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Introducing

The Study Skills Handbook

The study skills needed for Higher Education are
ultimately gained only through studying at that
level. Study skills don't hatch fully formed, any
more than a grown hen pops from an egg. They
evolve and mature through practice, reflection,
trial and error, and feedback from others as you
move through the different stages of your course,
You may be surprised at how your thinking and
language skills develop simply through continued
study.

However, there are some basic approaches which
can start you off on a good footing, help you

cut corners, and accelerate the learning process.
This Handbook developed out of practical work

undertaken with hundreds of students over
twenty years. The core of the book has now been
used by hundreds of thousands of students and
lecturers worldwide, whose varied comments have
contributed to this edition of the Handbook.

Quick tips and deeper learning

A reflective, active, self-evaluating approach to
learning develops deeper understanding in the
long term. However, quick tips are also invaluable
to students, especially in emergencies. This
Handbook offers both approaches. To meet your
immediate and long-term study needs, move
flexibly between the two approaches,

Aims of The Study Skills Handbook ~

The key aim of The Study Skills Handbook is to help you to manage your own success as a student.

It does this by:

& encouraging an understanding that success is not simply about being "bright’ or “clever’ - good
marks, and other kinds of successful outcome, are possibilities for any student

e supporting you to take individual, or personalised, approaches to study — that work best for you

e preparing you for what to expect from Higher Education at university or college

e offering guidance on how to develop effective study habits and a positive approach to study

e providing strategies and techniques for addressing core academic tasks at this level of study

e offering insights on how to tackle study activities that many students find difficult

# developing understanding of how learning, intelligence and memory work — so you can apply that

understanding to your own studies

® developing core methodologies and thinking skills needed in Higher Education

® supporting you in identifying skills you have already, which you need as a student and for working

life

® providing the resources to help you evaluate, reflect upon and manage your studies.

Introducing The Study Skitls Handbook .



How to use The Study Skills Handbook

This is a guide that you can dip into as you need
—or use by working through the chapters related
to a particular aspect of study. You can do as little
or as much as you find hefpful. Of necessity, the
Handbook focuses on a different aspect of study

in each chapter. However, in practice, these are
interconnected: developing one area of your study
will also help with other aspects.

Finding what you need

® Each section provides an overview of the cluster
of study skills it covers.

® Each chapter begins with an cutline of the
learning ocutcomes for that chapter. Browsing
through this list may help you decide whether or
not you need to read the chapter.

® Each chapter deals with several topics, and each
topic is introduced by a heading like the cne
at the top of this page. These headings make it
easier to browse through to find what you need
quickiy.

® The index (at the back) gives page references for
specific topics.

Copiable pages

Pages containing self-evaluations, checklists,
planners and record sheets may be copied for
individual re-use. {You may like to enlarge some
of them onto A3 paper.) If you use such copies,
keep them with your reflective journal for future
reference.

Using the website

Additional free material can be found on the
Palgrave website at www.palgravestudyskills.com.
You can download some of the resource materials,
rather than copying these from the book.

Cartoons and page layout

The cartoons and the variety of page layouts act
primarily as visual memory-joggers. Even if you
cannot draw well, you can use visual prompts
such as these in your own notes. The visual
distinctiveness of the pages along with the page
headers will also help you to find things more
quickly within the book. This encourages learning

Introducing The Study Skilis Handbook

through different senses, too - see page 4 below
and Chapter 8 for more details.

The self-evaluation questionnaires

The self-evaluation questionnaires will help you in
three ways:

® they break down major study skills into their
component sub-skills

® they enable you to pinpoint which components
make a study skill difficult for you, and to
identify steps that you missed out in the past.
Often, once you identify that missing step, it is
fairly straightforward to address it

® they enable you to monitor your progress and
identify your strengths.

Challenging material

if you are returning to study after a few vears’
absence, or if there are aspects of study that are
new to you or that proved difficult in the past,
don’t let these put you off now.

It is very common for students to find that material
which was difficult the first time around becomes
comprehensible when they return to it after a gap.
Even students who find academic language and
methods unexpected or difficult usually adapt to
these quite quickly.

kKnowledge of specialised terms and of underlying
theories empowers you as a student. It sharpens
your thinking, allows you to describe things more
accurately, and improves your overall performance.

Keeping a journal

i

. This symbol reminds you to note down your
: reflections in your study journal. For details, see
. page 99.

[ —



Where to begin

& Browse through the Handbook so you
know roughly what is in it. You may
not know what to use until you start
assignments.

# Read through the Seven approaches
to learning used by The Study Skills
Handhook (page 4). The Handhook will
then make more sense to you.

e Complete the What would success look
like for me? questionnaire {page 33),
This will help you to orientate yourself
as a student.

® Use the Study skills: priorities planner
(page 48) to focus your thinking.

