Study Skills
                                                                                                                          

S T U D Y    S K I L L S
Fr. Paulson Varkey Veliyannoor, Cmf

(This article is just an outline of the program of study skills prepared by Fr. Paulson for college students. Different skills are presented in a series  in this web page)
SESSION 1.  INTRODUCTION

· Human Brain :  The Wonder within you

· Goal Setting & Motivation

1.1. Human Brain :  The  Wonder Within You

· Human Brain is a  mere  three-and-a-half pound of lump. But---

· Each brain contains 1,000,000,000,000  cells with each cell interacting with 1 

To 100,000 other cells. Acc. to Prof. Pyotr Anokhin, the pattern making  


Capacity of the brain, due to these interconnections, if written in figures,


Will require a number 10.5 million kms in length.

· Acc. to David Samuels of Weizmann Institute, there are  100,000 – 1,000,000

Different chemical reactions taking place every minute in the brain…

Studies by  Robert  Ornstein of the University of  California …..

· Studies by  Roger Sperry on Split brains… 
The two halves of the brain:  Right and Left Hemispheres and their specializations

	
The left and right hemispheres are specialized in different tasks. The left side of the brain is normally specialized in the analytical and verbal tasks. The right half takes care of the space perception tasks and music, for example. The right hemisphere is involved when you are making a map or giving directions on how to get to your home from the bus station. The right hemisphere can only produce rudimentary words and phrases, but contributes emotional context to language. With the help from the left hemisphere, you can read the word "pig", but you need the right brain to imagine what it is.
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· The two storeys of the brain:  Upper and Lower Halves and their specializations 

(The specialities peculiar to human beings like talking, working, playing, planning and the like, are related to the upper brain known as Cortex. Our sensations and intuitive communication are tied up with the lower brain)
· The present realization that  I.Q.s alone do not suffice; but E.Q.s and other ‘Q’s too.

· If so, what went wrong with us ? Why is it that we are unable to study, learn and remember profitably ?

· Reason:  a machine without operation manual  before us. 

Constant negative feedback and verbalizations





No usage: evolutionary law:  an organ not used  gets obselete.
	“Sharpen the Saw”

A wood cutter went early morning to the forest to cut many trees to earn a better living. He worked hard and cut 12 trees by evening. With the same enthusiasm he went on the next day and worked hard, but he succeeded to fell only 7 trees. On the next day he could cut down only 4 trees.  Next day he remained home discouraged with no desire to continue. A friend who passed by enquired why he was so down cast. After hearing the plight of the wood cutter, the friend asked a question which opened the eyes of the woodcutter.

The question was,  “Have you sharpened the axe?”  



The Rules:

1. Use the powers of your brain. The following are the faculties of the hemispheres:



Language:    words, symbols



Number



Logic:  sequence, listing, linearity, analysis, time, association



Rhythm



Color



Imagery: Fantasizing, Visualization



Spatial Awareness: Dimension , Gestalt (whole picture)


2. Think positively about yourself and others. Constructive thinking.


3. Senaesthesia : Use all the senses


4. Do Goal setting. Brain naturally fulfills goals.

SESSION 2.  PREPARATION: CREATING A CONDUCIVE ATMOSPHERE

· Test  A: Assessment of Study Habits (appendix A)
· Preparation of the Mind: Power of Positive Mental Attitude [PMA]

· Preparation of the Body: Relaxation

· Preparation of the Environment:  Study Room setting

· Preparation of the  Time :  Schedule

· Preparation of the Spirit:  Prayer & Spiritual Alignment
2.1. ASSESSMENT OF YOUR STUDY HABITS

Answer the following questions truthfully [YES/NO format]:

