Canterbury College of Natural Medicine

Student Study Guide

2010



© Canterbury College of Natural Medicine

Table of Contents
INTRODUCTION TO THE STUDY GUIDE........oooi ottt ettt ettt aaee s 5
INTRODUCTION TO SUCCESSFUL LEARNING .....ooiiii ettt eaae s 6
THE CHARACTERISTICS OF A SUCCESSFUL LEARNER ... ..ccvtiitteitie e ittt eitteestteesivessveessreessseesseesssseesnnessnsessssessnns 6
ACTIVITY ONE = GOAL SETTING ..vvtiitvieittieitteeitte e ittt estteestaeesseeestseesseesssssesssesssseesssesssseesssesssssesssessssessssessssesssessnns 7
BECOMING FAMILIAR WITH ACADEMIC TERMINOLOGY ...ttt 9
LEARN TO LEARN ..ottt sttt e e st e et e e st e e s ab e e s s be e sateesabeeeateessbeesateessbeesnbeesrbeenaneeanes 11
[T L Ao Y/ =1 I 2SO 11
MEMORISING VERSUS UNDERSTANDING........ciititieiittieeiitteeeeiitteeeeitteeesesteessstteessssseessssesesssseesesssseesssssesesssssens 13
LEARNING STYLES ... iititiiitieeeiittee e e ettt e e etteeeeetbee e e ettt e e sabteeeaabaeeeabteseaaabeeesssbteeeasbeseesabeseessbeeeeaasteeeeasbeeeessrenas 13
LEARNING TECHNIQUES .....uuttiiiiiiiiiiiititiiee i e et siiatbeesseessssiaabaetsesssssiabbbateesees s e bbb bt eeeeessaa bbb bbeeseesseasbbbbeeeeessesabbbnees 15
IMPACTS ON LEARNING.......uttiiiitiiieiiiite e itteeeestteeeesteeeesaeeaeaatteeesataeeesateeeaasseeeeanseeeesseeeeaasteeeeanseneesasseeesassreneans 15
RECOGNITION, RECALL, APPLICATION ... uuttteiitieeeeitteeesiuteseestteeeastsesessssasessssseseassssssssssesesssssesesssssessssssseessnens 16
ACTIVITY TWO — LEARNING STYLES ..ot iiiuttteiiitiee e ittt e sitteeessteeeeataeeessatesesssteeessteseesassessssssessssnsssssssssesesanseeeenns 17
ACTIVITY THREE — LEARN TO LEARN ... .utiiiiitiee ettt ettt e e st e e e nate e e s st e e e sntte e e snteeeessteeessnntneesnnneesanseeeeans 18
B STAGE LEARNING ..ottt ettt e bt e st e e s bt e e s b e e sbe e e s baeesbee e sbaeesbeeesbeeesbeeesbeeesbeeesbeeesrreeas 19
STAGE ONE: PREVIEW ..vviiiittieiiittite e ettt e e eettee e e stteeeaetteeeaaateeeesbaeseaasteeeaabaesesabseseaastaeeeabeseesastesesasbeeesanstesessres 19
[ (LY (o T = (SN V71T PTRURURRT 19
STAGE TWO: READING/ NOTE TAKING IN CLASS ....uvtiiiiiiiee ittt e et e sttt e st esveeste s savessstesstbessntesssbeesntesssressnnessnns 20
STAGE THREE: REVIEW MATERIAL .....uvviiiiittiee e etiee e eette e e e etee e e etteeeaettee e e eataeeesetaeeeassteeeeasaseesesteeesasseeeeansreeesssnes 20
HOW 1O REVIEBW ...ttt et s e e st e e st e e s tb e e sabe e s tbeeebee e sbbeeabaeesbbeesbeeesbeeesbeeestneesrneeas 21
S]] 1 == Te =T NN (o 11 r= 1 (] o OSSR 22
LEARNING TECHNIQUES ...ttt ettt ettt et st e et e e st e e e nte e s st e e snteesnteeanbeessbeennneennes 24
KEEYWORDS ....eeiieitiie ettt e ettt e e et e e e sttt e e e et e e e e s ae e e e e aabeeeeaateeeeasseeeeeasbeeeeaaseeeeaaasaeeessbeeeeaasteeeesnseneessreeas 24
Y TN Y = T PSSR 24
Creating @ MINA MaAp........c.oiiiiieiee et e ste et e et e e s e e e asesbeesbeesbeeseesraesneesreesreeneas 24
TIPS FOr MINA MAPPING ... .veveiteieiie e bbb bbb bbbt be et b e b e 25
WHEN 10 USE @ MINA IMBP ...c.eciiitiieiiiitee ettt b e bbbttt bbb b 25
FINDING EXAMPLES ...cociiiiiictitte e e ettt e e e et ettt e e e e e e ettt e e e e e e e e e s ebbaaaeeeeee s e sbbabeeeeeesaasabbseeeeeeseastbrereeeeeesssranees 26
WRITE AS STEPS OR FLOW DIAGRAM OR TABLES .......coitiieiitieeeeetteeeeeteeeeeteeeeeetaeeesesteeeasntaesesesaesesesseeesasseeeeans 26
DEVELOP A SERIES OF QUESTIONS .....ciitietiesttettesteesieesteaseeasseaseeaseesseesseasseasseasssssesssessseesseansesssesssesseessesssesnsens 27
EXPLAIN IT OR TEACH IT .ottt ettt et e e ettt e e e et e e e st e e e e bt e e e e eabae e e snbeeeeetteeeeanbaeaesareeeas 27
[0 ]S PSS UT OSSR 27
PRACTISE QUESTIONS OR OLD PAPERS.......ciiiiiiiiiiitit ittt siae sttt steeastesasteessbsaasteesbeaasseesbaeassessteesnseesssns 28
FLASH CARDS ... .uttiii ettt et e e ettt e e e ettt e e et e e e e e eate e e e eabeeeeaateeeeesteeeessbeeeeaseeeeeaataeeessbeeeeasbaeeesnseeeessrenas 28
STUDY GROUPS OR A BUDDY ...ttt ettt et e ettt e e et e e e e ett e e e e e tb e e e e enbee e e e eabeeaesntbeeeaateeeeaanes 28
IMAKE UP IMINEMONICS ..o icttttieee et s ieititteee e e e e eeiatbeeeeeeeseeiatbaeeeeeessssbbbaaeeaeessaasbbssaeseessaasasbraeseeesaaasbreseeeeesannsrrnnes 28
IMAKE STUDY NOTES .. vttt iteie e ittt e e ettt e e ettee e ettt e e e tte e e s eatee e e eteeeeeseeeeaesteeesasbeeeeaseeeesasseeesarbeeeeanseeeeeassneessasreens 29
RECORD ON TAPE .. .ttitiii ittt et e e s teettt et e e e e sttt b e e e e e e e e e tabbaeeeeaeessebbbaaeeeeeesatbbabeeseessaasatbaeeeeeeseaasbreseeeeessssrrnnes 29
Yo 1O 11 O 29
DRAW A SYMBOLIC DIAGRAM.......ooiiiitiieeeettee e e et e e ettt e e etee e e et e e etae e e s eateeeeerbteeeesteeeesssesessbeesesasseeeesseeessesrees 29
USE THINKING SKILLS ...eiiiiutieeeiititee e ettt e e eitteeesstteeeeeteeeesaasesaasabeeesaassseessssasaessbseseassseeaassasaeasbeeeeaasteeeeassenasssrenns 30
IN REVIEW ...ttt ettt e ettt e e e ettt e e e ettt e e s bt e e e e ebbeeeeeateeeesateeeeaasbseeeaasseeeasbeeeeasbeeeeanssaeessabaeasasteeeens 30
ACTIVITY FOUR — MEMORISING VERSUS UNDERSTANDING ....cccittiieiitiiieeiiieeeeitteeeeitreeeessteeesssseessssseesssnseeeeans 32
ACTIVITY FIVE — LEARNING STYLES ... .ciitttiiiiitiie e ittt e eittee e e stteeeataeeesetteeesstteeeeaatsaeesassesesasteeeesasteeesasbeeesasreeeans 32
ACTIVITY SIX — KINAESTHETIC LEARNING........uttiiiititieiiteee e ettt e e ettt e e e stteeeesateeeesteeeesasteeaasstaeesssaeesassseeesasseeeens 33
LI O = 17N - [ PRP 34
SR = A O ] 7N = =SS 35
STEP 2 - TAKE NOTES USING THE SACHA SYSTEM ..iiuitiiiiiiiieeiieesieesteesiteeste e steessve e saaesnaessneesnessnsessnnessnes 35
LSS0 T \\ (o 1 = TSRS 36
CHARACTERISTICS OF GOOD NOTES....cciittiiiteeiiteiiteeiieesteessteesaeessaeessseessteesssesssseesssessssessssesssseesssessssessnsessnns 37

2010 Study Guide 2



© Canterbury College of Natural Medicine

LY B 11\ 38
P R S T et e ete e te e teehreeh e e abeeabe e be e beaheeateeateeahe e teebeeareateeateenbeerearreas 38
READING A JOURNAL ARTICLE OR CHAPTER .. .uttiiiiiiiiiiiitiiie e e e e s sttt ttte e s s s st eibbatss s e s s s esbbbasssesssssabbaasseessssarbannes 40

ORGANISING YOUR TIME ...ttt ettt ettt e e s s s et e e e e s e s bbb et e e e s s s s sab bbb a e e e s s s sabbaees 41
4 STEPS TO AN ORGANISED STUDENT LIFE . .iiiiitiii ittt ettt ettt e vt e s s bt s s s sates e s srbaeessneeessnnes 43
ORGANISING YOUR TIME ... i itttiiiitiiieiettt e e sittee e s sbeee s sttt e s seaaesessabeeessasbaeesssbaesssbaeesassbasssasbasessbaesssssbesesaseesssnens 44
ACTIVITY SEVEN — WEEKLY PLANNING ......ccttiiiiitit ittt e ettt e e ettt e s ttee s s stte s s s sabae e s sbaeessbaaesssntesessabasesssresessnnes 46

ASSIGNMENTS & ASSESSMENT ..ooiiiiii it e e e e e e s s e bbb e e e e e s s e e bbb aaeeeeas 48
STEP 1 = PLANNING ..ottt bbb bbbttt ens 48
STEP 2 — GATHER INFORMATION ....cuiiiiiiiiiiitiiisiesc ittt b bbb ns 49
STEP 3 —DRAFT ASSIGNMENT ...ttt bbb bbb bbb ens 50
STEP 4 — PRODUCE AND CHECK YOU WORK ...cociiiiiiiiiiiiiiii i 50

