Who’s Taking Notes?

[image: image1.png]



Everyone knows that if we have notes written down about what was said that we are more likely to remember the message---right? So it only makes sense that a nursing student needs to be a good note taker. And that is just the problem; some do not take notes effectively or use the notes to help them study. Fortunately there is a lot of helps on how to take notes. The links listed with this module review the “how to” of note taking. 

 First let’s take an assessment of your note taking behavior by answering these questions. 

Answer with Always, Usually, Seldom, Never

1._____I sit toward the front of the class.

2._____I take notes in every class.

3._____My notes are complete and useful.

4._____I write down words that I think are important.

5._____I use abbreviations, punctuations and shortcuts.

6._____I use a specific system for taking notes.

7._____I use loose-leaf paper when I take notes.

8._____I always date, number pages and label my notes such as “Class Two”.

9._____I recopy all of my notes.

10.____I copy down everything that is written on the classroom board.

11.____I write down every word that is said.

12.____I depend on my memory for notes.

Let’s examine the effects of the above note taking behaviors.

Why in the world should anyone sit toward the front of the class? Does this matter? 

· If you answered always to #1, then you probably already know that sitting towards the front of the class means that you are more likely to pay attention to the speaker (instructor). The instructor will be making eye contact with you since you will be in the line of vision. So where you sit can send a message to the instructor and may indicate your interest and willingness to participate. You are more likely to ask a question if you are closer. There are fewer distractions in the front and it is easier to hear the instructor. In other words sitting in the front will force you to be a more active listener and to pay attention.

· If you answered usually to #1 then you probably did not get to class early enough to claim an “up front” seat. Think about claiming that seat towards the front, look attentive to the instructor and LISTEN. 

· If you chose seldom or never as your answer to #1, you probably believe that sitting towards the front of the class may mean that you will be called on to answer questions. Could be! But you have to admit sitting towards the front will keep you on your toes and since you believe that you may be called on, you might even come to class more prepared! 

Taking notes in every class should happen. 

· So the best answer to #2 is always. How else can one expect to remember what was said? Taking notes is a way of thinking about the material to be learned, of organizing ideas and will jog your memory about what the instructor said. You may write something down that the instructor was saying that was not in the textbook or in other reading material. Continue to take notes even if you do not understand what is being said. Put a question mark at that place in your notes and clarify with the instructor later. Usually in class the instructor is going to emphasize important material. When you think that is happening be sure to star those words you hear. Taking notes will help you to remember information that you need for tests because not only did you read it, hear but you wrote it down. 

· Usually as an answer to #2 would give you half the information that you needed and this will not help you. 

· If you answered seldom or never to #2, this can definitely lead to a study problem. For notes to be useful to you, they will need to be complete and consistently done.

Your notes can be complete and useful to you. 
Note taking is a skill that can be improved and learned.  The more you do it, the better note taker you will become.

· If you answered always to #3, great; but if your answer was usually, that is good also. You can always go back and complete words and sentences as you review your notes. 

· If you answered never, you do need to get a system of note taking so that your notes can be clear for you. 

What should I be writing down when I take notes?

You need to write down words that you think are important. You can tell when the instructor is emphasizing a point by the time spend on the topic and by the verbal and non-verbal exchange. Instructors want you to recognize important points. You looked at the course syllabus before class so you know what words or topics are important. And if you see that you are not recognizing important content, you need to make an appointment with the instructor to get help with this. You should make an outline before you go to class using the daily objectives or class content that you were given with your syllabus. This will help you to be familiar with the material and help you recognize what is important.  

· #4 should be answered with a resounding Yes.

I can’t write that fast!

Don’t try to write complete sentences, you are not being graded by the English teacher. Use abbreviations that you can identify with and save time. In nursing you will learn abbreviations that you use in charting and so make them work for you in note taking skills.

· #5 should be answered with a definite Yes. List examples of abbreviations that you use in charting and other abbreviations that you can use in note taking.

Developing your own system for note taking.

It is important because you will be more comfortable with it. Learn about different ways that one can take notes, try them out and develop your way. Yes to #6, you should have a specific system to take notes even your own developed way.

There are several systems to take notes. You can divide the notebook paper vertically and just write your content outline prior to class on one side of the paper. Then in class take your notes that correspond to that content on the other side of the paper. Some prefer to divide the paper horizontally and write content notes which will be followed by the class notes. In either case you have to leave lots of room at add info so don’t try to save paper when it comes to note taking.