1. Do you have a personal mission statement in life?

2. Do you have a goal for your studies written down?

3. Do you usually know in the mornings just how you are going to spend the day?

4. Do you generally give sufficient time for study?

5. Do you find difficulty getting down to work at the start of a study-session? i.e., do you spend a good bit of time trying to figure out which is the best way to begin the task of studying ?
6. Do you sit at your desk for hours on end, but very little gets done?
7. Do you do all your work in exhausting fits and starts?
8. Do you waste time flirting from one study assignment to another?
9. Do you often have to work under pressure? And then, is your work left unfinished, or not submitted in on time, or of an inferior quality?
10. Are you in the habit of postponing difficult assignments?
11. Are you satisfied with doing a job hurriedly, haphazardly, rather than responsibly and methodically?
12. Are you aware of your method of study and the type of skills you use?
13. Do you keep a written study schedule on which you show the time you plan to set aside each day for studying?
14. Do you study in a place where you are away from such distractions as talking, or TV?
15. Do you usually study everyday in the same place?
16. Does your study table have anything on it that might distract you from your work?
17. Are the walls of your room full of distracting pictures?
18. Is your room so cluttered with   various materials that it resembles a garage?
19. Is your time unwisely distributed so that you spend too much time on less important things and not enough on others?
20.  Do you generally study with music on?

21. Does too much of social life interfere with your study?

22. Does dislike of certain subjects and /or teachers affect your study negatively?

23. Are you aware of your own behaviour pattern of study? Are you satisfied with it?

(Adapted and revised from the study habits inventory given in Lewis, Hedwig, How to Study, (1996) Gujarat Sahitya Prakash, Anand, pp.15-16, 22.)

2.2 Preparation of the Mind:  PMA


Lemon  exercise ….. the power of thinking on the person.

	Sit quitetly and relax. Imagine that you cut a ripe lemon into two and lick the juice as it flows out. Your mouth begins to water. The lemon was imaginary, but the reaction of the body is real


· Haptonomy and other research findings Haptonomy developed by F.Veldman. It is the science of human emotional (affective) relations and interactions.  It’s application for study is in the in the interest you have in the subject. You study better the topic you like and understand better the topics taught by your favorite professors. 
· Self-hypnosis /auto-suggestion. Exercise … in the present tense..(‘I am not able to open my hands and my  eyes’…]

· Subconscious processing during sleep. Hence  begin and end the day on positive, affirming thoughts in the present tense.

· Daily Meditation

· Read life-enhancing literature: Scriptures, etc. 

· Visualize your goals as already achieved. 

2.3. Preparation of the Body:  Relaxation

· Jacobson’s Progressive Relaxation

· Differential  Control :  The above method applied to specific parts of the body

· Alpha /diaphragm  breathing. Most people breathe from only the top third or so of their lungs.  Most of the capacity lower in the lungs is not used. We need to develop the lower parts of the lungs, breathing fully and deeply.
· Games

· Short naps

· Walk

· Laughter

· Light Physical work

·  Light Music [ be careful. It does not apply to all]

· yawning and stretching

· For the Eyes, specifically :  blinking; rotation, palming, Focus-shift, washing, Massage

· For the Shoulders:  Head rotation,  Raise and Droop.

2.4. Preparation of the Environment:  The Study Room
· Regular Place of Study

· Sufficient Lighting, Air passage, Temperature, Minimal Distractions [away from T.V., telephones, distracting pictures on the walls, etc.

· Those study materials relevant for the  subject  under study to be on the table.

· Well-arranged  book shelves and files.

2.5. Preparation of the Time : Schedule

· A long term goal :  One Year Goal. (What do you want to achieve at the end of the year?)
· Listing of Subjects  in the order of difficulty. The most difficult subjects to be given priority and more time.

· Decide on the  subjects to be covered in the first half of the  year:  Half-yearly schedule

· Subdivide the portions for each of the months of  the half-year : Monthly schedule

· Allot portions for the  week ahead:  Weekly schedule

· Write down the  portions to be covered  for the day ahead: Daily schedule

· Fix up dates for  Group study and Mock tests every month

· Caution: Don’t make the schedule too tight. It should be flexible and there should be sufficient time set aside for  relaxational activities  and for other  unplanned interferences. Hence it is good to leave  one day  per week  free – to carry out the backlog of work  or if no backlog, to  just enjoy yourself.

· Inform your friend  of  your goals  and schedules so that  he/she keeps a check on you. 