ESSAY WRITING ...ttt ettt ettt et e e sttt e e s bt e e e s s b e e e s et besssbb e e e s sabeeeseabbasssssbaesssbanessssbaesens 51
STEP 1 — ANALYSING THE QUESTION ...eiiuiiiiteeitieestessiteesteessteessseessteesstessssesassesssseesssesssseesnsesssseessessssessnsessnns 51
STEP 2 — RESEARCHING YOUR ESSAY ..utiiiiiiiiiiiiiiiiiiee ettt sttt e e e e s s s s bbb e s e e s e s s s bt baaeeeeessnanes 51
STEP 3 — PLANNING THE ESSAY oottt ettt ettt e e e s bbb e e e e e s s e s bbb e e e e e e s s s sbbbaaeeeeessaaans 52
STEP 4 — WRITING A DRAF T . ttttiiiii it iiiitiet e sttt e e e st a et e e s e e st et b bbb et s e e st e sab bbb e e e eeesessbbbbeseeeessssabbbabeeseessaanes 53
STEP 5 — EDITING YOUR DRAFT cetiiiiiiiiiiittiii ettt e sttt e s e e st ibb bbb e e s e e s s e sabb bt e e e e e s s es bbb beseeeessssabbbabeeesessanes 54
HOW TO THINK ABOUT YOUR WRITING ...ciiiiiiiiitiiiie e ciiitr et e e e s ibbbat e e s e s s s stbbab e e s e e s s stbbbbaeseessessabbaaeseesssssanbbnees 54
HOW TO DEVELOP AN ARGUMENT ....uttttiiiieetiiiittietteessssiastsetseessssissssssesssssssssssssssssssisssssssssessssmisstsssssessssisssseses 55
ACTIVITY EIGHT — TIME MANAGEMENT PLAN ..ottt ettt e e e sttt e e s e s s s sabbab e e s e e s s ssabbabenseeeas 56

L N 1Y S TSR 57
EXAM PREPARATION ....vviiiittieesettite s ettt s s etateessateeesssstsesessesessabesessaseesesasseaessssseessaseesesassasesssbeeessssseeessssaaesssrreeas 57
EXAM TECHNIQUES .....utiiiiitieee ettt e e sttt e e s nttee e s st e e e atte e e s ate e e e sste e e e snste e e e s taaeeanteeeeanseeeeansaeeeanseeeeasteeeennsanaesnnnenas 59

INSTRUCTION WORDS ...ttt ettt e e e e e ettt e e e s e e s bbb et e e e e e s s s bbb aeeeeeessabbbaaeesessssasbrbaneeeeans 61

REFERENCING ...ttt oottt e ettt e s ettt e e sttt e e ettt e e s eateeessateeessasteeesaaseeessseeessasbeeesassaeessssbesessreeeeans 62
REFERENCING OR ACKNOWLEDGING THE WORK OF OTHERS ......utttiiiiiiiiiiiiiiiie e ssiiiriees e s s ssistrees e s s ssannsnns 62
NUMBER OF REFERENCES IN AN ASSIGNMENT ..vttitieiiiiiiitieieeeeseiisbtateesesssissssssesssssssssssssssssssssssssssssssssssssssees 65
HARVARD REFERENCING. ... uttttiiiiiiiiitititeeteeiiesisteetsesssssissbssssssssssisssstsssssssissssssssssssissssssssseesssmisstssssesssssssresses 66

LN IO 1510 L I 1 ] R 68

RECOGNISING THE WORK OF OTHERS ...ttt ettt et aan e e s s sabbaae s 68
REFERENCING STYLE ..iiiiiiiiietitiiieeeesiettttteetesssestteetseesssssasbeetseeessssasbaaasesesssassbeteaeeessaasbebeeeseesssssabbeeeseessssssrreees 68

HARVARD REFERENCING CONVENTIONS ...ttt ettt e e e eeibtaae e s e s s s esaabbaen e e e 69
BIBLIOGRAPHY/ REFERENCE LIST 1oiiiittitiiitieee s st tte e ettt e s ettt e s sttt e s setateesesaeaesstseessasseeesasaeesssaeessasseeesseraeesssrrees 69

REFEFENCING BOOKS. ...ttt bbbttt bttt eb et ebe s 69
E-BOOKS (ON-1INE HOCUMENTS) ....cviveiiitiiesietirteeet sttt sttt ettt 70
Journals, Magazine & NeWSPAPET AFTICIES.......cui i et st sneas 70
[ (ot o A TR o1 [ T | E TSRO 71
YA To [T o] G IV o] (0= (o (07 1) AR 71
WWEDSITE REFEIENCES ...ooiivviie ettt ettt ettt e e e bt e e e et e e s bt e e s s ebb e e e e eabae s e s bbeeessabeeessabbeeesantaeessabbaeas 72
Personal Letter/ COMMUNICATION ........coiiiueiiiiiiie ettt e sttt e e s et e e s bt e e e s st e e s sabea e e sbbeesssabaesssbeeeessares 72
IMISSING DIBLAIIS ...ttt bbbt b bbb bbbttt b et et ne s 73
REFERENCING IN TEXT 1evttiiitteee ittt e s ettt e e s etteee s ettt eseeteteesaaeeeessaaeeessasseeeseaseeesssseeeesasseeessasaaessseeessasseeessneeessinrenes 73
DTECE REFEIENCES .....vvi ittt ettt ettt et e e b e e s b e e ebt e e sbbeesbe e e sbeeeebeeesbeeeabeeesbesssbesesbeeesbesesbenssreneas 73
Lo T =To R L) (o =T T 76
U ] S =2 76
TSty LT TN ) 0] 0 4T U o] o S 77

RESEARCH — HOW TO GET INFORMATION . ....oiii ittt sttt s e s et e s staa s s sbae e s senbaeeens 78
STEP 1 — UNDERSTAND THE TOPIC .. .ictttiiiiii ittt stb bt e s e s s s bb bt e e s e s s s e eab bbb e e s e e s s s s bbb b e s e e e e s s ssabbbabesesesssanes 78
STEP 2 — FIND MATERIAL TO ANSWER THE QUESTION ....uvtiitvieiieesiiiesiteesiveessbesssbeesssesssaaesnnesssseesnsessssnssnsessnes 78

2010 Study Guide 3



© Canterbury College of Natural Medicine

STEP 3 — READING SKILLS ... uutttiiiiiiiiiiiittiit i e e s s eiibbtttsesssssibbasssesessssasbbatessesssasbbbtesseesssssbbbssseesssssirbbassessessinses 79
= V(0 3 = N 1 TP 80
STEP 5 - SUMMARISING ....ccitiitttttiieee e s ieittttie st e e st sttt ittt s e s ssssibbaaaeeseesssasbbateeseessas bbb besseeesessabbbaseeesssssbbbasesesessinses 80
INSTRUCTION WORDS ...ttt e e e e s e et e it e e e e s s s e bbbt e e e e e s s eb b bbb e e e e e s sssabbbbaaeeeaas 82
L0 Y Y A AR 84
APPENDIX 1 — SAMPLE RESPONSE TO ACTIVITIES ...ttt 85

2010 Study Guide 4



© Canterbury College of Natural Medicine

Introduction to the Study Guide

The aim of this study guide is to assist you to be an
independent learner.

It is designed to help you get through your course
successfully. It will guide you in how to learn and give
you some tips and pointers about how to apply this
learning. It begins by looking at what makes a successful learner.

The study guide details a practical sequence of previewing and reviewing material as
well as suggesting some specific ways of learning. It will outline some useful ways
of making your own notes and of reading effectively. Organising your time may be
the most helpful thing you learn to do, so suggestions on how to organise yourself
will be given.

Finally, the guide will describe some pointers on how to go about tackling those
assignments and how to prepare for exams.

By the time you have read through and completed the activities outlined within
this guide, you will be able to:

¢ describe the characteristics of a successful learner
e explain the stages of 3 stage learning

e select relevant learning techniques

e use note making techniques

e use effective reading strategies

¢ employ time management strategies

e summarise a process for writing assignments

e choose appropriate exam techniques

References:

Drew, S. Bingham, R. (Eds) (1996). The student skills guide Hampshire: Gower.
Percy, D. (1989) Adult study tactics. A springboard to learning Melbourne
MacMillan.

Svantesson, I. (1989) Mindmapping and memory London: Kogan Page.

Ward, C., Daley, J. Learning to learn.

Winder, J. (1994) Learning success. A practical guide for learners who want results.
New Zealand: ESA Publications Ltd
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Introduction to Successful Learning

The Characteristics of a Successful Learner

e Ask yourself, what are the characteristics of a successful learner?
e Think about someone you know who is successful.
e What does this person do that means s/he is successful?

If you think about some of our dedicated sportspeople such as Beatrice Faumauina,
Neroli Fairhall, Leslie Egnot etc., what do they have in common?

Generally, they are dedicated, committed, and very self-disciplined. They set
goals and work consistently towards achieving them by practising regularly.
Successful learning is no different. It also requires the same determination and
discipline.

As tertiary study can be very challenging, setting goals will help you to keep
motivated when the going gets tough. It is important to think positively but it is
equally important to be realistic about your expectations. Having expectations that
are too high will only lead to failure and disappointment.

“Learning to let go of unnecessary expectations and preconceptions is vital....”
(Percy, 1989. p.3).

“You need to be free of assumptions that can cloud your vision and obstruct settling
in. It's a matter of shelving them for a while and being open to the experience that is
there....to unlearn what you have learned.”

(ibid.)

2010 Study Guide 6
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Activity One - Goal Setting

Long Term Goals

Short Term Goals

2010 Study Guide

Below is an exercise you can complete to
help you figure out what your long and short
term goals are.

Think about your long term goals. What
do you want to achieve in the long term?
Jot these down. Then think about your
short term goals. Basically, these help
you identify how you can achieve the
long term goals you have identified.
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Your plan might look something like this:

Long Term Goals

e Get Diploma/Certificate in Massage/Herbal/Aromatherapy/Reflexology/ Nutrition

e Do subjects X, Y and Z towards Diploma/Certificate in
Massage/Herbal/Aromatherapy/Reflexology (This will require approximately 30
(15 hours for part-time students) of self-directed study per week)

Short Term Goals

e Spend 30 hours of my time on study. Eg:

Mon Tues Weds Thurs Fri Sat Sun
6 hours 6 hours 6 hours 6 hours 6 hours Other REST
Subject X | Subject Y | Subject Z | Subject X | SubjectY | Activities

So, determination combined with discipline is the key to success.

