precious. It is important that you understand who you are and how that 
impacts how you learn so that you may study more effectively and use 
your time more efficiently.  

 

 
For example, if your strength is in organization, then a professor that is random and 
unorganized will surely frustrate you. However, you can play to your strength and 
organize the class information in a way that is more valuable to you even if it is 
presented in an unorganized fashion.  
 
Knowing your learning style and personality type will also help you to decide on your 
major and career. There are many different tests available, but they are all based on the 
same fundamental principles. Explore more than one test to help you truly define your 
learning style and personality type.  
 
The MiraCosta College Career Center (Oceanside Campus, Building T-310) provides 
services to help you learn about your personality type and how that may impact your 
college major and career choices. Make an appointment to consult with them 
immediately.  
  
The VARK Learning Styles Questionnaire is included in this handbook by permission 
of the copyright holders on page 17. The following description of VARK is taken directly 
from http://www.vark-learn.com/english/page.asp?p=categories (July 14, 2006):  
 

The acronym VARK stands for Visual, Aural, Read/write, and Kinesthetic sensory 
modalities that are used for learning information. Fleming and Mills (1992) 
suggested four categories that seemed to reflect the experiences of the students 
and teachers. Although there is some overlap between categories, they are 
defined as follows.  
 
Visual (V): 
 
This preference includes the depiction of information in charts, graphs, flow 
charts, and all the symbolic arrows, circles, hierarchies and other devices that 
instructors use to represent what could have been presented in words. It does 
NOT include movies, videos or PowerPoint. 
 
Aural / Auditory (A): 
 
This perceptual mode describes a preference for information that is "heard or 

15 
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spoken." Students with this modality report that they learn best from lectures, 
tutorials, tapes, group discussion, email, speaking, web chat, talking things 
through. 
 
Read/write (R): 
 
This preference is for information displayed as words. Not surprisingly, many 
academics have a strong preference for this modality. This preference 
emphasi[z]es text-based input and output - reading and writing in all its forms. 
 
Kinesthetic (K): 
 
By definition, this modality refers to the "perceptual preference related to the use 
of experience and practice (simulated or real)." Although such an experience 
may invoke other modalities, the key is that the student is connected to reality, 
"either through concrete personal experiences, examples, practice or simulation" 
[See Fleming & Mills, 1992, pp. 140-141]. 

 
The following insert is taken directly from (July 14, 2006): 
http://www.vark-learn.com/english/page.asp?p=understandingresults  

 
Understanding the Results 
 
The results indicate a 'rule of thumb' and should not be rigidly applied. 
Remember that the questionnaire is not intended to 'box' respondents into a 
mindset that they have been 'diagnosed'. Rather, it is designed to initiate 
discussion about, and reflection upon, learning preferences. 

 
To learn more about how to interpret VARK results, it is recommended you visit the 
VARK website: http://www.vark-learn.com/english/index.asp  
 
 

http://www.vark-learn.com/english/page.asp?p=understandingresults
http://www.vark-learn.com/english/index.asp
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The VARK Questionnaire – English Version (version 3) 
How Do I Learn Best? 
 
This questionnaire aims to find out something about your preferences for the way you 
work with information. You will have a preferred learning style and one part of that 
learning style is your preference for the intake and output of ideas and information. 
 
Choose the answer which best explains your preference and circle the letter next to it. 
Please circle more than one if a single answer does not match your perception. 
 
Leave blank any question which does not apply, but try to give an answer for at least 10 
of the 13 questions.  
 
When you have completed the questionnaire, use the marking guide to find your score 
for each of the categories, Visual, Aural, Read/Write and Kinesthetic. Then, to calculate 
your preference, use the Scoring sheet (available in the “advice to teachers” section of 
the VARK web site). 
 

1. You are about to give directions to a person who is standing with you. She is 
staying in a hotel in town and wants to visit your house later. She has a rental 
car. I would: 

a. draw a map on paper 
b. tell her the directions 
c. write down the directions (without a map) 
d. collect her from the hotel in my car 

2. You are not sure whether a word should be spelled 'dependent' or 'dependant'. I 
would: 

a. look it up in the dictionary. 
b. see the word in my mind and choose by the way it looks 
c. sound it out in my mind. 
d. write both versions down on paper and choose one. 

3. You have just received a copy of your itinerary for a world trip. This is of interest 
to a friend. I would: 

a. phone her immediately and tell her about it. 
b. send her a copy of the printed itinerary. 
c. show her on a map of the world. 
d. share what I plan to do at each place I visit. 

4. You are going to cook something as a special treat for your family. I would: 
a. cook something familiar without the need for instructions. 
b. thumb through the cookbook looking for ideas from the pictures. 
c. refer to a specific cookbook where there is a good recipe. 

5. A group of tourists has been assigned to you to find out about wildlife reserves or 
parks. I would: 

a. drive them to a wildlife reserve or park. 
b. show them slides and photographs 
c. give them pamphlets or a book on wildlife reserves or parks. 
d. give them a talk on wildlife reserves or parks. 
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6. You are about to purchase a new stereo. Other than price, what would most 
influence your decision? 

a. the salesperson telling you what you want to know. 
b. reading the details about it. 
c. playing with the controls and listening to it. 
d. it looks really smart and fashionable. 

7. Recall a time in your life when you learned how to do something like playing a 
new board game. Try to avoid choosing a very physical skill, e.g. riding a bike. I 
learnt best by: 

a. visual clues -- pictures, diagrams, charts 
b. written instructions. 
c. listening to somebody explaining it. 
d. doing it or trying it. 

8. You have an eye problem. I would prefer the doctor to: 
a. tell me what is wrong. 
b. show me a diagram of what is wrong. 
c. use a model to show me what is wrong. 

9. You are about to learn to use a new program on a computer. I would: 
a. sit down at the keyboard and begin to experiment with the program's 

features. 
b. read the manual which comes with the program. 
c. telephone a friend and ask questions about it. 

10. You are staying in a hotel and have a rental car. You would like to visit friends 
whose address/location you do not know. I would like them to: 

a. draw me a map on paper. 
b. tell me the directions. 
c. write down the directions (without a map). 
d. collect me from the hotel in their car. 

11. Apart from the price, what would most influence your decision to buy a particular 
textbook? 

a. I have used a copy before. 
b. a friend talking about it. 
c. quickly reading parts of it. 
d. the way it looks is appealing. 

12. A new movie has arrived in town. What would most influence your decision to go 
(or not go)? 

a. I heard a radio review about it 
b. I read a review about it. 
c. I saw a preview of it. 

13. Do you prefer a lecturer or teacher who likes to use? 
a. a textbook, handouts, readings 
b. flow diagrams, charts, graphs. 
c. field trips, labs, practical sessions. 
d. discussion, guest speakers. 

 
 



The VARK Questionnaire – English Version Scoring Chart 
 
Use the following scoring chart to find the VARK category that each of your answers 
corresponds to. Circle the letters that correspond to your answers.  
 
e.g. If you answered b and c for question 3, circle R and V in the question 3 row. 
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Question a category b category c category d category 

3 A R V K 
 
Scoring Chart 
 

Question a category b category c category d category 

1 V A R K 
2 R V A K 
3 A R V K 
4 K V R  
5 K V R A 
6 A R K V 
7 V R A K 
8 A V K  
9 K R A  

10 V A R K 
11 K A R V 
12 A R V  
13 R V K A 

 
Calculating your scores 
 
Count the number of each of the VARK letters you have circled to get your score for 
each VARK category. 
 

Total number of Vs circled = 
Total number of As circled = 
Total number of Rs circled = 
Total number of Ks circled = 

 
 
 



Scoring Instructions 
 
Because respondents can choose more than one answer for each question the scoring 
is complex. It can be likened to a set of four stepping-stones across water. 
 

Total

 1. Add up your scores, V + A + R + K =  
 
 
 

2. Enter your scores from highest to lowest on the stones below, with their V, A,  
    R, and K labels. 
3. Your stepping distance comes from this table. 

 
Total of my four VARK scores is My stepping distance is 

10-16 1 
17-22 2 
23-26 3 

More than 26 4 
 
 

    Your first preference is your highest score so tick (check) the first stone as one 
    of your preferences and enter its label on the stone. 
4. If you can reach the next stone with a step equal to or less than your stepping  
    distance then tick (check) that one too. 

 
 
 
 
 
 
 
 
 
 
 
Once you cannot reach the next stone you have finished defining your set of 
preferences. 
 
If you have more than one preference ticked you should read the material on 
multimodal preferences. 
 
If you have checked only the first stone go to the help sheet for that single preference.  
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For those with a Single Preference: 
 
If you have a single preference (V, A, R or K) you may want to find out if your 
preference is mild or strong or very strong. You can use the table below to find out. 
 

• You will need to use your total number of your responses (from step 1 above). 
This is used for finding your place in Column One. Place a ruler on your line in 
Column One. 

• Now you will need to know the difference between your highest score and your 
next highest score. Read across your line until you reach the column that shows 
the difference between your highest and your next highest scores. 