2.6. Preparation of the Spirit:  Prayer

· There are things beyond our control.  Hence the need to do our best and leave  the rest to  the Higher Intelligence [God]. He knows better. You better align your plans with that of the Divine.

· Hence, the need for a daily  ‘hour’ of  prayer/meditation.




            SESSION 3. READING  SKILLS

· Test B: Assessment of  Reading Habits

· Know the Book:

· Selection of the book

· Paragraph Structuring

· Reading Process : Overview, Preview, Inview, Review

· Marking a Book

· Vocabulary

· Speed Reading Techniques

Know the Book: (pick up a book which you want to read and apply the following guidelines)
· Selection of  a Book:

· Overview: The back-cover write-up.; table of contents; introduction; conclusion

· Paragraph Structuring:

· Topic sentence at the beginning/ at the end/ in the middle/ two topic sentences

· Reading Process:

· Overview: The back-cover write-up.; table of contents; introduction; conclusion; any illustrations or graphs. Ask yourself what you already know abou the topic. What do you want to learn about the topic?
· Preview:  Beginnings and end of the paragraphs, sections, chapters; chapter summaries. In the preview, one must also  formulate some questions  about the passage/content for which answers are to be sought  during the inview. 
· Inview:  Reading  the whole book  using  necessary  and useful skills. Do the inview with the questions formed in the mind / and written down in the note-book.
· Review:  Recollection of important  points covered in each paragraph / chapter/ section;   Reading the difficult parts again; checking for  answers  for  questions and doubts about the  matter. Immediate review is to be done after  every paragraph, asking the questions of  five W’s and one H:  ie,  What, Where, When, Why, Who and How. Final Review is done after every chapter/part/book.
· Marking a Book:

· Bracket the (MAIN IDEAS)

· If  there are several sentences  containing the main idea, place the brackets in the outer margin

· Draw boxes around important   DATES
  NAMES
PLACES
FACTS

· Encircle  the      CENTRAL IDEA

· Use  asterisk *   against  every important idea

· Use a question mark  ?   against those  ideas not clear to you

· Underline key words / or use HIGHLIGHTER PENS for key words in every paragraph

· Use high  lighter pens  For cross references, place and  X mark  and write the page number of the corresponding idea.

· Biblio-cards:

· Enter the details of every book you read  on to a biblio-card, with the source of the book mentioned.

· Do a Mind-Map of the contents of the book behind the Biblio-card

· Vocabulary:

· Note down the new terms that you come across and look up immediately for the meaning.

· Use vocabulary cards to increase your  passive and active vocabulary

Speed Reading Techniques

· The reading rate of an average student is calculated to be about 250 words per minute[w.p.m.]. Acc. to the experts, it is physiologically possible to read about 10,000 w.p.m. However,  if one can read 600 w.p.m.,  he can be considered  an excellent reader.

· Speed reading increases  comprehension. Since speed reading facilitates better attention  and creates a rhythm and reduces  distractions,  comprehension is made easier.

Eye Movements:

· When we read,  there is a forward sweep [eyes moving from left to right along a line of print] and a reverse sweep  [ eyes moving from  the right end of one line to the left end of the next].  However, these movements are not smooth.  Eyes move  in what is called saccadic movements:  jerky stop-go-stop movements, with many fixations.

Focused vision and peripheral vision: 

It is known from research studies that an untrained person takes in only  1.1 word per fixation. Thus his peripheral vision is poor.

The following techniques, if practiced regularly,  will help in achieving speed reading:

1. Using a  Visual  Guide like a thin  and long pencil.

2. Upside-Down Reading followed by  Straight-Up Reading Practice.

3. Peripheral Vision Increase practice, with the help of  the 8-step exercise

4. Indentation

5. Vertical  Reading  with the help of  a card  with  three fixation markers.

6. Vertical Reading with the help of a card with two fixation markers.
SESSIONS  4 - 5.  NOTES MAKING : MIND MAPPING

· Disadvantages of  standard notes making

· Radiant thinking

· Characteristics of mind maps [MM]

· Steps in the creation of MM

· Guide lines: MM laws and recommendations

· Advantages of MM over linear notes making

· Applications of MMs

Disadvantages  of  Standard Note-making/Note-taking:

· Standard notes  make use of linear patterning, letters, words, numbers, and sequential analysis.The other  abilities and characteristics of  the brain [like  color, visual rhythm, patterning, image, dimension, spatial awareness, gestalt, association] are left out.