Percy (1989) describes her journey of learning:

“Study satisfied a need for direction, gave my life structure and introduced hope of
security and fair employment in the future. And it meant a change of lifestyle... The
process of learning continues throughout life and I've found it a vital, enriching and
dynamic experience...The complex personal development that often accompanies

formal learning for adults is marked by increased feelings of self-worth and

fulfilment.” (p.v.)

This same sense of achievement will be yours.

2010 Study Guide
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Becoming Familiar with Academic Terminology

Before we explore learning further, let’s look at some of the terminology relating to
your courses that is essential to understand.

Qualification:

Course:

Course of Study:

Course Objectives:

Assessment:

Workload:

2010 Study Guide

The qualification that you hope to achieve when you have
completed your studies, eg Diploma in Massage Therapy
or Diploma in Nutrition.

The different components that you need to complete in
order to gain your Qualification, eg MAS101 — Massage 1

The schedule of courses that you enrol in each year or
each semester.

Statements about what you should be able to do by the
end of the course. They also tell you what is going to be
assessed in the course (only course objectives can be
assessed). The objectives for each course are outlined in
the front of the course manual.

Sometimes referred to as Learning Outcomes

This incorporates the assignments, exams and practical
assessment that the tutors may use to assess your
ability/ knowledge and it comes in many different forms.
It may be an assignment or a test, exam, practical exam,
oral exam.

For every hour that you spend in class, expect to spend
around the same amount of time outside of class. This
will give you time to prepare for class, review material
covered in class, complete assignments, prepare for
assessments, complete home practicum etc.

Consider your course schedule and plan preparation and
revision sessions around these classes to enable you to
keep on top of your work load.
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Required Reading:

Recommended Reading:

Deadlines:

Some courses have a compulsory text book that you are
required to purchase (these textbooks will be listed on the
course related cost information you receive with your
letter of offer).

If there is required reading relating to a particular subject
area within the course, read this before the class as it will
mean you are familiar with what is going to be taught
before the class. This way you can focus more on the
information the tutor is delivering.

Often these are also a list of recommended reading for
the course. It is up to the individual students whether they
choose to seek out these additional texts.

Find out all assessment and assignment dates and
deadlines at the beginning of each course so you can
organise your study time accordingly. By setting out your
study commitments in a calendar you can see where the
busy times will be and plan the rest of your commitments
accordingly.

Tip

At the beginning of each course, check that you understand:

e what types of assessment your course will have
e the number of assessments
e what each assessment is worth (what % does it contribute to your final mark)

e how it will be marked

e if you can resubmit or resit and under what conditions

2010 Study Guide
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Learn to Learn

“How” you learn will dictate how well you do in your exams. This does not mean
how much time you spend. It means the way you learn, the variety of techniques
you use and your ability to understand what you are learning.

Learn Actively

o Learning must be an active process. This means your brain must be made to
think about what you are learning.

Examples
Active Learner Passive Learner
¢ writes notes in own words 0 reads notes over and over
¢ picks out keywords O leaves out material not understood
¢ asks questions of self and others O leaves learning for a test until the
¢ practises questions last minute
4 reviews regularly
+ works on material not understood
+ knows course outcomes and
methods of assessment

Just reading notes over and over is not active learning.

The most important thing to understand about learning is it needs to be an ACTIVE
process. That means you have to take responsibility for your learning and become
involved in it. Perhaps this can be better explained by saying: “Learning is not a
passive process.”

The words from your courses are not going to leap off the page and process in your
brain. You will need to make sense of them!

Your tutors will present their topics as “packages.” To make some sense of these,

you need to “unwrap” them. If you impose your meaning, interpretation and
understanding on these packages, you will be able to learn them better.

2010 Study Guide 11
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Now we get to the nub of the matter! Basically, you have two choices with learning:
1. you can memorise your material; or
2. you can try to understand it.

Both have their place. However, the passive learner sticks with memorising only and
this makes learning too hard. This type of learner wants an injection that will “inject”
the material into the brain!

Think about this example:

Each morning at primary school, my classmates and |
chanted our tables:

5x0=0
5x1=1
5x2=10
5x3=15

It was very rhythmical, very repetitive and very effective. It is known as ROTE
learning.

This worked well for me until | had to multiply 5 x 13. My tables went only as far as 5
x 12 so | was in strife.

However, one day, | realised that multiplication was a form of addition and that for
example, 5 x 4 was the concept of 5 added together 4 times, ie. 5+5+5+5so|
could get very clever and WORK OUT 5 X 13.

| had shifted my learning from memorising to understanding.

So you see that both types of learning are appropriate, but you will learn more
successfully if you try to understand your material. All your subjects will have their
own language and before you can grasp the concepts, you may need to begin by

memorising the vocabulary.

Recognising what affects your learning will help you. There is no right or wrong way,
just “different” ways.

2010 Study Guide 12
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Memorising versus Understanding

o Know the difference between memorising and understanding.

o If you memorise information that you don’t understand you are rote learning.
e Todevelop understanding

learn actively

explore the subject

self question - why, how, what happens next

find examples

get a global view of a topic - ie. know how parts of a topic fit together to
give an overall picture

R A

e To check that you understand you need to:
— test yourself by asking other questions or doing old papers
= explain it in your own words
= be able to give a summary of the main points.

Learning Styles

o Find out about your Learning Style

o Different people learn best in different ways.

o It is important to know how you learn best and then develop a variety of
techniques that suit you and the subject you are learning.

o Discover your learning style by taking a learning style test.

e  You will have the opportunity to take a learning styles test during Orientation
Programme at the college.

A learning style describes your preferred way of learning.

Auditory learners prefer to listen to lectures or to be involved in discussions.
Kinaesthetic learners want to be doing something. They can be given a handout
and talked to about something, but it is not until they are actually DOING it, that it

takes on any meaning.

Tactile learners do best by using their hands — underlining and highlighting words in
handouts or making their own notes.
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Visual learners prefer reading and get most of their learning from words and/or
diagrams.

Generally most of us learn using a combination of all four styles, but we may be
dominant in one style. Later, this guideline will look at some different techniques for
learning. You can use the ones that best fit your style.

The key to success with these techniques is to use a variety of ways of learning.
Apply a relevant technique to a topic. We will talk about this more later.

Some people like to study with bright lights, others, soft light; some prefer noise and
music, others, silence; some like to sit in formal situations, while others prefer to
lounge around. Some of us work better in the morning than at night. We will all
have different preferences.

2010 Study Guide 14
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Learning Techniques

o Increase the variety of learning techniques you use.
e  There are many different ways to learn.
o Find out about these and try as many techniques as possible.

Examples:

Mindmapping

Making up questions

Teaching someone your subject
Cards

Study groups

o Use a technique that suits the subject.

Examples:

Learn Latin muscle or plant names by practising them.
Learn definitions on cards.

o Make notes that are in your own words

o Connect information to what you already know
o Associate what you are learning to your life.

o Add diagrams/pictures and colour

o Learn in ways you find enjoyable

Impacts on Learning

Your ability to learn is affected by:
= How relaxed you are - learn to relax.
= Any emotional/physical problems you have - get help to sort these out.
= Your attitude - be positive and tell yourself you can be successful and you
enjoy learning.
= Your motivation - if this is low, find out why.
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Recognition, Recall, Application

Recognition is when you are able to remember as long as you have a prompt, i.e.
is in your short term memory. Being able to recognise but not recall sometimes
leads to the “mind going blank” in an exam.

Recognition is applied in a multiple choice exam where you are not required to give
the right answer, just recognise it.

it

Recall is when you are able to remember information without your notes or someone

to prompt you.

Check you can recall by:
= Writing some questions for you to answer.
= Practising with old exam or sample papers.
= Choosing a keyword and writing about it.

Short answer gquestions in exams will require you to recall information.
Application is when you are able to apply your learning to a given situation.
It is likely you will be asked to apply your learning to a case study or scenario type

assessment. Your ability to do this is dependent on using a variety of different
learning techniques which help you to understand what you are learning.

2010 Study Guide
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Activity Two — Learning Styles

Answer the questions below and discover
how you study best.

On p.79 of Ward & Daley’s “Learning to Learn”
you will find a test which assesses your preferred
learning style (copy in library). You will find the
answer key on p.80 of the book.

Environment
When studying, do you prefer:
o Sound (eg. music) or silence?
o Bright or dim light?
. Warm or cool temperature?
o Formal upright furniture or casual more relaxed design?
Emotional
o What motivates you to learn?
o Do you like to spend your time uninterrupted on a task, or do you prefer to
take lots of breaks?
o Do you like to be directed in what you should do, or do you prefer to work
it out for yourself?
Sociological
. Do you prefer to work on your own?
o In pairs?
o With peers?
o In a team?
Physical
o Are you visual, auditory or kinaesthetic?
o Do you like to eat as you study?
o Do you work better in the morning or the evening?
o Do you like to move around as you work?
Psychological
o Do you like to see the big picture first or do you prefer to have information
or bite-size chunks?
o Are you left or right-brain dominant?
o Do you make decisions instantly or do you like to reflect on these?
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Activity Three — Learn to Learn

Write the key points of Learn to Learn in the form of a mindmap.
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3 Stage Learning

This is a good practice or routine to get into when tackling each new topic.
Stage One: Preview

Use your learning outcomes or course timetable as a guide to preview the next
lesson’s topics. This will help you to:

e Help find the important points in a text or handout
e Give a focus for reading and notetaking
e Give an overview of the topic

How to Preview

1. Skim read the relevant chapter(s) in your text and any handouts:
a. look at headings and sub-headings
b. read introduction, conclusion/ summary
c. look at any diagrams
2. Discuss the topic with someone else
3. Think about what the topic may involve
a. What do you think the topic may be about?
b. What do you think you will need to know?
c. What do you already know about the topic?

Previewing will help you to focus and will provide you with a framework for note
taking when you are in class. It acts like a warm-up before taking vigorous exercise!

It leads you into the topic.

Hopefully as you get to Stage 2, the Reading and Notetaking stage, you have a
structure to follow. Or you may have some questions to focus your reading.
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Stage Two: Reading/ Note taking in Class

Previewing will have helped you to form a framework for the structure of the class
and give you an idea of what you need to take notes on. Now read and take notes
according to the framework you have developed. One way to do this is using
something called a split-page format for note taking. This is outlined later on in this
section.

Stage Three: Review Material

Within 24 hours of the class, go over your notes.

o Reviewing keeps building on information.

o Each time you review you will remember the information more easily.

o Information is stored in long-term memory by repetition. Reviewing helps this.

Reviewing:

What you
know

A 4

Now 1 day 3 days 7 days 10 days

Remember that we talked about your subjects as packages and that you must
unwrap these?