 
Column 1 The difference between my two highest scores was: 

My Total Number of 
responses is: 

Zero. 
They were 
equal 

1 2 3 4 5 6 or 
more 

Less than 17 Multi-
modal 

Multi-
modal Mild Strong Very 

Strong 
Very 
Strong 

Very 
Strong 

Between 17 and 22 Multi-
modal 

Multi-
modal 

Multi-
modal Mild Strong Very 

Strong 
Very 
Strong 

Between 23 and 26 Multi-
modal 

Multi-
modal 

Multi-
modal 

Multi-
modal Mild Strong Very 

Strong 

More than 26 Multi-
modal 

Multi-
modal 

Multi-
modal 

Multi-
modal 

Multi-
modal Mild Strong 

 
 
Result 
 

The strength of my single preference is: 
Mild Strong Very strong 

 
 
Copyright for this version of VARK is held by Neil D. Fleming, Christchurch, New Zealand and Charles C. 
Bonwell, Green Mountain, Colorado, USA. 
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Notes: 



V. TIME MANAGEMENT TECHNIQUES 
 
"Even if you are on the right track, you'll get run over if you just sit there."  
                                                                   -Will Rogers (1879 - 1935)  
 
"Dost thou love life, then do not squander time, for that's the stuff life is made of.”  
       -Benjamin Franklin (1706 - 1790) 
 
“Becoming a world-class figure skater meant long hours of practice while sometimes 
tolerating painful injuries. It meant being totally exhausted sometimes, and not being 
able to do all the things I wanted to do when I wanted to do them.” 
       -Debi Thomas (1967 - ) 
  
Proper use of time is a problem for many students. An excellent solution to this is to get 
organized through time management. Some common misconceptions about time 
management are: 
 

• Time management is common sense and doesn't require much effort 
• I work better under pressure, so time management will be counter productive 
• Time management is too serious and doesn't leave room for fun in life 
• I don't have time for time management techniques  

 
You may have thought of one or more of the above excuses, but now you need to know 
the truth. Time management is the key to college, life, and career success. It is simple, 
but not quite common sense. You may think that you are doing well now, but this 
doesn't mean that you are using your time efficiently. Continue reading to find out how 
you can manage your time and achieve your goals.  
 

 

Managing your time effectively will help you to: 
 

• Be more productive. 
• Reduce your stress. 
• Improve your self-esteem. 
• Balance your life. 
• Establish an important career skill. 
• Reach your goals. 

 
In short, managing your time helps you learn more and exert greater control over your 
activities and life. Remember your values and goals? If you haven't done your values 
and goals assessment, refer back to pages 12-13. You need to know what your values 
and goals are in order to effectively manage your time.  
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Avoid Time Wasters  
 
There are many people and things that compete for your attention and 
time. Avoid letting time wasters control your life. If you find yourself 
loosing time, then you may need to learn some self-discipline. The 
following are a few common time wasters followed by techniques for 
better self-discipline: 
 

 
• Not being able to say "NO" to requests. You may be wasting your time on low 

priority items and ignoring higher priority items simply because you cannot say 
"NO." Saying "NO" takes practice, but it will save you time and help you stick to 
your plan in the long run. 

• E-mail and instant messenger interruptions. Consider modifying your 
computer settings so messages don't pop up while doing homework on the 
computer (such as writing a paper or doing research online). Set aside specific 
times during the day to check email instead of when email instantly arrives.  

• Telephone and cell phone interruptions. Screen your incoming calls through 
your answering machine and return calls at a more convenient time. Put your cell 
phone on silent or turn it off while you study.  

• Procrastination. The avoidance of a task is often labeled as procrastination. 
However, there may be several psychological and emotional attachments to the 
process of avoiding something. Check out the University of Illinois website on 
procrastination: http://www.couns.uiuc.edu/Brochures/procras.htm  

 
Getting Started: Daily ABC's  
 
The use of a to-do list is the first step toward organizing your time. You can keep track 
of what you have accomplished on a daily basis. When you write your tasks down, then 
you don't have to rely on your memory. The ABC approach is based on a task rating 
system. 
 

 

• A's on your list are those things that require immediate action.  
• B's on your list are important tasks, but could be postponed. 
• C's on your list do not require immediate attention (i.e., small tasks). 

 
Follow these steps: 
 

• Create your list of items to complete for the day. Also consider long term and 
short term goals.  

• Rank these items according to the ABC method. 
• Focus on completing A's before B's. C's can wait to be last.  
• As you complete the tasks, cross them off your list. 
• At the end of the day, evaluate your list. 
• Did you complete your tasks according to your list of priorities? Look for items 

that repeatedly end up as B's or C's on your list that remain uncompleted.  
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• Consider moving these items to the A spot or dropping them altogether. Also, 
consider changing an uncompleted A item to a B or C level priority. 

• Allow yourself to make mistakes, because this process will take you a while 
before you get the hang of it. Soon, this plan will become so natural that you'll 
know how to rank your tasks without even thinking about it. You'll be able to 
adjust your priorities before they become problems.  

 
Long Term Schedules: Daily, Weekly, and Semester  
 
Above you learned about one approach to organizing your daily 
schedule. There are several approaches and you may invent an 
approach that works best for you. Your daily goals and/or tasks should fit 
into the long term plan. The following are options for long term 
schedules: 
 

• Master Semester Schedule: On this schedule, list major deadlines for the whole 
semester: quizzes, mid terms, finals, papers due, etc., so you can see at a 
glance on one page what is due and when it’s due. This allows you to plan 
ahead, begin assignments early, and avoid last-minute cramming. Consider 
purchasing an academic year planner from the bookstore or creating one of your 
own. Try downloading the MiraCosta College Academic Year Calendar: 
https://www.miracosta.edu/Instruction/Downloads/CAL0607.pdf. (See page 27 for 
as sample master semester schedule.) 

• Master Weekly Schedule: At the beginning of each semester, develop a typical 
weekly schedule reflecting when your classes meet, what hours each day you will 
study (allow 2 hours of study for each hour in class), and when you work, if you 
have a job. Also, plan time for eating, sleeping, relaxing, and exercising. 
Consider purchasing an academic year planner from the bookstore or creating 
one of your own. (See page 28 for a sample master weekly schedule.)  

• Daily Schedule: Use an appointment book or planner to write down specifically 
what you need to study each day and what tests or papers are coming up. Use 
the ABC method to prioritize. Also, enter appointments you need to remember 
such as tutoring sessions, doctors’ appointments, and work. Fill out your planner 
for a week at a time, and carry it with you. Consider purchasing an academic 
year planner from the bookstore or creating one of your own. 

 
Here are steps for making a workable schedule:  
 

• Schedule according to priority (e.g. use ABC method).  
• Avoid too much detail: over-organization wastes time; the chances of following a 

highly detailed schedule are very slim.  
• On the other hand, avoid an overly general schedule: use every hour.  
• Schedule time for sleep: learn your sleep pattern; study when you are naturally 

awake.  
• Figure out and utilize the times during the day or night when you are most 

efficient. (Note: Research shows that most people can get done as much in one 
hour during daylight hours as they can in 1-½ hours at night.)  
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• Study difficult (or boring) subjects first. We tend to study what we like first, yet the 
courses we find most difficult require the most creative energy. Save the subjects 
you enjoy for later.  

• Find out how long and when to study for each class. In general, plan on about 2 
study hours for each hour in class.  

• For recitation classes, which involve rote memory, space short practices over the 
course of the day, including just before class.  

• For lecture classes, study right after class to increase your retention (even a 10-
minute review will help).  

• For large projects, which involve developing and organizing overall relationships 
(such as writing a paper), study over a longer period of time.  

• In general, do not study longer than 50 minutes without a 10-minute break.  
• Try using quick review just before you go to sleep in order to increase retention.  

 
Some Final Tips 
 
Once you have implemented the above schedules, you must learn to make the most of 
your allotted study time. Have an agenda for each study period. Be specific about the 
task you hope to accomplish during each planned study period. Then, devote all your 
energy to that subject. Stop studying if your attention persistently wanders. Study when 
you will be alert. Beds, easy chairs, and sofas send the wrong message to your body. 
Learning requires energy. Give your body a message that energy is needed. Study at a 
desk, a table, or the library. Have plenty of drinking fluids near you when studying. If you 
have a day which is especially busy, here are some hints for studying on the run: 
 

• Paste or tack small metal or plastic clips near mirrors and on walls at eye level. 
Insert cards with key notes, words, or formulas written upon them. 

• Record notes on cassettes and listen to them while you get dressed, do dishes, 
drive, etc. 

• Review your notes or memorize from flash cards when walking between classes 
or waiting for class to start.  

• Use your lunch time for review, but remember to eat. 
 
Additional Readings: Ellis, D. (2003). And, Santrock, J. W., & Halonen, J. S. (2007).  
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MASTER SEMESTER SCHEDULE 
MONTH 1 MONTH 2 MONTH 3 MONTH 4 MONTH 5 

August / January September / February October / March November / April December / May 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

    

 
List major deadlines (test dates, papers due, etc.) under the appropriate month.  For example, in Month 3 (October for fall, March 
for spring semester), you might list “History 100 midterm on 15th, “ “English 100 paper due on 20th, “ and so on. 
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MASTER WEEKLY SCHEDULE 
 

Hour Monday Tuesday Wednesday Thursday Friday Saturday Sunday 
7am 

 
       

8am 
 

       

9am 
 

       

10am 
 

       

11am 
 

       

12pm 
 

       

1pm 
 

       

2pm 
 

       

3pm 
 

       

4pm 
 

       

5pm 
 

       

6pm 
 

       

7pm 
 

       

8pm 
 

       

9pm 
 

       

10pm 
 

       

11pm 
 

       

On this schedule, enter: 
1.  Days and times your classes meet. 
2.  Hours you work if you have a job. 
3.  Study times (allow 2 hours of study per week for each unit of credit, e.g. 9 units=18 hours/week  

needed for study). 
4.  Time for meals, leisure, laundry, etc. 
 



VI. PRINCIPLES OF MEMORY 
 
"Study without desire spoils the memory, and it retains nothing that it takes in.” 