· Due to the above,  standard notes style obscure key words.

· Makes it difficult to remember

· Waste time

· Fails to stimulate brain creatively

· Boredom and frustration

Radiant Thinking:

Acc. to Tony Buzan,  the natural  process of thinking  of the brain is radiant thinking. Radiant thinking is defined as “the associative thought processes that proceed from or connect to a central point.” The word ‘radiant’ comes from ‘to radiate’ which means ‘to spread or move in directions, or from a given centre’.

Characteristics of  Mind Map:

“Mind Map is an expression of Radiant Thinking and is there fore a natural function of the mind.” It has four essential characteristics:

· “The subject of attention is crystallized in a central image

· The main themes of the subject radiate from the central image as branches

· Branches comprise a key image or key word printed on an associated line.  Topica or lesser importance are also represented as branches  attached to higher level  branches.

· The branches form a connected  nodal structure.”

Mini Mind Map Exercise:

· Write the word ‘happiness’  in a circle or box at the center of  the page and  draw  seven lines  branching out from it. Now enter  seven components of  happiness as you see it in your life, on those seven branches. 

· Compare the  associations  done by  all in the group and see the uniqueness of  associations made by the individuals. You don’t find many words  which are selected by  all members.

Steps in the Creation of  Mind Map:

A true mind map will have  five to seven  main branches emanating from the central theme, and then further branches  from those main branches, and then still further branches. Each branch will have a key word  written on it – the key words are the major points of  the essay or the chapter or the book that is being mind mapped. 

To create a mind map for a book that you want to study, use the following steps:

1. Do the overview of the book.  Write the core theme of the book at th centre of the paper. That becomes the  central idea.

2. Do the preview of the book. Select the  most important  ideas [called BOIs = Basic Ordering Ideas] from the book. They form the  main branches emanating from the  central theme. See to it that the underlining [branch] is not longer than the idea written over it.

3. Do the inview. If necessary, make changes in the BOIs. Finalize the BOIs. And, as you read through, enter the sub-points of each BOI on branch emanating from corresponding BOI. Further sub-points of each sub-point will be written on  branches emanating from the preceding and corresponding sub-points. This takes care of the hierarchy  and  categorization of the ideas.  For the mind map to be very effective, follow the guidelines given in the next section.

4. Do the Review. Revise the  Mind-map, if necessary and finalize the format.

5. You may  superimpose some of the learning techniques [mentioned in the sessions 6 and 7] on to the mind map in the form of images. Eg. Super-imposing  method of loci by drawing the image of  the places selected against each  idea.

The same steps apply for  the Mind map of a chapter/essay/article, etc. 

Guidelines for  Mind Mapping:

· The Three  A’s of Mind Mapping :  

· Accept:  Set aside any preconceptions you may have  about your mental limitations, and follow the mind mapping laws exactly.

· Apply:  Try some 100 mind maps, once you complete learning all about it. For whatever you read, try  to create a mind map, following the laws and recommendations given here, and also , gradually developing a personal style of your own.  This will help you make it a habit and a spontaneous way of organizing information.

· Adapt: Once you practice mind map hundreds of time,  you may experiment with  adapting the style to suit your needs or the specific needs of the topic,  bettering it, or even discovering new principles which may make mind map more effective.