Reviewing within 24 hours allows you the necessary repetition to absorb the
material. This is your third “go” at it, and by using a variety of different learning
techniques you can “unwrap” and “reassemble” the package. This will help you
‘recognise” it in the exam where the question may not be exactly in the same format
or package as it was presented. However, if you have been told to learn the
identical technical term or name of things, find a way to recall it exactly.
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How to Review
1. Review REGULARLY

o Review on a regular cycle. Reviewing regularly prevents panic, stress and

cramming.
Example
Review after the first reading
and review at the end of each week
and review at the end of each section/topic
and review at the end of each four weeks

o If you review regularly - you will have less work to do before a test.

2. Review ACTIVELY
|

o How you review is just as important as how often you review.
o Relate what you learnt today to the course outcomes
o Be active when you review rather than just read over your notes.

Tips to Review Actively

Edit your notes

Pick out keywords

Make a mindmap

Make up some guestions to answer
Answer the guestions in the text
Explain it to yourself or someone else
Practise problems and get feedback
Find examples

3. Identify bits you don’t understand or PROBLEMS you have.

o Have a way of noting problems areas
o Sort out your problems as soon as possible.
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If you are having problems:

Ask someone else in your class
Ask the tutor

Read the text

Find a different text book

o Understanding builds on understanding - it is important to sort out problems as
they arise.

o Find answers to questions you have.

4.  EDIT your notes

o Your notes form the basis of your learning - you need a good set.
o For tactile dominant learners rewriting notes can be useful.

Tips for Editing Notes:

Put in headings

Add references
Underline/highlight

Write keywords down the margin
Add colour and artistic devices
Note problem areas

This critical review period is especially important for the distance learner. You are
not going back to class, so you must review your learning regularly.

Split Page Note-taking

Split page note-taking means putting a wide margin down the left of the page, taking
notes as you read on the right side, and then when you review these notes, use the
left margin to write in key words or summaries, examples or textbook references.
Practise the technique of split page note-taking by writing notes on the topics
covered so far on the right of your page. Use the left side to pick out keywords or
find references to these topics in the suggested texts.

Do this: by using a variety of techniques to take notes before and during

class
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by editing the split-page notes as follows:

In the left margin: Summary

In the right margin: Course Notes

Key words
Summaries
Examples
References
Pictures

e Class notes

Bullet points

Colour coded information
Highlighting

Boxes or asterisks

2010 Study Guide
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Learning Techniques

Keywords

o Reducing your notes (or a text) to
keywords helps you to pick out the
important points.

o Keywords are easier to remember than
sentences.

e Asyou read, ask yourself “what words
sum up what | have just read?”

Mind Maps

Visual learners learn well using these, and they can be useful for tactile learners.
Mind maps can also be helpful for people who are low on the visual learning style
and want to increase their skills.

Making a mind map helps you to:

Pick out keywords

Boost recall

Fit your keywords together into an overview
Remember

Increase understanding

A mind map is a creative pattern of connected ideas.

Creating a Mind Map

2010 Study Guide

Start with a topic and enclose it in the centre of your page.
Add branches for key sub-topics

Add details to the branches

Personalise with colour, pictures, symbols and shapes
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Tips for Mind Mapping

o Print all words on lines

o Use at least three colours

o Use a different colour for each branch

o Use picture and symbols wherever possible
o Use medium, thick pens

e  Vary the size of words by level of importance

When to Use a Mind Map

¢ As a reviewing tool e As an overview

e As a memory aid e To summarise

¢ As a planning tool ¢ As a note-taking tool

e To get creative flow ¢ To help order thoughts

e To brainstorm e To plan a speech or presentation
e To problem solve e To introduce a topic

e To link/relate ideas

For Example:
Pictures
Colour Understanding
Colour —— Tips —— Symbols \ Uses /
Mind Maps
Method \
Purpose Personalise
Boosts N Helps / / \
recall Understanding Topic Details
Branches
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Finding Examples

A good way to check your understanding and help you remember information is to
find an example or relate it to something you know well.

Example

If you are studying the structure of business letters, find your own examples to
compare the format.

Information is remembered more easily if you relate it to what you already know.

Write as steps or flow diagram or tables

Some information can be written as steps.

Example

Fraction/multiplication

Step 1 Write mixed number as improper fractions
Step 2 Cancel

Step 3 Multiply top lines together

Step 4 Multiply bottom lines together

Other information fits well on a flow diagram or table.

Example
Symptoms

0

Disease

2010 Study Guide
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Develop a Series of Questions

As you read through your notes, devise some questions.

Example

What is the name for .. ... .. ?

Define theterm.......

Give the three functionsof . . ... ...

How does factor A affect factorB? . .......
etc

Answer these using your notes from memory.

Explain It or Teach It

Explaining the topic to someone else makes you put it into your own words. Try
teaching a willing listener about your subject. If you don’t have such a person,
pretend! Talk to a “pretend” audience. The important thing is to articulate the key
ideas and main concepts.

PQRST

PQRST is a reading technique which stands for:

Preview
Question
Read
Summarise
Test

Apply this to your notes, handouts, or texts.
Preview by skim reading the main headings and/or summary to get an overview.
Make up some questions from the headings to give purpose to your reading. Read

looking to answer the questions. Summarise the key points and test yourself as to
how much you understand.
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Practise Questions or Old Papers

It is good to look at old exam or test papers to see:
e  The format of the papers
e  The types of questions asked

Practise answering the questions and give your answers to your tutor for feedback.
Revise your strategies of learning and answering according to the feedback you
receive and practise again.

Flash Cards

Cards are useful for learning definitions and terminology. Put the
word/concept/principle on one side of the card and the definition on the other. Set
yourself a goal of learning so many per day or week. Ask others to test you on your
knowledge.

Study Groups or a Buddy

Auditory and kinaesthetic learners may benefit from learning with others. Set goals
and guidelines to structure your learning. Study groups and buddy systems allow
for teaching and questioning.

Make up Mnemonics

Mnemonics is a memory system. Taking the first letter of the keyword of a series of
words or principles you need to remember, make up a sentence using the first letter.
This will trigger your memory about the original topics. It is especially useful if you
have to learn something in sequence.

Example

Learning Principle Mnemonic

Decide Donald Finds UFO’s Really Pretty Exciting
Find

Use

Read

Present

Evaluate
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Make Study Notes

Summarise and condense your notes into key points. Put these main concepts
onto cards or in a separate folder. Use the split page method.

Use a hierarchy, i.e. main headings, subheadings.
Record on Tape
Dictate your notes onto tape. Ask yourself questions and record the answers. You

can play this as you are doing other tasks (eg. the dishes, the ironing, mowing the
lawn).

Act it Out

Often it is possible to act out what you are trying to learn.

Example

If you are learning about the brain:

Set up your room as a brain and pretend to be the various parts of it;

or

If you are learning about conflict resolution:

Make up a scenario and act it out to learn the keys to good conflict resolution.

Even just moving around while you learn helps sometimes.

Draw a Symbolic Diagram

Draw a diagram which represents what you are learning.

2010 Study Guide
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Use Thinking Skills

Thinking means:

e Dbrainstorming o inferring

e structuring o comparing

¢ finding key concepts o deducing

e questioning o relating

e evaluating o thinking laterally
e analysing

These skills are needed to help you understand

In Review
1. Seethe overview

o make a mind map

o draw a hierarchy diagram

o know the overall structure and framework

o find the relationship between basic facts and details
o put the information into a table

o look for links and underlying principles

2. Brainstorm

o what do you already know?
o what can you work out?
o what do you need to learn?
o what links can you see?

3. Structure
e group and sort by different headings

o organise the information personally
o write steps/sequences
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B

Find key concepts

o summarise into key ideas, words and concepts
o teach it to someone

o explain it to yourself

o use objectives/text summaries

5. Question

o develop topics as a series of questions
o make headings, objectives, key concepts and underlying principles into
guestions

6. Evaluate/analyse/make inferences and comparisons/deduce

o discuss

o join a study group

o find links

. compare and contrast

o draw conclusions

o ask questions - why? how? what? etc

7. Relate

o relate it to what you already know
o relate it to past material

o find examples

o relate theory to practical examples

8. Deduce

. draw conclusions
° devise solutions

9. Think laterally
o see links, opposites or the unrelated
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Activity Four — Memorising versus Understanding

Try to identify which techniques are suitable for memorising and which for
understanding.

Memorising Understanding

Some people find mind mapping a very effective way of learning. It appeals to
creative people! Others find it messy and prefer a good, straightforward list! (This
will probably depend on whether you are more of a right or left brain learner. You
can find more about this on p.78 in “Learning to Learn”)

Ward & Daley also explain more about mind mapping, pp 50-53.
Activity Five — Learning Styles

Try to match the learning techniques with learning styles. Fill in the boxes.

Auditory Kinaesthetic

Tactile Visual

2010 Study Guide

32




© Canterbury College of Natural Medicine

You may use the techniques that fit your preferred learning style or you may choose
to develop other techniques to strengthen other styles. You will have much more
flexibility as a learner if you can adapt to each style.

Choose a technique to fit what you are learning, eg.
Cards for terminology

Mindmaps for summaries

The learning techniques are very specific and task focused.

Activity Six — Kinaesthetic Learning

Sometimes, linking your study to physical activity can help
you learn, particularly for students who prefer kinaesthetic
learning style.

Try the exercise below;

Stretching Stretch arm and leg muscles while reciting learning
Outcomes

Press-ups Do five press-ups while reciting five key points

Jogging Jog on the spot while outlining each of the key points in more
detail

Cool down Relax muscles and shake limbs while summarising the key
points

Now do the three R’s | rest
revise
reward yourself
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Note Taking

Now that you have organised your mind and your ot
attitude to learning, it's time to organise your systems!

Some of us resist routines and being scheduled and I’
classified. However, if you want to be efficient and . g
effective, as well as successful, you will find study so

much easier if you have a system. This also applies to

how you organise your time, but let’s begin with note taking.

Having a system for filing your notes does help alot. This is where money spent
at your favourite stationery shop is an investment.

You will need:
o hard backed folders
o plastic envelopes
o a range of coloured pens
o dividers
o a hole punch
o plenty of paper
o cards

You will be pleasantly surprised at how the use of colour can aid your learning. You
can use colour to differentiate between different aspects of the subject - eg. function,
effect, treatment - or you can colour code subjects.

Remember the split page technique. As you read your course lecture, take notes of
the date, the topic, and the tutor. This aids filing. Then note the main points.

This activity will help you concentrate and you will develop good summarising skills.