® 1If you are unsure where to begin with
a study skill, use the Seff-evaluation
questionnaire in the appropriate
chapter to clarify your thinking.

e Chapters 1-5 cover groundwork and
study management approaches basic to
the rest of the Handbook. [tis generally
helpful to gain a grasp of the material
in these first.

If you are new to Higher
Education ...

Start with Chapter 1. This gives you an
idea of what to expect as well as guidance
on what to find out and do in order to
make sense of Higher Education and take
control of your experience as a student.

You may aiso find it helpful, early on, to
look at:

& identifying your current skills and
qualities (Chapter 2)

¢ building your confidence in your
learning abilities {Chapter 3)

# what will keep you motivated, focused,
and help performance {Chapter 4)

# time management {Chapter 5)

@ brushing up on reading skills
(Chapter 6) and writing skills
(Chapter 11).

e A SRR Y g

If you have studied for A-levels, BTEC, Access to
HE diplomas or the International Baccalaureate

You may find that you can browse through the early
sections of each chapter quite quickly. Chapters 1, 4, 5, 7,
10, 12 and 13 may be the most useful for you. If you feel
uncomfortable about a book that uses images as learning
tools, read page 68 and Chapter 8 on Memory and the
methods may make more sense,

Dyslexic students

There are now thousands of dyslexic students in Higher
Education. Many aspects of this book are designed with
dyslexic students in mind, including:

® the contents

# the use of visual images

& the book’s layout

® the emphasis on structure

® the use of varied and multi-sensory approaches to
learning.

Pace yourself

If you have been away from study for a while, or if you
are finding study difficult, be kind to yourself. It takes time
and practice to orientate yourself to the Higher Education
environment and to develop study habits, especially
academic writing skills.

Your first-year marks may not count towards the final
grade, which means you have time to practise and
improve,

Everybody learns in their own way

There are many avenues to successful study. Experiment.
Explore. Be creative. Find what suits you best.

Chapters 2-4 encourage you to look for your own learning
patterns, and make suggestions on how to experiment

‘with your learning.

Introducing The Study Skills Handbook



Seven approaches to learning
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The Study Skills Handbook uses seven approaches to learning.

1 Learning can be
an adventure

It is difficult to learn if you
are stressed or bored. This
Handbook encourages
you to be effective rather
than virtuous, and to seek
out ways of making your
learning more fun. Degree
courses take several years,
50 you need to find ways
of making your learning
enjoyable.

Smail children learn
extracrdinary amounts
without trying particularly
hard - simply through
being relaxed, observing, playing, role-playing,
trying things out, making mistakes, and being
interested in what they are doing. They don't
regard sethacks as failures; they don‘t worry about
what athers think; and they don't tell themselves
they might not be able to learn. When a child falls
over, she or he just gets up and moves again, and
eventually walking becomes easy. Adults can

learn in this way too - if they allow themselves.

2 Use many senses

The more we use our senses of sight, hearing
and touch, and the more we use fine muscle
movements in looking, speaking, writing,
typing, drawing, or moving the body, the
more opportunities we give the brain to take
in information using our preferred sense.

The use of several senses also gives the brain
more connections and associations, making

it easier to find information later, which

assists memory and learning. This book
encourages you to use your senses to the full
and to incorporate movement into your study.
This will make learning easier — and more
interesting.

Introducing The Study Skills Handbook

3 Identify what
attracts you

W C‘)//
% \ N s easier to learn

by keeping desirable
outcomes in mind than
by forcing ourselves to
study out of duty. Some
aspects of study may be
less attractive to you,
such as writing essays,
meeting deadlines or
sitting exams, and yet
these also tend to bring
the greatest satisfaction
and rewards.

It is within your power to find in any aspect of
study the gold that attracts you. For example,
visualise yourself on a large cinema screen enjoying
your study — or your later rewards. Hear your own
voice telling you what you are achieving now. Your
imagination will catch hold of these incentives and
find ways of making them happen.

N
llove the challenge of ~ ./ ‘1
I Fan

grappling with new ideas

My reading skills are
improving every week




4 Use active learning

We learn with a deeper
understanding when we are
both actively and personally
engaged:

Sq\e,(.’ﬂ

# juggling information

® struggling to make sense

e playing with different
options

e making decisions

# linking information.

For this reason, most pages
of this book require you

to do something, however
small, to increase your active
engagement with the topic.

5 Take responsibility
for your learning

As you will see from Chapter 1, it is generally
understood in Higher Education that:

® at this level, it is a good thing for students to
take on increased amounts of responsibility for
their learning

e and you will arrive with sufficient preparation
to be able to study in an independent way for
much of the week,

It is generally your responsibility to catch up if you
are not fully prepared in a certain area, especially
for more basic skills such as spelling or grammar.