· Mind Map Laws:

Techniques:

1. Use emphasis

· Always use a central image

· Use images throughout  the mind map

· Use three or more colors per central image

· Use dimensionin images and around words

· Use synaesthesia

· Use variations of size of letters, line and image

· Use organized spacing [between  the branches]

· Use appropriate spacing [around the words]

2. Use association

· Use arrows when you want to make connections within and across the branch pattern

· Use colours

· Use codes

3. Be clear

· Use only one key word per line

· Write  all words in capitals

· Write all key words on lines

· Make line length equal to word length

· Connect major branches to the central image

· Connect lines to outer lines

· Make the central lines thicker

· Make your boundaries ‘embrace’ your branch outline

· Make your images as clear as possible

· Keep your paper placed horizontally in front of you

· Keep your writing as upright as possible

4. Develop a Personal Style

Lay out:
1. Use hierarchy and categorization

2. Use numerical order

Recommendations:


Break Mental Blocks
1. Add blank lines

2. Ask Questions

3. Add images

4. Maintain awareness of your infinite associational capacity

Reinforce

1. Review your mind maps

2. Do quick mind map checks

Prepare

1. prepare your mental attitude

· develop a positive mental attitude

· copy images around you

· commit yourself to your mind map

· commit to the absurd

· make your mind map as beautiful and artistic as you can

2. Prepare your materials. Keep them in the best functional condition

3. Prepare your work space / environment

· Ensure that you have a moderate temperature in the room

· Use natural light where possible

· Ensure that you have plenty of fresh air

· Furnish the room appropriately

· Create pleasant surroundings

· Play appropriate music, or work in silence if you prefer

Advantages of Mind Maps over Linear Notes making:

· Time saved by noting only relevant words

· Time saved by reading only relevant words

· Time saved reviewing mind maps

· Time saved by not having to search for key words amongst unnecessary verbiage

· Concentration on real issues enhanced

· Essential key words are made more easily discernible

· Essential key  words juxtaposed in time and space, thus  improving creativity and recall

· Clear and appropriate associations made between key words

· Brain finds it easier to accept and process visually stimulating, multi-colored, multi-dimensional mind maps rather than monotonous boring linear notes

· Works in harmony with the brains natural way of functioning and preference, replenishing our natural desire for learning 

· Due to the stimulation  of associations, there is a continuous  and potentially endless flow of thought, thus facilitating new discoveries and realizations

·  B constantly using all its cortical skills, brain becomes sharper, more alert and receptive, confident in its abilities.

Applications  of  Mind maps

1. Personal

· Self-analysis

· Problem solving

· Mind map diary

2. Family

· Family study and story telling

3. Educational 

· Thinking 

· Teaching

· Creating master mind map

4. Business and professional

· Meetings 

· Presentations

· Management

· Computer mind mapping

SESSIONS  6 - 7. LEARNING  TECHNIQUES  &  EXAMINATION SKILLS

· Learning Strategies: Method of Loci; Link Method / Story formation; Memory Pegs – Number pegs, alphabet pegs, calendar pegs, family pegs, etc; Acronyms; Number memory; Association with friends;  Group  study.

· Examination Skills: Remote Preparation; Immediate Preparation; In the Exam hall; After the Exam.

A. LEARNING STRATEGIES:

1. Method of Loci:

This is a method of pegging ideas to learn, in some familiar places [locus in Latin means place. Loci is the plural]. There are many places you are familiar with – every nook and corner of those places are familiar to you.  Eg. Your house, school, college, church, temple, mosque, etc. Select one of  them for one essay/chapter.  And place each point of your essay /chapter in each area/room/furniture in the room of that house. In doing so, proceed in an order. And while doing so, make every abstract idea a very concrete one with the help of visualization, imagery, von Restorff Effect, colour, movement.  As you place each point on a piece of furniture, note it down against the point in your notes. You can mention the places in images on the mind map too.  Once you finish assigning places and visualizing them, close the book, take a mental walk. You will find every idea jumping at your face, in visuals. If you miss a point or two, immediately check for them, and do a revision. Later, you can revise the whole chapter/ essay, without the help of the book – may be when you are on your way to college or canteen. 

The  advantages are many. A few are : you get all the points in order, thus save a lot of time and reduce performance anxiety.  Also, there is no mix-up of ideas, as each chapter is in different places and hence has specific imagery and  characteristics.

2. Memory Pegs:

We hang our dress materials on pegs. Similarly, we can hang the points of an essay/chapter/formulae on pegs. One can create several varieties of pegs. A few  - number pegs, alphabet pegs, calendar pegs,  weekly pegs, family pegs  - are detailed below. You may create your own new types of pegs!