Use the left margin to highlight areas you need to find out more about or to write
keywords, summaries and textbook references.
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Step 1 - Organise

o Devise a system for filing your notes in a logical, easily accessible sequence.
o Date each page and put the subject and tutor's name.

Example

9.3.98
Micro
Jones

o Preview to get an overview of the main concepts. Use the framework of
important ideas to focus your reading.

Step 2 - Take notes using the SACHA system

i.e. Space
Abbreviations
Colour
Headings
Artistic Devices

Space

Leave plenty of space when taking notes so that when you review, you can expand
your notes or add headings and keywords.

Abbreviations
o Develop your own abbreviations for your subject.

o Write phrases not sentences.
e  Write words not phrases.
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Colour

The effective use of colour in your notes enhances learning. Use colour to:
o highlight key points

o box important points

e  select topics

e  divide subjects

Colour makes your notes look more appealing - hence they are easier to read and
remember.

Headings

o Use different print size and type according to importance.
o INDENT to divide subjects.
o Make use of a consistent numbering system:
1.0 MAIN HEADING
1.1 Sub Heading
1.2 Sub Heading
Artistic Devices

The main devices are:

* asterisks - arrows underlining
O circles 0O boxes

Use these to highlight main points.
Types of Notes

Linear - where the lines are in sequence.
Patterned - mind maps, flowcharts, tables.
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Characteristics of Good Notes

o They are accurate

o They contain essential information only

o They show overall organisation of ideas clearly
o They are concise

o They include own comments

2010 Study Guide
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Reading

You have probably had the experience when reading of
getting to the bottom of the page and thinking “what was that
about?” You thought you were concentrating but looking
back, you can scarcely recognise anything. This is very
common. The problem is caused by not reading

. : | purposefully. When you read knowing what kind of

" information you are looking for, your reading will be much

4 more effective and efficient. Do not read every word.

PQRST

PQRST is a reading technique. It can be applied to any written document, eg. a
textbook, a journal article, or a handout.

P = Preview
Preview to get an overview. Do this by:

o reading the abstract and the conclusion

o reading the main headings

o checking the diagrams

o looking at titles, content pages and headings.

Q = Question
Make up questions to focus your reading. Do this by:

o turning the headings into questions
o making your course learning outcomes into questions.
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R = Read
Read, with the aim of finding the answers to the questions. Do this by:

o reading introductions
o reading first and last sentences in paragraphs
o looking for keywords

S = Summarise
Try to summarise the main ideas. Do this by:

o putting the main points into your own words
o listing the key ideas

o mindmapping the main concepts

o underlining the main points

T =Test
Show that you know by testing yourself. Do this by:

o answering the question set earlier

practising with old exam papers

reciting or discussing the main points
mindmapping without reference to the original text.

Remember, if you are reading a book that is yours (and only a book that is yours!),
personalise your text by underlining, highlighting, boxing, writing notes, using
colour.
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Reading a Journal Article or Chapter

For some course readings, it may help to use the following framework:
1. Abstract/Introduction

What is the purpose of the text?

2. Discussion/Findings

What are the main points?

Try answering the questions:

° What?

) When?

° Where?

° Who?

° Why’?

. How?
3. Evaluation

What points do you agree/disagree with?
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Organising your Time

Organising your time may be difficult, but it is critical
to your success. Life tends to interfere with our plans
to study, and if you are a procrastinator, you will find
yourself doing anything but study, e.g. gardening,
shopping, housework.

All of these are admirable tasks, but when you are a
student, these can be “replacement” tasks (your
windows have never been so sparkling, but that essay
is still not written!).

Becoming a student is an exercise in physics. When your life is already full to the
brim, you cannot add something else without something giving. It is much better to
plan what that something will be, rather than discover too late that things aren’t
working out.

It helps to prioritise. Itis also helpful to discuss with members of your household
what it will mean for you to be a student. You will not be as available to them; you
may need them to help out more with tasks. These things are more likely to work out
successfully if they are planned and negotiated.

A space of your own that is designated to study can be very motivating.

The following list may seem rather stark! But basically, a student’s life can be
compartmentalised as follows:

o work

o commuting

o maintaining relationships
o domestic chores

o sleep
° recreation
o study
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Study is made up of:

o previewing

o reviewing

o reading

o study for tests

o writing assignments

Planning your time will allow you some element of control.

1. Begin with timetabling the fixed commitments. This is usually work
commitments, but may include fixed times for things like church or sports/music
practice.

2. Plan also for those social events so you can juggle your time around these.

3. Then decide when you can study and on a weekly planner, specify what you
will do in that study time.

Organisation of time for the successful student is all to do with balance. Study is a
bit like housework. It's always there and you can always do more!

So you must plan to have time off that is study-free and guilt-free!

What is the use of having time off but feeling miserable because you think you
should be studying?

Plan a balanced equation of everything. Too much study is just as ineffective as too
little!

Sometimes it helps to set goals for the week of what you want to achieve and then
set tasks of what you need to do to achieve these goals.
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4 Steps to an Organised Student Life

1. Assess your study needs:
o time - make a timetable
o place - organise a desk

o materials - purchase

2. Discuss your requirements with your
household:
. duties
. “do not disturb” times

3. Establish a routine:

. revision

. duties
o family
. leisure
o study
4, Assess effectiveness:

. discuss with household
° monitor stress

° revise routine
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Organising Your Time

Use a Year Planner

Note dates of:

tests

exams

due assignments

when focused study for particular assessments will begin
social events

work commitments

Set Goals and Deadlines

Example
GOALS: To complete assignment by Friday
TASK: Mon Gather information
Tue Sort and plan
Wed  Draft
Thu Write
Prioritise

Do the most important jobs first.

Establish Routines

Study at the same times each week.
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Manage Distractions

Example:
Remove TV from study area
Take the phone off the hook

Tell friends not to call between

Put up a DO NOT DISTURB sign, and

Make Checklists or an Action Plan

Example: Monday 1 March

Read Chapter 6 “text”

Read subject A

Make notes topic B

Do Reference List subject C

Break Tasks and/or Topics into Chunks

Example:

Test on Friday
Mon Learn topic A
Tue Learn topic B
Wed Learn topic C
Thu Revise

Example:

Assignment due 11 November

Feb/Mar
Apr/May
Jun/Jul
Aug/Sep
Oct

gather resources
read and make notes
interview

draft

write

Organise Systems

Examples: Environment

o organise study desk and have resources on hand
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Activity Seven — Weekly Planning

Use the sample weekly plan to write a
timetable of a typical week. (I can hear you
asking, “what is typical?!”).

Begin with the fixed commitments, add the
other activities and then see what times you
have for study.

Then think about what may need to be
sacrificed in the meantime in the interests
of study.

One of the most obvious pitfalls for my
classroom students is not allowing enough
out-of-class time for study. Being a student
requires time. As a distance student, you
don’t have the discipline of “classroom”
times. You will need to plan for these so
your week has some routine and time is
scheduled for study.

2010 Study Guide 46



© Canterbury College of Natural Medicine

TIME

MONDAY

TUESDAY

WEDNESDAY

THURSDAY

FRIDAY

SATURDAY

SUNDAY

7.00 AM

8.00 AM

9.00 AM

10.00 AM

11.00 AM

12.00 NOON

1.00 PM

2.00 PM

3.00 PM

4.00 PM

5.00 PM

6.00 PM

7.00 PM

8.00 PM

9.00 PM

10.00 PM
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Assighments & Assessment

“Assignment” means a task of work.

You may be asked to write a report or an essay, or to
make a poster or a presentation or to follow a set of
instructions. Each of these tasks can be called an
assignment.

Breaking the assignment up into manageable portions
can assist this “getting started” process.

In general you should work through are four stages:
o plan the assignment out
o gather information
o draft assignment
o produce final assignment to hand in

Step 1 - Planning

o Ensure you understand the assignment instructions.
o Formulate questions to drive your search for relevant information.
o Devise a time management plan with dates for each stage to be completed.

Main target Deadline (due date) Estimated time to
complete
Write an essay Two months away 6 weeks
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draft

Sub-tasks Deadline Estimated time to
complete

Gather information 1 month away 3 weeks

Write first draft 6 weeks away 1 week

Final editing and final 2 months away 3 days

(due date)

o Analyse the instructions. Check that you understand clearly what you are
required to do. Find out how the assignment will be assessed.

o List potential sources of information, eg the library, government department,
people, experiments etc.

. List the activities to be carried out.

Example:

o Interview Fred

o Carry out a database search on Eric using the keywords.......
o Develop a questionnaire to distribute.

o Set up an experiment to test fungal growth.

Make a time management plan

Example:

o Plan

o Gather
o Draft

. Produce

o Assignment due

6 - 8 March

9 - 23 March
24 - 31 March
1-5 April

6 April

Step 2 — Gather Information

As you will need to use accurate referencing according to the APA system, it is very
helpful at this stage to record all the bibliographical details. This can save you much
time and angst later when you may need to cite the exact page number from your

source of information.

Gather information from all sources as planned. Carefully note all reference details
such as author, title, publisher, date and place of publication and page number(s).
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Decide on appropriate main headings to enable you to group your notes
meaningfully. You can do this by brainstorming or a mind map.

Group notes under these headings, checking back with the assignment instructions
to ensure relevance.

Step 3 —Draft Assignment

A good assignment may need two or three drafts so be prepared to redraft your
redraft! This editing process is essential. The final stage is the easiest, as you have
put most of your time and thought into the first three stages.

Make a detailed outline giving the structure of the assignment using headings, sub-
headings and paragraph topics.

Write the draft using the outline.

In the introduction link your text to the title or the instructions. Include a definition of
concepts and an outline of the approach to be taken.

Write a conclusion summarising the arguments.

Write a reference list and title page.

Step 4 — Produce and Check you Work
Take a break.

Proof read your assignment, checking spelling, grammar, sentence construction,
paragraphing, referencing, relevance and topic.

Re-draft if necessary.

Hand in the assignment on time.
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Essay Writing

Step 1 — Analysing the Question

The first step in writing an essay is working out what the question is asking. The
worst thing you can do when writing your essay is not actually answer the question
that is asked!

Identify the ‘instruction’ words in the essay question — these are words like discuss,
analyse, define, compare, contrast, explain, justify etc. These words will direct the
type of essay you write.

Identify the essay topic.

If an essay topic has more than one part to it, consider how they fit together and
what the overall meaning/ direction of the essay is.

Note: Confirm your interpretation of the question with your tutor or other students.

Read selectively around the topic of the essay. Use recommended text lists,
required reading texts, other books, journals etc. Use the internet; however make
sure the research material comes from a reliable source.