-Leonardo Da Vinci (1452 - 1519)  
 

 

The following principles and techniques will help you recall specific 
facts and details that are necessary to do well in your classes. 
However, in addition to having a good memory, you will also need 
to develop a deeper level of understanding (e.g. knowing the 
"why" and the "how") in order to succeed in college courses. 
These principles will help you bring ideas and concepts into your 
long-term memory. 

 
Authors Santrock and Halonen (2007) provide specific tips on how to improve your 
memory (p. 170): 
 

• Adopt the Right Attitude. New information is challenging to memorize. 
Approach new material with a positive attitude. Engage your material with a plan, 
an objective, and specific learning goals. How is the course material relevant to 
your everyday life, to your major, to becoming a more educated person, to 
understanding the world? It is easier to remember material if it is meaningful to 
you, but you need the right attitude first.  

• Pay Close Attention. Guard against distractions. Concentrate on one subject at 
a time. Study more difficult subjects first, because they require more energy. 
Save the easier or more enjoyable subjects for last. When you are determined to 
remember, your attention will be better concentrated and you will tend to 
remember more effectively. 

• Involve Yourself in Your Studies. Look for and create personal connections 
with your material. The more associations you make with the material the easier 
it will be to recall. The following questions will help you make connections and 
think more critically about the material: 1) "Have I ever seen this concept 
before"? 2) "Do I like or dislike the ideas?" 3) "What are some practical examples 
of the concept"? and 4) "Are there other ways to explain the concept"? 

• Create Memory Prompts. Ideas and concepts can be organized in a tree 
diagram or concept map to help provide a visual schema. If you are a visual 
learner, then this will be extremely helpful to you. These visual representations 
allow for material to be grouped into similar categories, concepts, ideas, and 
prioritized in order of importance or chronological occurrence.  

• Use Mnemonics. These are strategies that expand visual and auditory 
associations to ideas and concepts. A list of Mnemonic devices are provided 
below. Mnemonic devices may take time to create, so keep this in mind if you 
decide to create one.  

• Use Props. Design and use flash cards and take them everywhere you go. Flash 
cards are small and conveniently transportable. You can review them while on a 
walk, in a store line, at the laundromat, before class, during break, or while 
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waiting at the doctor’s office. Consider recording ideas and concepts on 
audiotape or audio file to be reviewed on audio devices such as a cassette tape 
player, compact disc player, or computer. Do not overload flash cards or audio 
files with too much information. Put just enough information to help jog your 
memory.  

• Strive to Overlearn. At the point you think you know the material really well, 
push yourself to study just a bit longer. This will help you avoid partial memory. 

• Exploit Situational Cues. If possible, when taking an exam, sit in the same seat 
you regularly sit in during class.  

 
Mnemonic Devices 
 
Mnemonics (pronounced "ne MON iks") are unusual techniques to aid the 
memory. According to Gardner, Jewler, and Barefoot (2007), these 
strategies tend to fall into four categories (p. 153):  
 

• Acronyms. Making a word using the first letter from each word that needs to be 
remembered. This only works when the list is fairly short and when the order of 
the words can't be shifted. For example, the Free Application for Federal Student 
Aid can be remember by FAFSA. Other examples include: NATO, NAACP, 
NASA  

• Acrostics. A verse in which certain letters of each word or line form a message. 
For example, the following is an acrostic to remember the division of the animal 
kingdom:  
Kingdom, Phylum, Class, Order, Family, Genus, Species  
King Paul Called Out For Gus and Sam  

• Rhymes. They can be said or sung. For example, to remember the number of 
days per month, you may recall the following rhyme: "Thirty days hath 
September, April, June, and November. All the rest have thirty-one, excepting 
February alone. It has twenty-eight days time, but in leap years it is has twenty-
nine." 

• Visual Methods. Associate words, concepts or stories with visual images. The 
more outrageous the image, the more likely you are to remember it. For example, 
you may associate an image of a pink elephant with the concept of denial. 
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VII. LISTENING AND NOTE TAKING SKILLS 
 
This section will help you learn how to listen more effectively in class. You will also learn 
about different note taking skills and information organization strategies. The following is 
an index of the subsections: 
 

• Classroom Listening Skills (p. 31) 
• Effective Note-Taking Skills (p. 32) 
• Using Abbreviations and Symbols (p. 35) 
• Taking Notes in Science and Mathematics Courses (p. 35) 
• Example - Cornell Note-Taking Format (p. 37) 

 
Classroom Listening Skills 
 
"So when you are listening to somebody, completely, attentively, then you are listening 
not only to the words, but also to the feeling of what is being conveyed, to the whole of 
it, not part of it."                    -Jiddu Krishnamurti 
 

 

Listening in class is different than listening to the radio, the TV, or to a 
friend. It requires more focus. Knowing how to listen in class will help 
you gain more from what you hear, and understand better the concepts 
being presented. Listening critically will also help you save time (e.g., it 
will allow you to take better notes so you can more efficiently review 
material later).  

 
One of the most important steps to effective listening is to physically set yourself up to 
receive the information comfortably. In other words, set up your situation to maximize 
the possibility of hearing and staying in touch with the presentation. Your eyes, ears, 
and brain are parts of your listening apparatus. Take the following steps to insure the 
operation of each apparatus: 
 

• Be rested enough for your brain to function.  
• Maintain eye contact to keep listening.  
• Block out the noise and distractions by sitting where you will be least bothered: 

the front row.  
• Shift around in your seat to help the blood flow in your body. Don't sit stiff or 

frozen.  
• If you can't hear what is being said, by all means, move away from the problem -- 

human or mechanical.  
 
Now that you are physically ready to listen, Gardner, Jewler, and Barefoot (2007) 
provide some helpful suggestions on how to listen critically (p. 109): 
 

• Be ready for the message. Do the assigned reading before class, so you can 
anticipate what the professor may lecture about. You will also be able to focus 
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better on material that the professor presents that is not included in the text. In 
addition, this will allow you to organize your note-taking more efficiently.  

• Listen to the main concepts and central ideas, not just to fragmented facts 
and figures. Strive to understand the material through listening and by putting 
things into context. Otherwise you will only have a surface level understanding of 
concepts and ideas.  

• Listen for new ideas. Even if you think you know something about a particular 
subject, there is still more you can learn to have a deeper understanding.  

• Really hear what is said. Listening involves hearing the intended message. 
Avoid getting distracted and save judgments for later. As a student you must be 
able to think critically (i.e., ask questions).  

• Repeat mentally. Think about the message you hear and rephrase it in your own 
words, silently in your head. Ask for clarification if you have trouble translating 
the message into your own words. It is okay to ask for clarification. You are 
responsible for knowing the information, so it’s completely acceptable to ask for 
clarification.  

• Decide whether what you have heard is not important, somewhat 
important, or very important. Not all the information you hear will be important. 
If it is important, write it down using one of the note-taking methods presented 
below.  

• Ask questions. No one else will ask questions for you. Take responsibility for 
your own education. Ask questions to clarify messages and to critically examine 
the material presented.  

• Listen to the entire message. The message is part of a larger idea or concept. 
It helps to get all the details before dissecting "the big picture."  

• Respect your own ideas and those of others. You have something valuable to 
contribute and so do others. If you are too busy dismissing ideas, you'll end up 
censoring yourself and others, which will constrict your ability to learn. Allow 
yourself to participate, hear what others are saying, and contribute your thoughts 
as well.  

• Sort, organize, and categorize. Tie what you hear to what you already know. 
Make associations to help you recall the information easily. How does what you 
learn fit into your life? Take an active role in your learning process by listening 
critically.  

  
Effective Note Taking Skills 
 
"The palest ink is worth more than the most retentive memory." 
                                                                       -Chinese Proverb 
 
The act of note-taking engages you in analytical and practical thinking. In 
combination with memory and listening skills, note-taking helps you 
maximize your retention of information. Notes will help you organize ideas 
and concepts in a way that you understand because you created it. We 
suggest the Cornell Method for note-taking and provide a detailed account 
for how to implement it below. See an example on page 37. 
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Cornell Method of Note-taking 
 
The Cornell method of note-taking has five parts, known as the 5 R's:  
 

• RECORD your notes, in phrase outline form.  
• REDUCE them to a recall column.  
• RECITE them to learn them.  
• REFLECT on them to integrate them.  
• REVIEW them to keep from forgetting.  

 
For an example of Cornell Notes see page 37. Here's how to use this system: 
 

I. Before the Lecture 
• Read the text assignment before class so that you are familiar with the topic 

before the lecture.  
• Review your notes from the previous lecture.  

 
II. During the Lecture  
 
Record

• Use a large loose-leaf notebook (3-hole binder). This allows you to remove 
pages easily and insert handouts.  

• Label and date your notes.  
• Create a two-column page format with the left one-third of the page for a recall 

column and the right two-thirds for a record column.  
• Write your notes in the Record column.  
• Avoid writing down every word; use phrases to save time. The outline format 

helps you organize the lecture material as you are taking notes.  
• Use abbreviations to save time.  
• Avoid crowding the page--leave blank lines between topics.  
• Write legibly, in pencil. Do not plan to take the time to re-write your notes later.  
• Copy down everything on the board.  
• Tips for listening to lectures:  

o Concentrate on the lecture, not the idiosyncrasies of the instructor.  
o Strive to capture main ideas; avoid too much detail.  
o To help you pick out important points: Listen for words that signal special 

emphasis, such as "therefore," "first," "second," "third," "to summarize," 
etc. Listen for voice inflections and gestures which signal important ideas, 
such as emphasizing a point with hand gestures or an emphatic tone of 
voice.  
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III. After the Lecture
• Fill in your notes as soon as possible after the lecture, while information is still 

fresh in your mind:  
o Fill in any blank spaces (check the text for help, or ask you professor).  
o Check and correct the spelling of words you weren't sure of in class.  
o Add any detail needed to make your notes understandable both now and 

later in the semester when you review them.  
o Emphasize important items visually by underlining or boxing them in using 

a colored pen.  
• Now, reread your notes at least once to understand and process the information. 