2.1. Number Pegs:

 Take  a few numbers in order. Here I take numbers from 1 – 10.  Since these numbers are very abstract,  select  simple words (nouns) which are acoustically similar to the numbers and can be easily visualized. Eg: Sun rhymes like one. Hence the word “sun” is chosen as the concrete peg for “one”.  Thus concrete images are to be selected for each number. Learn their association well.  Now summarize an essay/chapter/formulae into ten points. Peg each point on to each image in order, with visualization, color, and every other  right brain features. Later, when you recall the words, the points will be remembered. For another essay/chapter, another form of peg system. Do not use same pegs for two different study material.


The following are the pegs for numbers 1 – 10 suggested by me. You may create your own:

One 
- Sun

two 
- zoo

three
- tree
   four
-     door

Five
- knife

six
- pigs

seven
- oven
   eight
-    gate

Nine
- wine

ten 
- pen

2.2. Alphabet Pegs:  

Apply the same procedure for  this peg system too. Now, for each and every alphabet, we have already studied words which can be easily visualized:

A – Apple
B – Boy
C- Cat

D – Dog
E – Elephant

F – Fan

G – Goat

H – Horse
I – Ink pot
J – Jug

K – Kite
L – Lamp

M – Monkey
N – Nest
O – Orange

P – Police
Q – Queen

R – Rabbit
S – Ship
T – Temple

U – Umbrella
V – Van

W – Watch
X – X’mas Tree 

Y – Yak

Z - Zebra .

2.3. Weekly pegs:

Weekly pegs  for a seven point chapter. Here, since Week days are abstract, give a tangible image which ccan be easily associated with each day of the week and which is very concrete, and peg each point to each image/day.

2.4. Calendar Pegs:

 Again, each month’s name is abstract. Hence select a major public holiday / festival of each month [ it is a very concrete, colorful image] and peg each point on to it. Eg: January – New Year Day; February – Valentine’s Day, etc…

2.5.  Family Pegs:  

You know the names of the members of your family in order. They  are highly concrete images for us. Peg each point to each person, associating the features of the point to that particular person.

3. Acronyms:

What is special about ‘vibgyor’ ? You remember it to be the colors of the rainbow and you recall them with ease – because, you created an acronym ‘vibgyor’  for the colors, taking the first letter of every color.  Yes, using acronyms helps you to remember better. You can use it for a list of names/ words to study. Or you can use it  to study  essays/chapters too – by summarizing them into major points and then taking the key word of each point  and forming a word with the first letter of each key word . Sometimes, the word thus obtained can’t be pronounced. If so, create a sentence [meaningful to the essay, funny, wild and strange] with the first letters of each key point.

Eg: Suppose you have an essay on the Demerits of Federal Government, and the beginning letters of the key words of each point are : C,C,P,E,A,W,S. You may form a sentence like “Can the Centre Promote Expensive And Weak System ?”. The sentence is meaningful to the topic and easy to be remembered.

4. Number Memory :

To remember dates and years, use the following conversion table:


Here, the first ten alphabets, excluding the vowels are chosen as codes. Now, select the  codes for the date to be remembered  and make it into a word adding vowels, or into a sentence with each letter beginning with the each code. Use the same principles applied for acronym:

Eg:  Confucius’ life term:  551 – 479
The Codes: H H C G K M


His Highness Confucius’ General Knowledge was Minimal.

5. Story Formation [Link Method]:

Summarize the essay or chapter under study into key points [ or take the key words from its mind map]. Now link up each word in a story form with very vivid, colorful, funny and wild images.

6. Association With Friends:

This too goes similar to story formation. The only difference is that you select one of your friends and  associate each and every point with him, as if it happened to him. Eg:  Select a friend of yours who have some resemblance to the characteristics of Napoleon, and associate each and every  fact from Napoleon’s life to that friend. Now Napoleon gets the face of your friend, and whatever  you associate with your friend, you do not forget!