Step 2 — Researching your Essay

It stands to reason that you cannot start
writing your essay until you have a clear
idea of what you want to say.
Brainstorming and researching around
the topic of your essay for ideas is the
next step after you have analysed the
question.
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Some places to start with your research:
e Your course manual

e Your course textbook

e Any recommended readings

e Journals

e Library resources

¢ Internet

Make sure when you are researching that all your notes are clear and easy to read
and most importantly well referenced.

When researching your essay, make sure you draw from a wide range of sources.
By relying too heavily on a few sources of information you are failing to demonstrate
your ability to research adequately and to draw together a wide range of detailed
evidence to support your argument/ points.

A good guide to the number of references to use in an essay is 5 — 10 references per
1000 words.

Consider the marks allocated to referencing when deciding which end of the scale
you think is appropriate.

Step 3 — Planning the Essay

Once you have identified what the question is asking you to write about and have
done your research, start putting together a plan for your essay. Think about the
following:

e What are your main arguments/ points?
e What evidence/ arguments can you use?
e Are there any counter arguments?

Note: Keep going back to the essay topic and make sure you’re answering the
guestion!

When you have planned your essay, go back to the reading and research you have
completed in the previous step. Is your research relevant to the main argument/
points of your essay? If not, either go back and find some more information or
review the relevance of your argument/ points to the topic.
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Step 4 — Writing a Draft

Once you have planned your essay the next step is writing
a first draft. Getting started is often the hardest part of
essay writing. If you are struggling with getting your essay
started, leave the introduction till the end or until you have
a clear picture of the direction of your essay.

Introduction

Your introduction should identify the angle or your
interpretation of the question, introduce the main points of
the essay and give the reader an indication of the direction
of your essay.

Body
The body of your essay is where you develop the argument/ points or direction of
your essay.

Each paragraph should:
e Make a statement relevant to your argument/ point, and
e Provide evidence to back it up.

Overall your argument/ point should be developed in such a way to reach a
logical conclusion. Each paragraph should lead neatly into the next; your final
sentence in each paragraph should connect to the first sentence in your next
paragraph.

Each paragraph should:

e Start with a statement outlining the position you are taking

Explain why the statement is important

Give evidence and examples to back up the statement you are making
Express your own view

Remember, it doesn’t matter where you start with the first draft, because it is just
that. If you are using a word processor, it is even easier to rearrange your essay.

Conclusion

Your conclusion should pull together all the threads of your argument into a
paragraph, sometimes just a few sentences. Avoid restating the evidence discussed
in the body of your essay.
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Step 5 — Editing your Draft

Editing your essay is the final step in the essay writing process. Once you have put
your draft together take a break; you want to edit with a fresh mind.

Read through your first draft and consider the following:
Does your essay answer the question asked?
Is the order of your essay logical and easy to follow?

Are all your arguments/ points relevant to the topic?

Is the evidence you have used to back up your argument/ points relevant? Is it
strong enough? Do you need to find more supporting evidence?
Have you referenced adequately/ accurately?

If you are unsure about any of the requirements of your essay, talk to you tutor.
They are the person that will be allocating the marks, so seek clarification as to their
expectations.

How to Think About your Writing

Focus Suggestions What you can do in your
first draft

Words and Use words in a way that Underline words/phrases you

phrases demonstrates you understand | are unsure of. Use a
them. When first referring to | dictionary, lecture notes and
an idea/concept give the texts to check that you are
reader enough information to | using them correctly. If you
understand it. Don’'t assume use a thesaurus to find new
that your reader knows. words, check their meaning in

the dictionary.

Sentences If sentences are too short, the | Read your sentences aloud,
ideas may seem fragmented. | to help you make sure they
If they are too long, they may | make sense. Get a friend to
be difficult to follow. If you read any you’re unsure about,
find writing difficult or if to see if s/he understands
English is your second what you are saying
language, short sentences
may help you avoid
grammatical mistakes.

Paragraphs Keep to one main idea per Underline the main idea in
paragraph. Ensure the idea is | each paragraph. If there is
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explicitly stated and more than one idea, is an

explained. extra paragraph needed, or
are there irrelevancies you
can cut?

Linking paragraphs | Link ideas across paragraphs | Underline words and phrases
So your argument flows. which show how you have
“‘Also”, “moreover”, “in linked paragraphs. Get a
addition”, show that you are friend to read several
continuing in the same paragraphs and ask her/him
direction; “whereas”, whether they can see how
“‘nevertheless”, “however”, “on | they relate.
the other hand” to show that
you are changing direction.

How to Develop an Argument

Essay title/question

Analyse the role of non-verbal communication within the communication process,
noting how it can work in isolation and in combination with other forms of
communication.

What the writer does in a sequence of key moves

Defines terms and definitions of non-verbal communication.
Describes non-verbal communication in isolation, using information from reading.

Describes non-verbal communication in combination with other sorts of
communication, using information from reading.

Highlights limitations and complexities.

Summarises key points in relation to the essay question.
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Activity Eight — Time Management Plan

Think about an assignment you have coming up this term and consulting the
example above, plan out your time in the table below:

Main target Deadline Estimated time to
complete

Sub-tasks Deadline Estimated time to
complete
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Exams

Now the end of your course of study is in sight.
All your effort and learning is about to be tested
in an exam.

There are two reasons for students not doing
well in exams:

1. They haven't learned the material. This is A ‘
ZA

a very inhibiting factor!
2. They don’t answer the question as it is asked.

The instructions relating to how to analyse the question can be very useful in finding
out exactly what your tutor wants you to do.

Exam Preparation

Sort

Sort your course notes according to the learning outcomes. Use the outcomes as a
checklist.

o What do you already know?
o What can you work out?
o What do you need to learn?

Plan of Action

o Make a study plan by dividing your subject into topics and allotting time to each
topic on a daily planner.

Study the Subject

o Use a variety of learning techniques suitable for the type of information, and the
way you will be tested.
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Example:
e Mind maps for an overview
e Cards for definitions
¢ flow charts for processes

Example:

Method Type of Test
cards short answer
reading notes multichoice
mindmaps/old papers/teaching case studies

o Find out how you will be assessed and practise similar types of assessment
and get feedback on this.

Test Yourself
Find out what you are successfully learning and what you still need to learn.

Learn

N

Test Yourself 7, Review

Get to know the meaning of the Instructional Terms

See page 70 for a list of these.

Find out

Find out what kind of questions your exam has, eg. multichoice, short answer, essay;

find out the mark allocation for each question, then work out the time you can spend
on each question according to how many marks it is worth.
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Visualise success

It is important to:

o practise relaxation techniques

o visualise your exam setting (if you know it)

o picture yourself successfully answering the exam paper

Stay Healthy

You should eat well before an exam to keep up your energy levels. You may also
want to drink water in the exam to keep your brain hydrated.

Exam Techniques
First reading

o Read all questions carefully. Usually you may be given designated time solely
for reading the question paper during exams.

o Decide which questions you will answer (if you have a choice).

o Decide which order you will answer them in. Start with the easiest.

o Check the time/mark allocation.

Second reading
e  Analyse the question
o0 Box and number the activity words, eg. Explain
0 Ring the topic(s)
o0 Underline the qualifiers. Qualifiers tell you what you are being asked
about the topic.

To find the qualifiers, ask yourself “what is it in relation to “an effective massage
therapist” that | need to:

1. identify

2. describe

3. analyse

4. discuss
Example:

Describe 3 barriers to the communication process
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Plan your answer

o Brainstorm key words

o Check which key words are relevant to the question
o Link this information to the question instructions.

Write your answers staying within the time allocation.

Example

Identify the most important istics of a Herbalist/Massage therapist/
rapists.

Describe these and analyse the historical social and political factors which influence
these. Discuss the impact on therapeutic massage.

By boxing and numbering the instructional words, you can see there will need to be
four parts to your answer.

The topic is the most general aspect.
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Instruction Words

Analyse

Compare
Contrast
Define
Demonstrate

Describe

Discuss

Evaluate
Examine

Explain

llustrate

Interpret

Justify

Outline

Review

Show

Summarise

2010 Study Guide

to examine critically, to highlight the main ideas and issues
illustrating how they are related and why they are important

to examine and identify the similarities and differences

to examine and identify the differences

give concise information and authoritative meanings

to make evident with the help of specimens or experiments

to write in detail the main points or characteristics in a logical
sequence without interpreting the information

to present a point of view using descriptions and interpretations,
with evidence to support your argument

to make a judgment through a discussion of evidence
to investigate or research a topic

to make the meaning clear, looking in particular at reasons,
causes and effects

to make something clear by providing details, examples,
pictures

to explain the meaning of something

to show adequate grounds for decisions or conclusions,
focusing on why it is so, given the evidence available

to summarise the main ideas supported by secondary evidence

to survey or summarise looking at important areas and criticizing
where necessary

demonstrate by examples

to give a short account of the main points leaving out details and
examples
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Referencing

Referencing or Acknowledging
the Work of Others

As students, you are exploring and building
upon the knowledge of predecessors as
well as your own experiences. For these
reasons your work, whether it be in the
form of an essay, case study, practical
report or thesis, represents; first, the integration of the work of others and second,
the creation of your own unique argument and style.

It is important when writing to separate what you are saying and what others say
about the subject.

Referencing is the method used to indicate separation of ideas and adds
considerable scholarly impact to a piece of work.

Indicating the sources of evidence, theories and arguments in essays is something
that students often find worrying, yet is a simple matter governed by some simple
conventions which are easily learned and which should become automatic after
writing the first one or two assignments.

The sources from which you derive all quotations, all evidence, all statistics,
all theories, all opinions you use in your assignment, essay, project or report
should be cited clearly so the readers can identify them and refer to them
guickly and easily.

Notice that this most important rule applies to the use of all those sources other than
your own original work. Referencing is necessary whenever you use the ideas or
work of others by quoting verbatim (word for word), paraphrasing (summarising and
restating), or citing (mentioning another's work in support of your own). Failure to do
this is plagiarism, is a form of Academic Misconduct.

The system of documenting and referencing used in the Canterbury College of
Natural Medicine is the Harvard System or author/date system.
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Quotations

There are two types of quotations (indirect and direct) and both have certain
conventions regarding their use. Quotations are employed to show exactly what an
author has said (direct) or when paraphrasing to reinforce or to illustrate a point
(indirect).For matters of common knowledge no documentation is necessary.

Paraphrasing/ Indirect Quoting
Paraphrasing is the transposing of an author’s words, ideas or opinions into your

own. This is acceptable common practice but the words, ideas or opinions must be
documented by reference to the author/date/page.