Immediate review results in better retention than review after a long period of 
time. Unless a student reviews within 24 hours after the lecture or at least 
before the next lecture, his/her retention will drop and he/she will be 
relearning rather than reviewing.  

 
Reduce  

• Using the recall column you have created on the left one-third of the page, 
reduce the information in your notes to key points and terms by writing these in 
this column in the form of a brief self-quiz.  

 
Recite

• Cover your notes in the record column on the right side of the page.  
• Take the quiz in the recall column. Answer the questions in writing and out loud 

to help fix the information in your memory. Reciting is the most important part of 
learning information. Without it, you will not know the material well enough to 
recall it on a test. Half of your study time should be spent in recitation.  

• Check your quiz answers and retake any parts you did not know. Keep quizzing 
yourself on your notes in this way until you know them.  

 
Reflect

• Now contemplate your notes. Think about how they tie in with the textbook 
readings and with earlier lectures. Try to see connections, relationships, and the 
bigger picture.  

 
Review
Review your notes in three ways to avoid forgetting the material and to prepare for 
tests:  

• Immediate review--before the next lecture.  
• Periodic review--before each test as a way to study for the test. Notice that with 

the Cornell system, you are learning your notes as you go along through the use 
of recitation and the recall column. Studying for tests will now consist of 
reviewing material rather than having to learn it for the first time. No more need 
for cramming!  

• Final review--before the final exam, review all your notes for the semester. As 
you do so, see how all the information relates; grasp the overall picture as well as 
reviewing the details.  



Using Abbreviations and Symbols  
 
Using abbreviations when you record your notes saves time. Make up your own, spell 
them the same way each time to avoid confusion, and use any of these suggestions 
also:  
 

• Omit "a," "the," and unimportant verbs, such as forms of "to be."  
• Omit periods in standard abbreviations, e.g., NYC, dept, etc.  
• Eliminate final letters of words; use just enough of the beginning of the word to 

form a recognizable unit, e.g., poli., demo., subj., bio., intro., indiv.  
• Omit vowels from the middle of words; retain only a consonant skeleton of the 

word, e.g., bkgrd., prblm.  
• Use apostrophes to show omitted letters, e.g., gov't, cont'd.  
• Write out the term initially; subsequently write abbreviation, e.g., "Modern 

Massachusetts Party," then MMP.  
• Use symbols for common transitional words; e.g., & (and), w/ (with), w/o 

(without).  
• Use engineering and math symbols; e.g., = (equal), ≠ (unequal), > (greater than), 

f (frequency), R (rate). 
 

If you are likely to forget what an abbreviation means after a few days, fill in the word in 
full when you fix up your notes after the lecture. 
 
Taking Notes in Science and Mathematics Courses  
 
Note-taking in science and mathematics courses requires a different 
approach in addition to the above note-taking methods. Many of these 
courses build upon each other from term to term. For example, at 
MiraCosta College you may take the Calculus & Analytic Geometry 
sequence that begins with Math 150, then 155, and finally Math 260. 
You will most likely need to refer back to your notes from Math 150 
when taking the higher level courses in the sequence. The following two 
lists represent a summary of suggestions provided by Gardner, Jewler, 
and Barefoot (2007, p. 117-118): 
 
Organization of Notes: 
 

• Keep and organize your notes and handouts from previous classes in a separate 
three-ring binder for each course. Label the binders and refer to them when 
necessary.  

• If your professor has a website, download notes, outlines, or diagrams, charts, 
graphs, and other visual representations of the material before class and take 
them with you.  

• Take notes only on the front side of each piece of loose-leaf paper. The back of 
the paper can be used to add more information if necessary such as annotations, 

35 
 
 



36 
 
 

corrections, comments, questions, or a summary of each lecture.  
• Take notes in pencil or erasable pen. Keep notes neat. Use colored ink to add 

other details later.  
• Organize notes chronologically in your binder. Create seperate sections for 

different material such as homework, lab assignments, returned tests, class 
handouts, and class notes.  

• Label handouts that are distributed in class and put them in your binder 
immediately. Consider buying a portable three-ring hole punch.  

• Keep your binders until you graduate (or even past graduation, depending on 
your future plans). There are several tests for graduate school and other 
professional schools that may require math and/or science competence. Your 
notes will help you review for these exams.  

 
Specific recommendations for note-taking:  
 

• Write down any equations, formulas, diagrams, charts, graphs, and definitions 
that the instructor puts on the board or screen.  

• Quote the instructor's words precisely to the extent possible. Technical terms 
often have exact meanings and cannot be paraphrased.  

• Use standard symbols, abbreviations, and scientific notation.  
• Write down all worked problems and examples, step-by-step. They often provide 

the template for exam questions. Actively engage in solving the problem yourself 
as it is solved at the front of the class. Be sure that you can follow the logic and 
understand the sequence of steps. If you have questions that you cannot ask 
during lecture, write them down in your notes so that you can ask them in 
discussion, lab, or during the instructor's office hours.  

• Listen carefully to other students' questions and the instructor's answers. Take 
notes on the discussion and during question-and-answer periods.  

• Use asterisks, exclamation points, question marks, or symbols of your own to 
highlight important points in your notes or questions that you need to come back 
to when you review.  

• Refer back to the textbook after class; the text may contain more accurate 
diagrams and other visual representations than you are able to draw while taking 
notes in class. If they are not provided in handouts or on the instructor's website, 
you may even want to photocopy diagrams from the text and include them with 
your notes in your binder.  
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Example - Cornell Note-Taking Format 
 

Subject: Notetaking       Date: 11/18/06 
 

Main Ideas Details 
 

Concept 1 
 
 
 

Concept 2 
 
 

… 
 
 
 

Should be  
2 ½ inches wide 

 
 
 
 
 

 
 

 
Detailed notes about concept 1. 
 
 
 
Detailed notes about concept 2. 
 
 
… 
 
 
 
Use right hand side of paper to write notes. 
Should be 6 inches wide. 
 
 
 
 
 
 
 
 
 
 
 
 
 

Summary:  
 
The Cornell method is best when the information is given in a sequential, 
orderly fashion and allows for more detail.  Summarize the concepts 
above in your own words in this lower section. Should be about 2 inches 
tall. 
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Notes: 



VIII. READING SKILLS: SQ4R AND 
OTHER READING METHODS 

 
"Reading furnishes our mind only with materials of knowledge; it is thinking that makes 
what we read ours."                        -John Locke (1632 - 1704) 
 

 

This section will provide you with useful strategies for reading 
textbooks. Your college courses will require you to read several 
textbooks. It may seem overwhelming at first, especially if you don't 
have an action plan approach. Read this section carefully and refer 
back to it from time to time. Reading effectively is a skill that needs to 
be practiced. Soon you will have it down; in the meantime, don't be 
discouraged by the amount of time it will take you to read. 
 

• First Steps to Consider (p. 39) 
• How to Read for Different Subjects (p. 39)  
• SQ4R Method (p. 40) 
• Additional Reading Methods and Resources (p. 61)  

  

First Steps to Consider 
 
Gardner, Jewler, and Barefoot (2007) provide some useful first steps to consider before 
reading (p. 131): 
 

• Find a study location that is free of distracting noises. Consider studying in the 
Library.  

• Read in shorter periods of time throughout the day instead of cramming a large 
chunk of reading at the end of the day. Consider reading in 15 minute intervals 
during breaks, before and after class.  

• Set goals. For example, tell yourself that you will read at least 20 pages of a 
particular chapter and then complete that goal.  

• Stretch and walk around frequently. Keep your blood circulating, otherwise you'll 
feel tired and weak.  

• Use a reading method to help you understand the material you are reading.  
• Try increasing your reading rate by moving your eyes more quickly over 

material by focusing on phrases instead of individual words.  
• Pay attention to the important parts of the text (e.g. first and last sentences of 

paragraphs, and words in italics or bold).  
• Use a dictionary and/or a glossary in the text to help define unfamiliar words.  

 
How to Read for Different Subjects 
 
How is reading a Science textbook different than reading a Humanities textbook? Here 
are useful tips summarized from Gardner, Jewler, and Barefoot (2007): 
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• Math Texts: Math texts usually contain many symbols and very few words. It is 
especially important to pay attention to definitions. Read slowly, so you can 
digest the information better. Math is built on definitions. If you get stuck, look at 
a sample problem and work through the problem step-by-step and check your 
work against that of the text. Read unassigned problems to get a sense of 
different examples. Don't just memorize information; spend time understanding 
the problem and its solution, step-by-step.  

• Science Texts: Science texts can be either math-based (e.g. physics) or text-
based (e.g. biology). Regardless, it is important to know the organization of the 
text. Review the table of contents and the glossary and check the appendices. 
Science texts have a lot of definitions and it is important that you establish a 
method to retain the information while understanding the concepts at a deeper 
level. It is best to outline the text chapters by identifying main topics, subtopics, 
and definitions. Compare your notes with others in your study group.  