It is very beneficial to get with a classmate and review your notes together. Seeing how someone else takes notes and clarifying material together will enhance your learning and may even make you realize that you are a pretty good note taker.

What type of paper should I use to take notes?

It is good to use loose leaf paper (as indicated in #7) to take notes and later store your notes in a three ring notebook. Loose leaf paper will allow you the room to skip spaces in case the teacher goes back to a particular topic or use the space to go back and add something. 

Titling note pages:

Titling the first page of your notes such as class one with a date is a good idea. Then follow that with numbered pages. Notes are not going to be any good to you if all the pages get mixed up. So develop the habit of labeling, dating and numbering pages of your notes. 

· If you answered Yes, Always to #8, you are Great! 

Do you recopy your notes? 

I think your time could be used for other valuable activities. Remember neatness is not what counts. In nursing classes you really don’t have time to do this. Notes should be legible otherwise they may not help you. Make your best effort to write at least so you can read it later or otherwise you have wasted a lot of time. Helpful notes do not have to be neat as long as you can follow the ideas in the notes. 

· It’s okay to answer No to #9.

Is what the instructor writes on the board important?

Instructors may use the board to emphasize material to be remembered so writing down what was written on the board is an effective habit. Sometimes instructions may be there or important dates so it is worthwhile to copy the board. If you are writing as it is being written on the board; be sure to listening along with writing because important clues can be being said. 
· Yes to #10.

Can you write down everything that the instructor is saying?

If you can you are an extraordinary person and note taking is no problem for you. Trying to write down every word is a mistake that some students make. Write down words that you think are the main point with indentations of explanations of that main point. 

· No to # 11.

Why do I need notes?  I have a good memory!

We write down things because we cannot depend on our memory for a lot of details. Nursing classes are usually two hours or longer. That’s a lot of material covered to rely on your memory. It is well known that we retain & remember a greater percentage of information that we see and less percentage of what we hear. But when we combine these two modes of taking in information as in seeing the words you are writing as they are being heard, learning is increased.

· It you answered Yes to #12—who are you trying to kid?? Be careful it could be you!

How soon should I review my notes again?

You will want to though read through your notes within the first 24 hours of taking them so that if you can fill in what is needed. You will still be able to recall the point. Also reading over the notes again is a way of reviewing and studying for the test. 

If you are one of the lucky ones where a teacher gives you notes—great---still take notes as the instructor discusses material. Combine those notes with the teacher made or guided notes. 

A student who took the course last year offered me their notes.  Why do I need to waste my time taking notes?

Even if you are able to get notes from a student who previously took the course, it is a good idea to take your own.  Just the thought processes that a student goes through to hear the information in class, process the information in the brain and write it down will reinforce learning and help with recall later.  Most teachers do not recommend you use notes from a student from a previous semester.  Why not?  Chances are they may not be accurate.  Teachers are frequently changing lecture content, organization and the manner in which they teach the information.  Examples the teacher gives in class are frequently test questions.  Are those in the student’s old notes?  Probably not.  So, if you relied on those old notes and didn’t take your own, or even worse, skipped class, you will miss that question on the test.  Do yourself a favor- don’t be lazy- take your own notes.  It will do quite a lot to enhance your learning.

Learning Exercises:

Ask your class instructor if they would be willing to look over the notes that you took in one of their classes. Then take notes using your best system and make an appointment with the instructor to look over the notes. It will not take much time on the instructor’s behalf and it will inform you if you are getting the main points. 

Instructors have been overheard saying:

“I don't understand why students missed this question.  I used this exact situation as an example in class.”

“I don’t know HOW anyone missed this question, I stood there and said this may be on the test-----“

“I don’t know how the student expects to pass; they just sit there and look at me during class, never writing down a word!”

Words of Wisdom: 

Nurses believe if it is not written down, it is not done-----if it is not written down it may not be learned??

Check out these Links:

Taking Notes in lectures: “Google this topic”  

The Cornell system for Taking Notes: http://www.ucc.vt.edu/stdysk/cornell.html
Note Taking: http://www.ucc.vt.edu/stdysk/notetake.html
Organizing Your Notes: http://www.ucc.vt.edu/stdysk/editing.html 
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