Paraphrasing is the preferred use within academic circles and consequently work
presented should contain the minimum of either long or short direct quotations.

Indirect quotations are commonly known as paraphrasing. That is to say you are
expressing in your own words the understanding you have reached of the concepts
or theories contained within the text. Thus, indirect quotations are not indented or
enclosed in quotation marks. However, by incorporating another's ideas, but not
their exact words into the essay, you are required to acknowledge the source.

Direct Quotes

The use of direct quotation is appropriate in the following circumstances:

e When changes, through paraphrasing, may cause misunderstanding or
misinterpretation;

e When the original words of the author are so convincingly expressed they can
be used as they are to substantiate an argument;

¢ When a major argument needs to be documented as evidence. This can be
because the argument is supportive to your case or because you wish to
analyse and refute it.

Quotations of less than 30 words should be enclosed between quotation marks.

Quotations greater than 30 words should be indented rather than enclosed within
guotation marks and the quotation should be in single line spacing.

When deletions are made from a quotation, the omitted words should be replaced by

three dots, this could be at the beginning, middle or end of a sentence. These three
dots are known as ellipsis.
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Sources

It is important to be aware that there are basically two types of sources, primary and
secondary. As the respective description suggests, one source is the original and
the other contains reference to the original. Note, however, that if there is any doubt
concerning the correctness, accuracy or interpretation of the primary source by the
author of the secondary reference it is the responsibility of the student to investigate
the primary source reference.

Documenting the Source

In all cases of documenting the source within the text, several key aspects should be
observed.

Author's name, year of publication and page number should be included. The page
number may be omitted when referring to the general argument of a chapter, book or
article.

Round Brackets (indirect quotations)

The following example serves two points; first, it is an example of a quotation used to
show how an author's opinion can be used to illustrate a point; second, it serves as
an illustration of the use of round brackets. If there is a need to insert a word, a letter
or a symbol into your introductory remarks to the quote, as | have, this is known as
placing the word in parentheses and this is indicated by round brackets.

Square Brackets (direct quotations).

Sometimes it is desirable to include a whole sentence directly quoted into a sentence
you are constructing. Such would necessitate the use of a capital letter incorrectly.
To overcome this it is the convention to use square brackets.

If the quote begins with the word "The'... and you wish to alter the uppercase 'T'to a
lower case 't', as such it would require "[t]he'.... This is achieved by square
brackets.

If you need to insert a word, a letter or a symbol into the quote in order to clarify the

information within the quote square brackets are again used. Thus, the enclosed
material is known as an interpolation.
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Authorship

With one or two authors show both surnames, e.g. Smith (1987:36) or Jones and
Capp (1990:46). However for multiple authors (three or more) you must cite all
authors the first time but, thereafter, show the senior author plus the Latin
abbreviation et al.

Number of References in an Assignment

There are no hard and fast rules for how many references are required in your
reference list for an assignment — in fact the phrase ‘how long is a piece of string’
comes to mind!

Generally it is better to include a small number of sources that have been referenced
with academic relevance to the topic and understanding, rather than a long list of
references you have briefly mentioned in passing.

It is not sufficient to merely show that you are familiar with the content of a large
number of references — you need to show the marker you are reading selectively and

critically.

However, as a general rule:

5 - 10 references per 1000 words

Remember, although there are not always marks allocated specifically for the
number of references used, there are most times a number of marking criteria
around the appropriate use and relevance of referenced material.

Additionally there are marks criteria around a students’ ability to show originality of
thought and combine their own thoughts/opinions with referenced evidence. If you
rely heavily on references, you have fewer words allocated to do this and less
chance to gain the marks available.
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Harvard Referencing

Harvard Referencing:

A Guide for Students

Canterbury College of Natural Medicine 2005 Ltd

Created: October, 2008
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Introduction

Over the course of your studies you will be required to complete assessment items that
require you to explore and build upon the knowledge of predecessors from your own
experiences. Whether it be in the form of an essay, case study, practical report or thesis,
represents; first, the integration of the work of others and second, the creation of your own
unique argument and style.

It is important when writing to separate what you are saying and what others say about the
subject. Referencing is the method used to indicate separation of ideas and adds considerable
scholarly impact to a piece of work.

Indicating the sources of evidence, theories and arguments in essays is something that
students often find worrying, yet is a simple matter governed by some simple conventions
which are easily learned and which should become automatic after writing the first one or
two assignments.

Recognising the Work of Others

The sources from which you derive all quotations, evidence, statistics, theories and opinions
you use in your assignment, essay, project or report should be cited clearly so the readers can
identify them and refer to them quickly and easily.

This rule applies to the use of all those sources other than your own original work.

Referencing is necessary whenever you use the ideas or work of others by:
e  Quoting verbatim (word for word)
e Paraphrasing (summarising and restating)
e  Citing (mentioning another's work in support of your own)

Failure to do this is plagiarism, and is a form of Academic Misconduct. All cases of
Academic Misconduct will be dealt with per the Policy on Academic Misconduct that can be
found in the Student Handbook.

Referencing Style

There are a number of different styles of referencing. The system of documenting and
referencing used at CCNM is the Harvard System or author/date system. For the purpose of
all your course work here at CCNM you should use this style to avoid losing marks for
incorrect referencing.
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Harvard Referencing Conventions

Bibliography/ Reference List

You must include a list of references or bibliography with all assessment items where
research is required. Often there are marks allocated to the completion of a reference list by
the tutor so not only is it important to include one to acknowledge the sources of your
information, there may also be marks involved!

All items should be listed alphabetically by author.

Referencing Books

Author: Surname followed by a comma, initial in capital with a full stop after it
Year: Publication year in brackets
Title: Full title of book in italics followed by a full stop
Edition: Only include if it is not the first edition
Edition number followe d by 6edé and a full stop

Publication:  Place of publication followed by a colon
Name of publisher

Example:

Single Author:

Marieb, E. (2006) Human Anatomy & Physiology. 7" ed. Redwood City: Benjamin
Cummings Publishing Company

Multiple Authors:

Mills, S. & Bone, K. (2000) Principles & Practice of Phytotherapy. Philadelphia: Churchill
Livingstone.

Books that have been edited:

Dirckx, J.H.ed. (2001)St ed manés Conci se Medi cal Dic/ti ona:
Baltimore: Lippincott Williams & Wilkins
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E-Books (on-line documents)

Author: Surname followed by a comma, initial in capital with a full stop after it
Year: Publication year in brackets
Title: Full title of book in italics followed by a full stop
Medium: eg. E-Book in square brackets [ ]
Edition: Only include if it is not the first edition
Edition number foll owed by 6edd and a
Publication:  Place of publication followed by a colon
Name of publisher
Availableat: 6 Avai |l abl e ato foll owed thgdocamert™é on and
URL address should be underlined
Accessed: 06Accessedd and the date visited in squ

Example:
(NB this is not a real reference)

Simons, J. (2008) Harvard Referencing. [e-book] 2™ ed. Christchurch: CCNM Publishing.
Available at: http://www.ccnm.ac.nz/referencing/HarvardReferencing
[Accessed: 21 June 2008].

Journals, Magazine & Newspaper Articles

Author: Surname followed by a comma, initial in capital with a full stop after it

Year: Publication year in brackets

Title: Full title of article followed by a full stop

Medium: Full title of Journal/ Magazine or Newspaper in italics, followed by a full stop
Volume: volume number, followed by issue and part in brackets followed by a comma
Page: page number followed by a full stop

Example:

Brennan, K. (2008) Mind over Matter. Fitness Life, May 2008 (36), pg 52-54.
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Electronic Journals

Author: Surname followed by a comma, initial in capital with a full stop after it

Year: Publication year in brackets

Title: Full title of article followed by a full stop

Medium: eg.-looaed i n square brackets |

Volume: volume number, followed by issue and part in brackets followed by a comma

Page: page number followed by a full stop

Availableat: 6 Avai |l abl e atodé foll owed by a col on
Accessed: OAccessedd6 and the date visited
Example:

(NB this is not a real reference)

Brennan, K. (2008) Mind over Matter. Fitness Life, [on-line] May 2008 (36), pg 52-54.
Available at: http://www.fitnesslife.co.nz/May2008
[Accessed: 9 June 2008]

Video or TV broadcast
Title: Full title of video/ DVD in italics followed by a full stop
Year: Distribution year in brackets
Medium: eg O6fil mé or OTV programmeo i S
Director: 6Directed by: name of director (
Production:  Country of origin followed by a colon
Film studio followed by full stop
Other: any other relevant details in brackets
Example:
20/20: The Half Tonne Man. (2008) [TV Programme] New Zealand; TVNZ
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Website References

Author: Author or source of the information followed by a comma

Year: Publication year in brackets

Title: Full title in italics followed by a full stop

Medium: eg -biomed in square brackets [ ]

Updated: date last updated in brackets ()

Availableat: 6 Avai |l able até foll owed by a colon and

Accessed: 0 Acces s ed évisaedidsquardbeackalsd It

Example:
(NB this is not a real reference)

Simons, J. (2008) Harvard Referencing. [on-line] (Updated 13 May 2008)
Available at: http://www.ccnm.ac.nz/referencing/HarvardReferencing
[Accessed: 21 Sep 2008]

Personal Letter/ Communication

Author: Author or source of the information followed by a comma
Year: Publication year in brackets
Title: Subject of letter (if there is a reference include this) in italics followed by a
full stop
Medium: eg O6letter in square brackets [ ]
Date: 6Person communicationd foll owed by the
Example:

Carrillo, E. (2007) Resit Opportunities for Massage Students. [Letter] (Personal
Communication: 12 November 2007)
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Missing Details

Where there is no obvious publication date, check the content and references to work out the
earliest likely date.

Example:

2007? probably year

ca. 2007 approximately 2007

200- decade is certain but not the year
2007 Probable decade

Sometimes it is not possible to identify an author, place or publisher:

Example:

Anon author anonymous or not identifiable\
s.l. no place of publication

s.n. no name of publisher

Referencing In Text
Direct References
For matters of common knowledge no documentation is necessary.

The use of direct quotation is appropriate in the following circumstances:
e  When changes, through paraphrasing, may cause misunderstanding or
misinterpretation;
e When the original words of the author are so convincingly expressed they can be used
as they are to substantiate an argument;
e When a major argument needs to be documented as evidence. This can be because the
argument is supportive to your case or because you wish to analyse and refute it.
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Citing Authors Name in Text i Direct Reference

Where the Authordés work is referred to
the year of publication and a page reference in brackets, forming part of the sentence.