• Social Science Texts: Social science texts can be read like text-based science 
books. The social sciences include sociology, psychology, anthropology, 
economics, political science, and history. These texts will contain definitions to 
words, "concepts," that are unique to the particular field of study. The material is 
based on research and theory, but will contain more differences in opinions and 
perspectives than in math or science texts. It is important for you to understand 
that different opinions and perspectives can be drawn from the same theory or 
research.  

• Humanities Texts: The humanities include philosophy, religion, literature, music, 
and art. These texts usually provide facts, examples, opinions, and original 
material such as stories or essays. Through reading you will be asked to identify 
the central themes and/or characters.  

• Primary Source Material: Your textbooks will often refer to primary sources, or 
original work. They may be in the form of journal articles, research papers, 
dissertations, or original essays. They can be found in your library and/or on the 
internet. These sources will give you a deeper understanding of the concepts and 
ideas referenced in your textbook. The language used in primary sources is often 
hard to understand. Try reading the abstract and the discussion section if 
possible to get a summary of the concepts.  

 

SQ4R Method  
 
The SQ4R method is a six-step strategy for study reading which will increase your 
reading comprehension, concentration, and retention. The six steps of this method are 
Survey, Question, Read, Recite, Record, and Review.  
 
S = Survey: Surveying means looking over the material before you read it. Surveying 
allows you to quickly understand the basic organizational structure and major points of 
any reading material. Both your comprehension and your retention will improve because 
you will get an overview of the concepts presented in the material prior to reading it. 
 
Here are the things to survey in a textbook: 
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Beginning  

• Covers: title, author (background?), copyright date  
• Preface and/or Introduction  

 
Structural Clues  

• Read the Table of Contents and/or the index. Observe how the chapters are 
organized and how this might make reading and studying easier.  

 
End  

• Summaries and Questions: notice if there are summaries and questions at the 
end of each chapter.  

• At the back of the book: look over appendices, glossaries, indexes, 
bibliographies, etc.  

 
Here are things to survey in a chapter or article:  
 
Beginning  

• Titles and/or subtitles  
• Introduction  

 
Structural Clues  

• Notice how headings and subheadings organize the material. Look at charts and 
pictures. Read these to get an idea of major topics the chapter or article will 
cover.  

 
End  

• Summary or Conclusions: Read this before you read the chapter or article to 
preview what the chapter is about.  

• At the end of the chapter or article: bibliography, questions, etc.  
 
Q = Question: Questioning is a means by which to become an active, more effective 
reader. The questions you formulate help you stay alert through the complicated 
reading. After surveying the reading material, you can decide what you want to learn. 
Your questions may be concerned with specific facts or broad generalizations. The 
purpose of questioning is to get your brain involved in the assignment. Questions aid 
concentration and motivation by stimulating your curiosity: the satisfaction of finding 
answers strengthens retention of information. Follow these directions:  
 

• Ask yourself what you want to learn from an assignment before you begin 
reading.  

• Read and think about the questions at the end of the chapter or in your 
assignment, if any.  

• Turn the headings and subheadings in the reading material into questions. For 
example, if you're reading part of a chapter called "Keys to College Success," 
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ask yourself, "What are the keys to college success?"  
• Keep these questions in mind as you read and try to answer them.  

 
R = Read: Now you are ready to read the material closely. The appropriate method for 
reading is part-by-part; don't read the whole assignment at once. The parts can be as 
short as a paragraph or as long as a section under a major heading. Do not go on to the 
following section until you fully comprehend the first. Keep these guidelines in mind: 
  

• Visualize the material. Form mental pictures of the concepts as they are 
presented.  

• Read out loud, especially if the material is very complicated.  
• Use your five senses. Imagine how it would feel, smell, sound, etc.  

 

R = Recite: Reciting, or quizzing yourself, will help you remember what you have just 
read. This technique helps transfer the material from your short-term to your long-term 
memory. According to many learning specialists, reciting is the most powerful learning 
technique one can use. One half of your study time should be spent in recitation. After 
reading a section, close the textbook and answer your question. If you could not find the 
answer to your question, then your question may be too broad. Create a more specific 
question and find an answer to that one. While reciting, practice the following 
techniques: 
 

• Recite Aloud: Simply cover up what you have read and vocalize (internally or 
externally) the main ideas in your own words.  

• Recite by Writing: After finishing a section, jot down brief notes in your own 
words, preferably in abbreviated outline form.  

• Talk About Your Reading: Form a group and practice teaching each other what 
you have read. One of the best ways to learn anything is to teach someone else.  

 
R = Record: Recording will help you organize your understanding of the reading 
material. Some common methods are to highlight and/or mark the text, or take notes, or 
some combination of both. This step should only be completed once you have fully 
understood the material first through recitation. 
 
R = Review: Reviewing helps you to tie together what you have read, to consolidate 
ideas, and to retain the information longer. 
 
There are 3 major reviewing methods:  
 

• Immediate review: After your part-by-part reading, recitation, and recording, 
review the entire chapter or assignment to see the big picture and how all the 
material fits together.  

• Periodic review: Perform a periodic review at least once a week. Before a test, 
review your notes or underlining. Quiz yourself again; one recitation is not 
enough to memorize the material permanently. Also, review the previous chapter 
or chapters before you start your next assignment.  
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• Final Review: Before the final exam, review all the material for the semester to 
tie all the information together and prepare for the exam.  

  
Adapted from: Learning Services (2004).  
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Notes: 
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IX. PREPARING FOR EXAMS:  
DEALING WITH TEST ANXIETY 

 
"Learn from the mistakes of others--you can never live long enough to make them all 
yourself."                                                         -John Luther 
 
"Our greatest glory is not in never failing, but in rising every time we fall." 
                                                                -Confucius (551 BC - 479 BC)  
 
This section will help you prepare for exams and learn how to deal with test anxiety. The 
structure for this section is the following:  
 

• Preparing for and Taking Examinations (p. 45) 
• Key Words (p. 49) 
• Test Anxiety (p. 51) 
• Integrity in Test Taking (p. 53) 

 
Preparing for and Taking Examinations 
 
The structure of this subsection is as follows: 
 

• Preparing for the Examination in General (p. 45) 
• How to Study for and Take an Essay Test (p. 47) 
• How to Study for an Objective Test (p. 47) 
• How to Study for Math & Science Tests (p. 48) 

 
Preparing for the Examination in General 
 

• Study throughout the term, not just before each test. Avoid last-minute cramming. 
Use time management strategies to plan ahead and stay on task.  

• Be sure you learn what you study through lots of recitation (self-quizzing). 
Overlearn so that you will not forget.  

• Review each subject at least once a week.  
• Create study checklists. Your professor may provide one for your class. If not, 

then ask the professor what you should expect to see on the test and/or show 
her or him your own study guide and confirm if you are on the right track. Try to 
anticipate what the test will contain. Write sample test questions.  

• Be physically prepared by getting enough sleep, eating properly and getting 
exercise. Be relaxed at the time you come to the test. Mild exercise or some 
other relaxing diversion just before the test will help.  

• Study with people. Form a study group. Test each other, practice teaching each 
other, compare notes, brainstorm test questions, set an agenda for your 
meetings, pair off to review material, report your findings to the rest of the group, 
and use the group for support in personal areas as well.  
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Taking the examination 
 

• When you enter the classroom, remind yourself that you feel confident and 
relaxed. Avoid last-minute studying and shut out the conversations of others who 
are doing this. Use the time to quiet yourself and to stay relaxed.  

• Know what you are asked to do. Ask questions about time allowed, penalties for 
guessing, number of points for each type of question or problem, etc.  

• Survey the test.  
• Estimate your time per point. Allow review time at the end.  
• Read the directions carefully.  
• Do the easy questions first; an "easy" point counts as much as a "hard" point and 

generally takes less time. You may not have enough time, so get the most points 
in the time allotted.  

• Look for clues. Look for grammatical clues, "pat" associations, relative and 
absolute statements, and other giveaway signs. Eliminate alternatives which are 
obviously wrong, but watch out for tricky items.  

• Unless penalized, answer all questions. Don't leave any blank. 
  
You should guess IF:  

 
• There is no penalty.  
• The penalty is no greater than the chance factor.  
• You can eliminate some of the decoy items, so that your chances of guessing 

wrong are less than the penalty.  
• The penalty is not severe and you have a very strong "hunch."  
 
Check your work 

 
• Review your answers carefully. Look out for mistakenly marked answers.  
• Do not change an answer without a sound reason. Answers changed in panic are 

usually changed to wrong! The first hunch is usually better than the second.  
• Use the full amount of time allotted, unless you are certain you have answered 

everything as completely and accurately as you can. Do not hurry to leave 
because others are leaving. Remember: it doesn't take long to flunk a test.  

 
When you get your examination back 

 
• Analyze what you did wrong and why.  
• Did you rush through the directions? Did you mark the scantron sloppily? Did you 

study the wrong things? Did you change answers frequently?  
• Note what you did right. Next time you face an exam, consciously watch yourself 

for the weakness you noticed before and try to repeat the things you did right.  
• Check the point total to make sure it is right. Look for mistakes in grading.  
• Discuss with the professor on how to improve.  
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How to Study for and Take an Essay Test 
 

• Know what to expect. Try to determine from the instructor, in advance, the 
general structure of the test.  

• Organize your material for studying. After you know what to expect on the test, 
begin planning how to get the material organized properly for memorizing and 
understanding.  

• Outline an answer for every potential test question you identify. Try to write 
several major points for each question, particularly for the most important 
questions.  

• Start to memorize beginning first with the outline.  
 

Taking the test  
 

• Be sure you know the meaning of the question. Read all questions first. This will 
help avoid overlapping answers.  