7. Group Study: 

This is not exactly a study technique, but a study habit that you should have. Study in group. Share your knowledge with your friends. They will share theirs with you. Assign various reference books to different members of your group so that  each one reads, collects points from one book each, and share in the group and thus all of you stand to profit  - you read only one book, you get information from 10 – 15 books! Also,  what you discuss, you tend to remember better.

B. EXAMINATION SKILLS
Whatever you study is of little use [as far as getting marks are concerned], unless you know how to properly present them during the examination. Hence the importance of doing the exams well. There are four stages:

1. Remote preparation

2. Immediate preparation

3. In the exam hall

4. After the exam

1. Remote Preparation:

This stage includes everything that has been discussed before –  preparation, reading skills, notes making – mind map, application of learning techniques, etc.  The following also apply:

· review question papers of yester years. They will give you an idea of the most frequently asked questions and the more important sections in the subject.

· Do periodic revisions. Nothing can substitute the efficacy of relearning. Studies show that in the very first hour after the study we forget 60 % of the material. Hence, revise immediately, after one hour, after one day, after a week , after a  month.
· Take occasional mock tests. Ask your friend to set a question paper for you based on the portions you have  prepared. Let him do the evaluation too. – this helps him have an indirect revision too!
2. Immediate Preparation:

· Make a time schedule for answering the questions in the exam. If you are familiar with the question paper pattern, and the maximum time allotted  for the exam, you can well in advance plan  how much time each question should be given. And in the exam hall, while answering,  stick to the schedule.

· On the previous night of the exam, sleep well. No late night studies.

· Pray well – for  your teachers, invigilators, friends, and for yourself. There are many things that go beyond your control.  Entrust them to the Higher Intelligence.

· Eat moderately before the exam, and that too, an hour or so before the exam begins.  But do not starve either. 

· Check for important documents – the likes of  hall ticket, writing materials. Keep them ready.

· Dress comfortably on the day of the exam. No tight-fits.

· Relax before entering the exam hall. Take a deep breath. Stop studying at least ten minutes before the exam begins.

3. In the Exam Hall:
· Enter the hall ten minutes before the exam begins.

· Get ready with the materials.

· Relax. Take a few alpha breathing. Do some positive, self-assuring self-hypnosis

· Enter the register number and other required data on the answer book

· Read the instructions on the answer book

· Keep ready one inside left page as the page for any rough work. And immediately cross it out too, or else, at the end, in  a hurry, you may forget to cross it out.

· Read the question paper once or twice. Select the easy and best prepared  questions first.

· Follow the time schedule for the answering

· Check the question numbers entered against your answers. Only the question number should be in the margin. Any numbering which you may insert in the essay [eg. For the sub-headings] should NOT be placed in the margin, but are to be marked inside the answer area.

· Take one minute break between answers. Yawn, stretch. Do some simple relaxation techniques learnt. 

· Do not leave the exam hall before the expiry of time. If there is spare time, use it for re-checking the answers

· Stop before five  minutes. Do the tying up. Check your register number again, and the question numbers, and the page numbering.

· While writing essays,

· Give a proper, captivating title

· Proper introduction and conclusion

· While giving definitions, explain the terms

· Give a schema 

· Use as many sub-headings as possible [ but not too many, either]

· Each paragraph should contain only one major point, and the first sentence of that paragraph should contain it. 

· Underline the key words, names, dates.

· If feasible, give a critical analysis for theories

· Use tables,  figures, graphs, whenever possible

· If you are quoting studies, or any direct quotes from famous authors, make them stand out [von Restorff Effect] by giving an additional margin, or using boxes.

4. After the Exam:

· Forget about the test – sleep well – refuse to worry about it if you feel that you have not done well – worrying can’t change things for the better – apply the “so what” principle.

· Get ready for the next exam ahead. 

SESSION  8.  SYNERGY : TEAM WORK  &  COMMITMENT SESSION

· What is synergy ? It is 








1  +  1   >  2

learn about it during the session.

· You  need  to make an act of  commitment 

· Remember the  Higher Intelligence : God
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TEST B: ASSESSMENT OF  READING HABITS

Answer the following items truthfully, as indicated:

1. In general, how well do you think you read?

 a. Very well      b. well   
c. average
d. poor

e. very poor

2. How fast do you think you read?

a. Very fast
     b. fast
c. average
d. slow

e. very slow

3. Do you vary your speed, depending on the type of matter you are reading: Textbook, novel, etc.:     yes / no  / don’t know.