Example:
Marieb (1995, pg. 103) defines epithel
or |lines a body cavityo.

Length of Quotation < 30 words

Quotations of less than 30 words should be enclosed between quotation marks.

Example:

Marieb (1995, pg. 103) defines epithelia
or |lines a body cavitybo.

Length of Quotation > 30 words

Quotations greater than 30 words should be indented rather than enclosed within quotation
marks and the quotation should be in single line spacing.

Example:

Marieb (2995, pg. 147) gives the following description of third degree burns:

Third-degree burns involve the entire thickness of the skin; these burns are
also called full-thickness burns. The burned area appears blanched (grey-
white), cherry red, or blackened, and initially there is little or no oedema.
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When deletions are made from a quotation, the omitted words should be replaced by three
dots, this could be at the beginning, middle or end of a sentence. These three dots are known
as ellipsis.

Example:

Original quote: ovitamins and minerals, while| equal
mi nute amount so.

Revised quote: 6Vitamins and mineral sé are require

Sometimes it is desirable to include a whole sentence directly quoted into a sentence you are
constructing. Such would necessitate the use of a capital letter incorrectly. To overcome this
it is the convention to use square brackets around the letter you are changing.

| f the quote begins with the word "~ The'é and

case t', as such it would require "~ [t]he'eé.

Example:

Original quote: 0 T h-degred burns involve the entire thickness of the skin; these
burnsarealsocalledfull-t hi ckness burnséo.

Revised quote: According to Mar i e fegreedundidvolve iheg 147)
entire thickness of the skin; these burns are also called full-thickness
burnso.

If you need to insert a word, a letter or a symbol into the quote in order to clarify the

information within the quote square brackets are again used. Thus, the enclosed material is

known as an interpolation.

Example:

Original quote: 6l find itiaohahkergdnghbubhard| wor k

Revised quote: 6l find [studying] challenging but
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Indirect References

If you make reference to a piece or work without mentioning the Author directly, the
Aut hor 6 s n ef publicagon ate inyreckets at the end of the sentence.

Example:

Study of the role of lipids, proteins and carbohydrates in the body is integral to understanding
human nutrition (Marieb, 1995).

Paraphrasing is the t ridea @ @ioiensimogyoucovn. a n
Indirect quotations are not indented or enclosed in quotation marks.

This is acceptable common practice but the words, ideas or opinions must be documented by
reference to the author/date/page.

aut hor

Example:

Vitamins are a type of organic compound that the human body needs for growth and good
health (Marieb, 1995, pg. 851).

Authorship

With one or two authors show both surnames, however for multiple authors (three or more)
you must cite all authors the first time but, thereafter, show the senior author plus the Latin
abbreviation et al.

Example: 1 Author: Smith (1987)
2 Authors: Jones and Capp (1990)
3 Authors:  Jones, Capp & Smith (1991) first time
Jones et al. (1991) each time after
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Missing Information

No Date

Example:

Marieb (n.d.) defines epithelial tissues
body cavitybo.

No Author

Example:

(Anon., 2004)

Secondary Sources

Where work is referenced in the work of others:

Example:

Smith (2005 cited in Brown, 2006, pg. 134)
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Research — How to get information

Step 1 — Understand the Topic

The first step in researching a topic is to try to get an overview or general
understanding of it. Subject notes, set texts, a general book or chapter about the
area to be investigated are appropriate sources for such a general view.

This reading is almost always insufficient for the detailed knowledge of specific
problems most assignments require, but it will establish for you a frame of reference,
and it should stimulate questions to which you will want to find answers.

Remember that encyclopaedias and dictionaries generally have insufficient depth of
treatment for tertiary studies. Use them, if you must, to give an insight or overview of
the topic, but not as a major reference.

Step 2 — Find Material to Answer the Question

The next step is to find material which will answer the
guestions you now have, which will provide detailed and
specific arguments and evidence you may use in your
assignment. If a reading list is provided, use the
references listed in it, but do not restrict your reading to
the set list.

Use as well the bibliographies in your general text and
those in books and articles in your reading lists. Use,
too, the subject catalogues and journal indexes in the
library.

Train yourself to skim and scan material to evaluate its
use to answer your particular question.

The most up to date information on a topic is often not available in books, but
appears in articles in journals. Most students make insufficient use of journal
articles. It is reasonable to expect that students will access and review a
reasonable number of journal articles and texts in order to present an informed and
carefully researched paper. It is best to access current literature although definitive
texts/papers, regardless of their publication date, should not be ignored
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Step 3 — Reading Skills

Several attempts have been made to develop standard study reading approaches.
The most famous and most successful is the approach known as SQRR developed
by Robinson (1961) and described in detail in Effective Study (Revised edition) New
York: Harper and Brothers. A brief description of the approach is set out below:

S-SURVEY

This step enables the readers to become familiar with the general ideas in a
passage. It involves reading or skimming key words, passages in italic, perhaps
topic sentences. Diagrams, illustrations, maps should be surveyed. Readers should
try to discover how the chapter is organised and how it is related to other parts of the
book or to other relevant material they have read.

Q-QUESTION

Here students will ask their own questions about the content of the material (the
facts), about the relationship with their purpose for reading and about evaluation of
the material. The Survey step will help frame questions.

R-RECITE

This is an attempt to recall the main ideas in the passage. It should be done
immediately after the intensive reading step, and it should be done without reference
to either the original material or any notes made. This step should attempt to answer
the questions posed by the reader in the Question step. Recall aids memorisation, it
draws attention to specific questions and details, and it aids organisation. Itis an
essential step in the recapitulation of ideas in summary or note form. It might be
useful to describe the section to another person.

R-REVIEW

At its simplest level this may be merely a quick look over the material read to check
the recall step. Techniques in Review include both skimming and careful reading of
key points. At a more highly organised level, Review is a critical re-examination of
the material read and its correlation and integration with other matter already familiar
to the student.
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Step 4 — Note Taking

As you read, you should make notes of references, facts, figures, arguments and
ideas which you think will be useful when you come to write your essay. The notes
you make will be guided by the questions you originally ask about the topic, but as
you read further questions will arise.

One successful way of making notes is to use a sheet of paper or a card for each
book, chapter or article you read. Head the page or card with the author, title and
publication details, and note on the left hand side the page of the publication which
contains the information..

Most of the notes you make should be in your own words, rather than direct copying
from the text you are reading. Direct quotations should be incorporated into your
notes only when you think you will need to quote directly in your essay.

Step 5 - Summarising

Summarising is an important skill you should use when preparing notes for
assignments or when isolating main ideas in your general reading. This skill is also
of value in your own writing especially when preparing your concluding paragraph
and/or a synopsis or abstract.

The mechanics of summarising may be divided into a number of sequential steps
and these may be applied to whole chapters, sections or paragraphs. In order the
steps require you to read the passage, list the main ideas in your own words, remove
irrelevant data, organise the points in sequence, then link together.

The following expands upon these steps and provides techniques which will allow
you to extract key ideas from passages and to present these in a logical, readable
sequence.

Read the work to be summarised and understand what it is really about. Use a
dictionary to define any unknown words. Why was it written? Who for? Why is this
particular passage relevant to you?

Now list only the main ideas. Remove the verbal padding. Don't be too brief in

detail. You should search through the author’s words for the ideas. These are then
expressed in your own words.
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Avoid noting irrelevant data such as examples. Look at each phrase and see if you
can find single-word substitutes.

Now organise your notes in the most appropriate manner. You may have to
rearrange the information in order.

Now you must link up the main ideas to produce a logical piece of writing. Be sure to
begin with the main idea of the passage being summarised. Use linking words and
phrases such as however, in spite of, since, even though, another, similarly, but,
because, at the beginning or within your sentences.

Reread your summary. Be sure it is readable and makes sense. Have you covered
all the main ideas, could you omit any points? Check that the word length matches

the required length, if this is appropriate.

Adapted from - Methold, K. 1981. To the Point: in a Nutshell. Melbourne: Longman
Cheshire.
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Instruction Words

Analyse

Compare

Contrast

Define

Demonstrate

Describe

Discuss

Evaluate

Examine

Explain

llustrate

Interpret

Justify

2010 Study Guide

to examine critically, to highlight the main ideas and issues

illustrating how they are related and why they are important

to examine and identify the similarities and differences

to examine and identify the differences

give concise information and authoritative meanings

to make evident with the help of specimens or experiments

to write in detail the main points or characteristics in a logical

sequence without interpreting the information

to present a point of view using descriptions and interpretations,
with evidence to support your argument

to make a judgment through a discussion of evidence

to investigate or research a topic

to make the meaning clear, looking in particular at reasons,

causes and effects

to make something clear by providing details and examples

to explain the meaning of something

to show adequate grounds for decisions or conclusions,

focusing on why it is so, given the evidence available
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Outline to summarise the main ideas supported by secondary evidence

Review to survey or summarise looking at important areas and criticizing

where necessary

Show demonstrate by examples
Summarise to give a short account of the main points leaving out details and
examples

2010 Study Guide 83



© Canterbury College of Natural Medicine

Summary

So, to summarise, the skills you can practise to help you be a successful learner are:

3 stage learning:
Previewing
Note taking
Reviewing
o using a variety of different learning techniques
o setting up systems for note taking
o reading purposefully
o organising your time
o breaking assignments into manageable tasks
o essay writing skills
o preparing for exams
o applying exam techniques
o referencing
o researching

However, remember that effective learning has more to do with awareness and
understanding of the purpose and process of learning than with techniques or

mechanical skills.

Decide what suits you best.

The word “study” derives from a Latin word “studere” which means “to be keen”!!

Enjoy your study!
Celebrate your success

Reward yourself for your achievements
Learn to learn!
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Appendix 1 — Sample Response to Activities

Sample response to Activity Three

memorising understanding review regularly pick out key words

IR

write notes in my wor

ask questions

Learn
Actively

recognise effects Learn
to
personalise learning Learn
Learning

Techniques

Find out

learning style auditory

Use a tactile

Varlety visual -

cards teaching recall application
kinaesthetic
mindmapping

guestions recognition



Sample response Activity Four

Memorising

Keywords

Series of questions
Cards

Mnemonics

Study notes

Notes on tape

Sample response Activity Five

Auditory Kinaesthetic

Questions Act it out
Explain/Teach Move while learning
Study groups Use your large muscles
Mnemonics Daily exercise

Notes on audiotape

A&P — Imagine the muscle

Tactile Visual
Take notes Keywords
Underline Mindmaps
Highlight Steps/flowcharts
Hands-on Questions
Cush balls PQRST
Typing/Computer Cards

Pictures

Symbolic diagram
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