• Decide on the best outline to use. Sometimes the question itself suggests a good 
outline, but often this is not the case. The outlines you have prepared will be 
helpful.  

• Write down your outline before you begin to write.  
• Estimate quickly the amount of time you should budget for answering each 

question.  
• Notice how much grading weight is given to each item.  
• Write your answers as quickly and neatly as possible. Don't spend too much time 

on one question.  
• Use extra time judiciously. If you work rapidly (yet neatly) and your answers have 

been thought out and well organized, you almost always will finish with time to 
spare. Use extra time to add supplementary information to the answers given in 
the space provided for them at the end of each question. You should also reread 
the examination to eliminate grammatical and technical errors. Be sure that your 
name is on the paper.  

 
When you get the test back 

 
• See where you lost points and why. Use this knowledge to help you prepare for 

the next test. Discuss with your professor about how you can improve.  
• Study the instructor's comments so that you will know what is expected next time.  
• Are your writing skills good enough? If there is a problem, you may need to 

consider taking an English course to improve in this area. Good writing skills are 
needed for most college courses, so address this early in your college career.  

 
How to Study for an Objective Test  
 
Objective tests are those with multiple-choice, true/false, matching, or short answer 
types of questions.  
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• The question and answer approach is best. As you read through the 

assignment, identify points which seem to be important and which might lend 
themselves to an objective test question item.  

• Read for an understanding of the whole. Although the question-and-answer 
form of study is appropriate for objective tests, it should be remembered that it is 
quite possible for the professor to ask questions which compare widely separated 
pieces of information or theories. Thus, don't neglect to read for an 
understanding of the whole.  

• Read all the material, but share the question-writing task. Get together with 
friends in an organization session and divide up the different reading sections for 
a more intensive identification of possible test questions.  

• Save the last week before the test for review and drill.  
• Drill until you overlearn the material.  
• Taking the test. When you get the test, survey it quickly and budget time for 

each section according to point values.  
• A rule for changing answers. Go back to the items you were not sure of. Leave 

the answer as it is unless you are very sure that there is a better answer.  
• Check your work.  
• Use all the time you need. Pay no attention to early finishers--maybe they didn't 

know all the answers.  
• When you get the test back, correct wrong answers and learn from your 

mistakes. See a tutor if you need help understanding something.  
 
How to Study for Math and Science Tests (Ellis, 2003, p. 183)  
 

• Translate problems into English. Putting problems into words aids your 
understanding, especially if they contain symbols.  

• Perform opposite operations. Check to see if you did the right operation by 
doing the opposite. For example, if the problem involves multiplication, then 
check your work with division.  

• Use time drills. Practice working problems fast.  
• Analyze before you compute. Estimate what the answer might be, then you will 

know if your answer is correct after you compute it.  
• Make a picture. Draw diagrams or pictures about the problem to help unblock 

your mind.  
• Estimate first. Does your answer come close to your estimate? If not, then you 

probably did something wrong. Check your work.  
• Check your work systematically. Ask yourself: Did I read the problem 

correctly? Did I use the correct formula or equation? Is my arithmetic correct? Is 
my answer in the proper form? Does the answer make sense?  

• Review formulas. Ask the professor if he or she will allow you to write down the 
formulas on a sheet of paper so that you can use it as a reference during a test.  
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Key Words in Exams 
 
The following words are often used in the instructions for essay test questions. Observe 
which word is used, and then do exactly what is asked of you. Many low grades are 
caused by not understanding the meaning of these key words.  
 
Word Meaning Example 
ANALYZE: Break into separate parts 

and discuss, examine, or 
interpret each part. 

Analyze the main character in the 
book "Invisible Man.” 

COMMENT: You have the freedom to 
express your own opinion in 
relation to the subject 
matter.  

Comment on the desirability of a road 
tax to provide more state income for 
freeways.

COMPARE: Point out both similarities 
and differences. 

Compare California's population 
growth with that of New York.

CONTRAST:  Point out differences only. Contrast classical Romantic music 
with the Baroque style.

CRITICIZE: Point out the weakness as 
well as the advantages of 
the idea presented. It is not 
necessarily finding fault. It 
can indicate approval as 
well as disapproval.  

Criticize Shakespeare's use of the 
revenge motive in Hamlet.  

DEFINE (1): To give the meaning of. Define spectrum, true, lightness, 
value, and saturation in art.

DEFINE (2): To explain or describe 
essential qualities. 

Define the relationship between 
United States and other American 
countries as implied by the Monroe 
Doctrine.

DEFINE (3): Place it in the class to which 
it belongs and set it off from 
other items in the same 
class. 

Define the word "Democrat."

DESCRIBE: Enumerate or list the special 
features of the topic. Show 
how the topic is different 
from similar or related items. 
Give an account of, tell 
about, and give a word 
picture of.  
 
 

Describe Baroque art. Or, Describe 
life cycles of the moth.  
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DEMONSTRATE: Show by example. Demonstrate the first aid techniques 
used to stop the wrist from bleeding. 

DISCUSS: Present various sides or 
points, talk over, and 
consider the different sides. 
A discussion is usually 
longer than an explanation 
of the same subject. This is 
the most difficult direction 
because your answer must 
be a miniature theme. 

Discuss the factors to be considered 
in selecting a career. 

DIFFERENTIATE: When things are of 
approximately the same 
class, the word or 
"differentiate" or 
"distinguish" is used. Show 
the differences. 

Differentiate the two kinds of bacteria 
and the resultant type of disease.  

DISTINGUISH: When things are of 
approximately the same 
class, the word or 
"differentiate" or 
"distinguish" is used. Show 
the differences. 

Distinguish between the different 
types of arthropods.

ENUMERATE: List several ideas, aspects, 
events, things, qualities, 
reasons, etc.  

Enumerate the mathematical axioms 
presented in the text principia. 

EVALUATE: Express an opinion 
concerning the worth or 
merit. Give the good and 
bad points, appraise, and 
give an opinion regarding 
the value of.  

Evaluate the statement: "Easy credit 
should be abolished because the 
nation is going deeper in debt every 
day."  

EXPLAIN:  Make plain or clear, 
interpret, tell "how" to do.  

Explain the first aid procedures when 
moving a person with a broken leg.

IDENTIFY: Show recognition.  Identify each picture by its title and 
name the artist.

ILLUSTRATE: Give examples. Illustrate the visual process.
INTERPRET:  Comment upon, give 

examples, and describe 
relationships. Explain the 
meaning. Describe, then 
evaluate.  
 

Interpret the themes in the musical 
"West Side Story.” 
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JUSTIFY:  Show good reasons for; 
give your evidence; present 
facts to support your 
position. 

Justify the building of the Panama 
Canal.

LIST/NAME: Present a group of names 
or items in a category. List 
in concise form.  

List the musical instruments used in a 
symphony orchestra.

OUTLINE:  Give information 
systematically in headings 
and subheadings.  

Outline your plans for safety 
education.

PROVE: Support with facts, 
especially facts presented in 
class or in the text.  

Prove that if two sides of triangle are 
of equal length, then at least two of 
the inside angles are also equal in 
measurement.

RELATE: Show the connections 
between ideas or events. 
Provide a larger context.  

How is today's war in Iraq related to 
the Persian Gulf War of the 1990's.

STATE: Indicate briefly. No 
discussion is required. 

State Boyle's law.

SUMMARIZE:  Present in condensed form; 
give the main points briefly. 

Summarize the characteristics of an 
Arabian horse.

TRACE: Present items in the order of 
time; follow the course of; 
give a description of 
progress.  

Trace the effects of the Industrial 
Revolution in population shifts in 
England during the nineteenth 
century.

 Adapted from: Ellis, D. (2003).  
  
Test Anxiety 
 
Do you "freeze" at test time? Does your mind go blank? Do you feel anxious or panicky? 
Do you worry excessively about how you'll do on an exam? Do you sometimes become 
physically ill before or even during a test? If you experience any or all of these 
symptoms, you're one of many students who have difficulty with test anxiety.  
 
Causes of Test Anxiety  
 

• Lack of preparation for the test. You have not studied the material well enough 
and do not know it thoroughly enough to feel confident.  

• Negative self-talk. You tell yourself you won't do well, you'll fail, etc.  
• "Catastrophizing." You tell yourself all will be lost if you fail this test, or this 

course. You set yourself up to fail if you treat it as a "life or death" situation.  
• Excessive focus on performance. Your thoughts about the test are mostly 

about how you'll do on it rather than on the course material itself.  
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Changing Test Anxiety to Test Confidence  
 

• Overlearn the material. Make sure you study the material thoroughly and know 
it really well--all of it.  

• Develop effective study skills. Knowing how to study will increase your 
mastery of coursework, help your confidence level, and allow you to overlearn 
the material. Put this college success skills handbook to use!  

• Replace negative self-talk with positive, realistic statements in order to 
eliminate a self-defeating approach. If you tell yourself you'll fail, you probably 
will; if you tell yourself you can do it, you probably can! Examples for eliminating 
negative self-talk:  

o Negative: "I just know I can't pass this test."  
o Positive: "If I study, I bet I can pass."  
o Negative: "I just know I'll forget everything once I get in there."  
o Positive: "I've learned everything really well, so I should do just fine. I feel 

confident about what I know."  
o Negative: "I failed the last test; I know the same thing will happen this 

time."  
o Positive: "I've worked hard since the last test. I've learned from my 

mistakes, so I have a good chance of doing better this time."  
• Stop "catastrophizing." It is an exaggeration to tell yourself that all will be lost if 

you fail a test, or even a course, and to believe this puts tremendous pressure on 
you. Rational thinking might go something like this:  

o "I'll do my best and see what happens."  
o "If I don't succeed in this course, I'll look at my goals and see what other 

options I have for working towards them. It's OK to change my path if I find 
I'm not suited to my original plan."  

o "I'll focus more on the present and stop ‘what-iffing’ about the future so 
much."  