4. How good, according to you, is your vocabulary in English?    

a. Very good      b. good   
c. average
d. poor

e. very poor

5. The next set of questions applies to some of the problems in reading. Answer them using the scale given:

[a] Do you often have to re-read the material in order to understand it ?



Often  /  Sometimes  / Rarely

[b] Do you find it hard to concentrate ?



Often  /  Sometimes  / Rarely
[c] Do you have difficulty in recalling to mind what you have read, after a week ?



Often  /  Sometimes  / Rarely
[d] Do you feel worried after you have read, whether you have got all the main points ?



Often  /  Sometimes  / Rarely
[e] Do you fail to remember the meanings of new words even after you have checked the dictionary?



Often  /  Sometimes  / Rarely

6. How much reading do you do now?  [Answer in hours per week]

[a] Newspaper


[b] Magazines


[c] Journals


[d] Light fiction


[e] Serious fiction


[f] Non-fiction

7.   Check your attitudes:

[a] Do you enjoy reading?

[b] What types of reading do you like the best?

[c] What types of reading do you like the least?

[d] Did you enjoy any particular book in the last few months?

[e] What kind of reading do you find most difficult? How do you react to it ?

[f] Are you an active reader? ie., do you make notes, read critically, look up for unfamiliar words or facts,.. ?

[g] Do you keep the bibliographical details of the books you read, for further reference?

[h] In general, do you think reading is important to you? How do you propose to improve your reading ability?

[Adapted and revised from the reading habits inventory given in Lewis, Hedwig, How to Study, (1996) Gujarat Sahitya Prakash, Anand, pp.86-88] 

STUDY SCHEDULE (A MODEL FORMAT)

Name: ……………………………….. Reg. No.:……………… Combination:…………….

My Long Term Goal

: ………………………………………………………………

Goal for the Course
[%of marks]
:………………………………………………………………

Goal for the Current Year: [% of marks]
:………………………………………………………………

Subjects to Study: in order of Difficulty [from the Most Difficult to the Least Difficult]

	No
	Subject
	% for I exam
	% for II exam
	% for Final Exam

	
	
	Goal
	Actual
	Goal
	Actual
	Goal
	Actual

	01.
	
	
	
	
	
	
	

	02.
	
	
	
	
	
	
	

	03.
	
	
	
	
	
	
	

	04.
	
	
	
	
	
	
	

	05.
	
	
	
	
	
	
	

	06.
	
	
	
	
	
	
	


PLAN OF STUDY
	Months

 2002 - 2003
	Weeks 

Sunday - Saturday
	Subject
	Chapters
	Comments 
	Teacher’s Signature

	 AUGUST


	First
	
	
	
	

	
	Second
	
	
	
	

	
	Third
	
	
	
	

	
	Fourth
	
	
	
	

	SEPTEMBER


	First
	
	
	
	

	
	Second
	
	
	
	

	
	Third
	
	
	
	

	
	Fourth
	
	
	
	

	OCTOBER


	First
	
	
	
	

	
	Second
	
	
	
	

	
	Third
	
	
	
	

	
	Fourth
	
	
	
	

	NOVEMBER


	First
	
	
	
	

	
	Second
	
	
	
	

	
	Third
	
	
	
	

	
	Fourth
	
	
	
	

	DECEMBER


	First
	
	
	
	

	
	Second
	
	
	
	

	
	Third
	
	
	
	

	
	Fourth
	
	
	
	

	JANUARY 


	First
	
	
	
	

	
	Second
	
	
	
	

	
	Third
	
	
	
	

	
	Fourth
	
	
	
	

	FEBRUARY
	REVISION: PLAN TO BE DRAWN UP BY JANUARY-END

	MARCH
	PROMOTIONAL EXAM


· The extra days in each month: rewards for your good efforts. Enjoy them for yourself.

· Preferably have a mock test every month for the portions studied in that month.
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