• Focus on the task, not on your performance. Your job on a test is to show 
yourself and the instructor what you have learned. Keep your concentration on 
the test material and working the test and avoid thoughts about how you'll do on 
it.  

• Practice these visualization and relaxation techniques for 30 seconds to a 
minute shortly before the test starts:  

o Close your eyes, take 4 or 5 deep breaths, and block out all thoughts.  
o Now visualize an idyllic, relaxing place.  
o Visualize yourself in the classroom, ready to take the test, feeling calm 

and in control.  
o Next, visualize yourself working through the test, concentrating well, 

completing various sections of it efficiently and confidently.  
o Open your eyes and notice that you feel calm and confident.  

Begin the test. You feel comfortable---not too relaxed, not too anxious. 
You are in control!  

• Rehearse. Take practice tests as you study. Test yourself, or ask a friend to test 
you. This will help you get used to being tested.  
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• Talk about it. Share your feelings of anxiety with someone skilled at helping 
others such as a counselor or a tutor. Exploring the problem with someone can 
help you understand why you are fearful, can provide support, and can help you 
work towards a solution that’s successful for you. The College employs both 
professional counselors and trained peer tutors, and both services are free.  

 
Integrity in Test Taking  
 
There are many temptations to cheat on a test. None of them are worth the 
consequences. Ultimately you could be expelled from college. Ellis (2003) outlines 
some of the costs that come with cheating, even if you don't get caught (p. 173): 
 

o You learn less. Cheating is a temporary way to move ahead, and you don't learn 
much by doing so.  

o You lose money. Getting an education costs a lot of money. You don't get the 
full value of your education if you cheat.  

o Fear of getting caught promotes stress.  
o Violating your values promotes stress.  
o Cheating on tests can make it easier to violate your integrity again. Where 

do you draw the line between what is right and what is wrong? If you cheat, you 
blur the boundary and cheating becomes easier to repeat over and over again 
until you can't tell the difference between right and wrong.  

o Cheating lowers your self-concept. Cheating sends you the message that you 
are not smart enough or responsible enough to make it on your own. You deny 
yourself the satisfaction of authentic success.  
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Notes: 
 
 
 
 
 
 
 
 
 
 
 

 



X. INFORMATION LITERACY: 
GUIDE TO LIBRARY RESEARCH 

 
For the college student, research is an essential part of the learning process. You are 
expected to prepare yourself for life by learning how to access information and how to 
use it efficiently and effectively. Naturally, you may have some apprehensions about 
doing research. The best way to conquer this anxiety is to learn how the research 
process works. This brief overview of the research process will introduce you to the 
steps involved in researching material for an assignment.   
 

• Step 1: Select and Focus a Topic (p. 55) 
• Step 2: Find Background Information (p. 56) 
• Step 3: Develop a Research Strategy (p. 56) 
• Step 4: Find Appropriate Information Sources (p. 57) 
• Step 5: Document Your Sources (p. 58) 

 
Step 1: Select and Focus a Topic 
 
When you have a research project, such as a paper or speech or class presentation, 
you may be assigned a general topic or will have to develop a topic of your own. In 
either case, the sooner you decide on a specific topic, the quicker you can focus your 
research and actually get to writing. It may sound contradictory, but a specific topic is 
easier to research because you won't have to plow through huge piles of general 
information. 
 
 
 

 

Think about what you’ve been talking and reading about in class.  Pick a 
topic that interests you – after all, you’re going to have to spend a lot of 
time on this. Make sure your topic is appropriate to the class and 
assignment. Be flexible with your topic and realize that you might have 
to revise or change it even after you have started doing research. 

• If you don't have a good idea for a topic, talk to the MiraCosta College 
librarians. They can help you generate ideas that you can turn into research 
topics. 

 
State your topic as a question.  For example, if you are interested in researching 
capital punishment, you might pose the question:  “Does the death penalty deter 
crime?” Or, you might focus on another aspect of capital punishment, such as:  “Is the 
death penalty fairly administered in the U.S.?” 
 
 
 
 
 

 
 
 

55



Step 2: Find Background Information 
 
 

 

After you have chosen a topic, you may want to find some general 
background information on it.  Background information can: 
 

• Introduce you to a topic and provide an overview 
• Provide some of the terminology or jargon unique to the topic 
• Provide important dates, places, and people related to your topic 

 
Ask the librarian to show you some of the general encyclopedias available in the 
library such as The World Book Encyclopedia or Encyclopedia Americana. The 
MiraCosta College Library also offers The Encyclopedia Britannica Online to its 
students. Be sure to ask how you can access this online source from home. 
 
Step 3:  Develop a Research Strategy 
 
 

 

If your goal is to efficiently and effectively research your topic, you need 
to put together a research plan for yourself. This step takes only 
minutes, but can save you hours of frustrating research. You will need 
to: 
 

• Identify keywords and concepts 
• Understand what kind of information you need 
• Know which search tools will find the best information for your 

topic 
 

Identify Keywords and Concepts 
 
Identify the main concepts or keywords in your question or thesis statement, and 
formulate your search query.  The “query” is the translation of your research question 
or topic into keywords or phrases that the index or database you search will 
understand. 
 
Suppose you were giving a speech on alternative fuels and global warming and 
needed to find some sources for your speech. Your thesis statement or question might 
be: 
 

“Will the development of alternative fuels for cars slow 
the process of global warming?” 

 
Now brainstorm on possible keywords. Be sure to include related keywords and 
consider both broad terms and more specific keywords. On the topic of auto emissions 
and global warming, we could use the following keywords: 
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KEYWORDS ALTERNATE KEYWORDS 
Global warming Greenhouse effect, Climate change 

Ozone depletion 
Auto emissions  CO2, air pollution 
Alternative fuels Ethanol, biodiesel, hybrid, electric cars 
 
You might also add some related terms to narrow your search down a bit, such 
as keywords like effects, causes, or solutions  

 
Step 4:  Find Appropriate Information Sources 
 
 

 

The MiraCosta College Library is an excellent place to start your 
research. You’ll save yourself time and find more quality information 
than you might get from surfing the web. What library sources you use 
for your topic depends on what kind of information you need.  

 
For example, if you need 

 
Then try 

Definitions, overviews, background, 
summary 

 

REFERENCE 
MATERIALS 

To locate reference sources, ask the MiraCosta College librarians to show you the best 
reference books and databases for your topic, or go to the library website at 
www.miracosta.edu/Instruction/Library/ and review the available books and databases. 
 
Background and in- depth analysis 
 

 

BOOKS 
 

To locate print and e-books, use the MiraCosta Library Catalog, which is accessible 
from the library website. The catalog will search materials at both the Oceanside and 
San Elijo campus libraries. 
 
Current events, news,  local or regional 
issues, latest research, focus on a 
specific topic, statistics,  “Hot Topics” 
 

 

MAGAZINES, JOURNALS & 
NEWSPAPERS 
 

To locate articles on a specific topic from newspapers, magazines and scholarly 
journals, you need to use a periodical index. The library provides access to several 
online index databases that will provide you with the entire article in an online format. 
ProQuest is the recommended source for starting your periodical search.  You may 
access ProQuest from the library website. 
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Opinions, current research, government 
databases & reports, statistics, 
organizations & entertainment 
  

WORLD WIDE WEB 

Currently, there are over 8 billion pages on the web, and the number grows every day. 
Use the web with caution. Make sure the information you use is credible and 
appropriate.  A good general search engine to start with is Google (www.google.com). 
If you have a broad topic and need to narrow it down, try a subject directory such as 
Librarians Index to the Internet (www.lii.org) and Internet Public Library (www.ipl.org).  
 
 
Step 5:  Document Your Sources 
 
 

 

When you research in college, it is expected that you will use credible 
sources to support your thesis or topic. If you incorporate ideas or words 
from these sources, you must give credit to the sources of the ideas or 
words. This is referred to as “documenting” or “citing” your sources. 
 

When documenting your sources, you will provide a short citation within the text of your 
paper, and a more complete citation in a bibliography at the end of the paper. As you 
research, be sure to note the author, title, page numbers, publication year and city, as 
well as the name of the publisher. It’s helpful to make a copy of the title page or 
prepare an index card to record that information. 
 
There are generally two “styles” of documentation used at MiraCosta College, APA 
and MLA. Your instructor should let you know which style he or she prefers. The 
MiraCosta College Librarians can provide you with information and assistance in 
documenting your sources. Links to APA and MLA assistance and examples are 
available from the library website at www.miracosta.edu/Instruction/Library/. Be sure to 
click on the Citation Style Guides link. 
 
Congratulations! You are ready to research. Don’t forget to ask the MiraCosta College 
librarians for assistance! They’re happy to help.  
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XI. RETENTION SERVICES:  
TUTORING & ACADEMIC SUPPORT CENTER 
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Mission: 
 
The Tutoring and Academic Support Center (TASC) is committed to 
enhancing student retention and success by providing assistance to 
students through innovative academic support services. 
 
Who do we help? 
 
Full and part-time students enrolled at MiraCosta College are eligible 
to use our services, free of charge. 

 
Services we offer: 
 

 

Individual Tutoring Tutoring promotes independence in learning, facilitates insight into 
the learning process and provides students with the tools 
necessary to study efficiently and effectively. Appointments usually 
last 50 minutes and are arranged for the student and the tutor at a 
mutually convenient time. Additional sessions may be requested as 
needed and appropriate. Online tutoring is available for many 
subjects, which provides you the opportunity to receive live tutoring 
from the comfort of your own home. 
 

Group Tutoring In addition to being aided by a tutor, students in these groups have 
the opportunity to practice what they’re learning while they work 
together, teaching each other and learning from each other. 
 

Learning 
Communities 

Graduate interns and seasoned tutors develop collective groups of 
students who form academic support cohorts in specific classes 
that enhance group learning. Faculty, staff, and students work 
collaboratively to critically analyze course content and improve 
understanding of complex material. 
 

Student Success 
Workshops 

TASC staff and faculty members, on a variety of topics, offer 
workshops related to effective learning. Workshop topics and 
schedules vary from one semester to another and from one 
campus to another. Schedules can be obtained from TASC and 
are posted on bulletin boards throughout the college as well as the 
department website. Some examples of workshop topics are: 

• Minimize Stress, Calm Your Senses, Focus on Success 
• To Cite or Not to Cite … That is the MLA/APA Question! 
• When Bad Sentences Happen to Good People 
• Time Management 
• Computer Literacy 
• Smart Eating Fact and Fiction 
• Oral Presentations 

 



Writing Center The writing center consultants provide personalized attention for all 
of your writing concerns during 50 minute appointments. Fifteen 
minute drop-in sessions are also available throughout the day. 
While the writing center does not provide an editing service, 
consultants will look over your writing and offer suggestions, model 
successful writing strategies, and help identify patterns of problems 
that are specific to your writing. Be prepared to discuss your 
writing. 
 

Self-Help Materials Materials are available to assist students to develop effective study 
habits. Materials available include a College Success Skills 
Handbook, Keys to College Success, English Composition, 
Grammar and Math Review Bar Charts. 
 

 
Who are our Tutors? 
 
Tutors are MiraCosta students who: 
 

• Enjoy helping other students. 
• Are knowledgeable in the course material and/or 

campus services. 
• Are skilled in relating effectively to students. 
• Are trained in tutoring skills and/or peer facilitation. 
• Maintain satisfactory academic progress. 

 

 

 

These positions are paid hourly positions, which offer a flexible work schedule, provide you with 
convenient employment on campus, and reinforce your own learning. Training is provided on 
how to tutor. If you are interested in becoming employed as tutor in our department, then you 
should file an application at the Tutoring and Academic Support Center at the following 
campuses: 
 
Oceanside Campus 
Library and Information Hub 
One Barnard Drive 
Oceanside, CA 92056 
Monday – Thursday, 8 a.m. – 9:30 p.m 
Friday, 8 a.m. – 3 p.m. 
Saturday, 10 a.m.  – 5 p.m. 
Sunday, Closed 
(760) 795-6682 

San Elijo Campus 
Library and Information Hub, Room 105 
3333 Manchester Ave. 
Cardiff, CA 92007 
Monday – Thursday, 8 a.m. – 9:30 p.m 
Friday, 8 a.m. – 3 p.m. 
Saturday, 10 a.m.  – 5 p.m. 
Sunday, Closed 
(760) 944-4449, ext. 7748 
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XII. ADDITIONAL RESOURCES 
 
Learning Disabilities, Learning Styles and Personality Types: 
 
• LD Pride: http://www.ldpride.net/learningstyles.MI.htm  
• National Center for Learning Disabilities: http://www.ncld.org 
• Support 4 Learning: 

http://www.support4learning.org.uk/education/learning_styles.cfm  
• VARK Learning Styles Questionnaire Online: http://www.vark-

learn.com/english/page.asp?p=questionnaire  
 
MiraCosta College Websites: 
 
• Tutoring and Academic Support Center: 

https://www.miracosta.edu/StudentServices/Tutoring/index.htm   
• Writing Center: http://www.miracosta.edu/StudentServices/WritingCenter/index.htm  
• Student Services Directory: 

https://www.miracosta.edu/StudentServices/studentservices.htm  
• Library: www.miracosta.edu/Instruction/Library/ 
• Class Schedules: http://www.miracosta.edu/schedules.htm  
• Academic Calendar: 

https://www.miracosta.edu/Instruction/Downloads/CAL0607.pdf 
 
Time Management Websites: 
 
• York University: http://www.yorku.ca/cdc/lsp/tmonline/time.htm 
• Cal Poly SLO: http://www.sas.calpoly.edu/asc/ssl/time.mgt.tips.html 
• George Washington University: 

http://gwired.gwu.edu/counsel/index.gw/Site_ID/5176/Page_ID/14098/ 
• Time Management Tips for Returning Students: 

http://www.petersons.com/common/article.asp?id=1101&path=ce.gs.advice&sponso
r=1  

 
Reading Methods: 
 
• SPAR:  Reading for College Success (PPT): 

https://www.miracosta.edu/home/jimsullivan/projects/spar05.ppt  
• Effective Textbook Reading and Being Prepared for Class (PDF): 

https://www.miracosta.edu/StudentServices/Tutoring/Downloads/Effective%20Textb
ook%20Reading.pdf   

• How to Read Essays You Must Analyze: http://www.ucc.vt.edu/stdysk/essays.html  
• Reading Skills for University: http://www.yorku.ca/cdc/lsp/readingonline/read1.htm  

http://www.ldpride.net/learningstyles.MI.htm
http://www.ncld.org/
http://www.support4learning.org.uk/education/learning_styles.cfm
http://www.vark-learn.com/english/page.asp?p=questionnaire
http://www.vark-learn.com/english/page.asp?p=questionnaire
https://www.miracosta.edu/StudentServices/Tutoring/index.htm
http://www.miracosta.edu/StudentServices/WritingCenter/index.htm
https://www.miracosta.edu/StudentServices/studentservices.htm
http://www.miracosta.edu/Instruction/Library/
http://www.miracosta.edu/schedules.htm
https://www.miracosta.edu/Instruction/Downloads/CAL0607.pdf
http://www.yorku.ca/cdc/lsp/tmonline/time.htm
http://www.sas.calpoly.edu/asc/ssl/time.mgt.tips.html
http://gwired.gwu.edu/counsel/index.gw/Site_ID/5176/Page_ID/14098/
http://www.petersons.com/common/article.asp?id=1101&path=ce.gs.advice&sponsor=1
http://www.petersons.com/common/article.asp?id=1101&path=ce.gs.advice&sponsor=1
https://www.miracosta.edu/home/jimsullivan/projects/spar05.ppt
https://www.miracosta.edu/StudentServices/Tutoring/Downloads/Effective%20Textbook%20Reading.pdf
https://www.miracosta.edu/StudentServices/Tutoring/Downloads/Effective%20Textbook%20Reading.pdf
http://www.ucc.vt.edu/stdysk/essays.html
http://www.yorku.ca/cdc/lsp/readingonline/read1.htm


 
 
 

62

Notes: 
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Notes: 
 



 
 

   Compliments of 
Retention Services: 
Tutoring & Academic 

Support Center 
 

For more help visit us at: 
 

Oceanside Campus 
Library Hub 

(760) 795-6682 
 
 

San Elijo Campus 
Library Hub, Room 105 

(760) 944-4449 ext. 7748 
 
 
 
       www.miracosta.edu/StudentServices/Tutoring/index.htm 

 
 
 
 

Produced by Luke Lara, Online Tutor Coordinator 
Copyright © 2006 by MiraCosta College 


	MiraCostaCollegeTASCSuccessSkills.pdf
	Front Cover
	Table of Contents
	Welcome
	Introduction: Some Things to Consider Before Starting
	New Students: High School vs. College
	Coming to College from Alternative High Schools
	Returning Students: Adjusting to Life Changes
	Parents: How to Incorporate your Children in Your Learning
	Students with Disabilities: MiraCosta College Services
	Learning Disabilities: Resources to Help You Learn
	Learn How to Learn: Take a Class at MiraCosta College

	The Connection Between Your Values and Time Management
	Self-Assessment 1: “What Are My Values?”
	Self-Assessment 2: “What Are My Goals?”
	Self-Assessment #3: “Study Habits Questionnaire”

	Learning Styles and Personality Types
	The VARK Questionnaire – English Version (version 3)
	The VARK Questionnaire – English Version Scoring Chart

	Time Management Techniques
	Avoid Time Wasters
	Getting Started: Daily ABC's
	Long Term Schedules: Daily, Weekly, and Semester
	Some Final Tips

	Principles of Memory
	Mnemonic Devices

	Listening and Note Taking Skills
	Classroom Listening Skills
	Effective Note Taking Skills
	Cornell Method of Note-taking
	Using Abbreviations and Symbols
	Taking Notes in Science and Mathematics Courses
	Example - Cornell Note-Taking Format

	Reading Skills: SQ4R and Other Reading Methods
	First Steps to Consider
	How to Read for Different Subjects
	SQ4R Method

	Preparing for Exams: Dealing with Test Anxiety
	Preparing for and Taking Examinations
	Preparing for the Examination in General
	How to Study for and Take an Essay Test
	How to Study for an Objective Test
	How to Study for Math & Science Tests

	Key Words
	Test Anxiety
	Integrity in Test Taking

	Information Literacy
	Step 1: Select and Focus a Topic
	Step 2: Find Background Information
	Step 3: Develop a Research Strategy
	Step 4: Find Appropriate Information Sources
	Step 5: Document Your Sources

	Retention Services: Tutoring & Academic Support Center
	Additional Resources
	References
	Back Cover