6 Trust in your own intelligence

Many students worry in case they are not
intelligent enough for their course. Some did not
do well at school, and worry that being a good
student is ‘not in their genes’. Panic about this
can, in itself, make it hard to learn. That is why this
book considers ideas about intelligence (in Chapter
3) and stress {in Chapter 14). Many students who
were net ideal pupils at school do extremely well
at college, following thorough preparation,

7 Personalise
your learning

Recognise your
learning preferences

Each of us learns in
an individual way —
though we also have
a lot in common.
Some theorists divide
people into ‘types’
such as visual, auditory
and kingesthetic,
or introverted and
extroverted — there
are lots of ways of
dividing peopie up.
The important thing,
however, is not to
discover which ‘type’ you
are but rather to recognise
the many different elements that
contribute to how you yourself learn best.

If you regard yourself as a ‘type” you may over-
identify yourself with that type. You may then get
stuck with that image of yourself — and always
consider yourself a “visual introverted” type, or a
‘chaotic extrovert’. This may leave you with rigid
views about the one way you learn. What you need
to do is experiment with strategies and skills you
currently under-use. The human brain is highly
adaptable: able learners move easily between
different strategies and learning styles, depending
on the task in hand.

The good thing about being aware of how you
learn best is that you can adapt your leaming
environment and your approaches to learning to
fit where you are now. You may also be able to see
more clearly why you did well or badly at school,
depending on whether the teaching matched your
personal learning preferences.

As you are more in charge of your learning at this
level, this gives you cpportunities to personalise
the learning experience to suit yourself, The
various chapters of this book provide ideas about
how you can do this.

Introducing The Study Skills Handbook



A new beginning ...

From this introduction, you will probably have
gleaned that an important premise of this book is
that academic success comes about as the result
of many factors. Intellectual ability is one, but not
necessarily the most important of these.
Whatever your experience of academic study

in the past, this may not be the same in Higher
Education,

Didn't achieve well in the past?

Many people who didn't do well at school find
that they thrive in the very different atmosphere
of Higher Education. For some, this is because the
approaches taken in Higher Education suit them
better; for others, it is because they take a different
approach themselves to their work. If you under-
achieved in the past, this may come as welcome
naws. This Handbook was designed to help you
challenge beliefs that have often led to students
under-achieving in the past, and offers practical
steps for managing your current studies.

Have always been good at study?

If you did well in the past, you have the benefit
of excellent building blocks for study that should
boost your confidence. Those whe gain the
highest marks are generally keen to find ways of
studying more effectively, Even excellent students
can find ways of saving time, fine-tuning their
study techniques, and adapting their approaches
to meet the demands of higher level study.

A oy o DA Tt i st momrinrise - e o L e

Good strategies count ...

Putting in place the right study skills and strategies
can make a significant difference to academic
performance. Students are surprised and pleased
to find that they can achieve well if they develop
study strategies that are relevant to their ways of
thinking and working and that draw upon their
personal interests and preferences.

Developing study skills in context

Even study skills strategies and technigues are not
much use in a vacuum. These are more likely to be
effective if they are fine-tuned to the level of study
and the study context. For Higher Education, this
means considering such factors as:

¢ understanding what is different about studying
in Higher Education

® knowing what is required at your level of study

® understanding the learning process and how
you ¢an manage that process to best effect

® being aware of what you want to gain from
your time in Higher Education in relation to your
longer-term life and career aims.

Before looking at study skills in depth, the
following three chapters encourage you to stand
back and consider these broader contextual issues.
These provide many of the tools you need for
applying the specific skills and technigques covered
in later chapters.

' Introducing The Stady Skills Handbook

Enjoy the book

| hope you enjoy The
Study Skilts Handbook
—and your time as a
student,




Part A
Managing yourself for study

1 Success as a student
2 Developing your skills

—\

3 Successful study: intelligence, strategy and

personalised [earning

4 The C.R-E-A-M strategy for learning
5 Time management as a student

In Higher Education, the key responsibility

for academic success lies with you. That
responsibility increases with each level of study.
This change in emphasis can come as a surprise
to many students, and can catch many out.

Students who do well tend to be those whe
appreciate, early on, that higher level study is
different from thelir previous experience, who
grasp what this responsibility means, and who
have the mind-set and strategies to respond
well to the challenge.

Being in contrel of your own learning isn‘t
easy. It requires a range of personal skills and
attributes to manage independent learning
successfully, to use time well, to interpret
sensibly what is going on when study seems
more difficult or your motivation wanes, and
to adapt your strategies when your current
ones don’t seem to deliver what you want.
‘Managing yourself’ is, then, a key aspect of
managing study.

This section, Managing yourself for study,
provides background and approaches that help
you to build a solid foundation in managing
your studies. It helps you to understand the
context of Higher Education - and why you

are expected to take on such responsibility.

As you are expected to take charge of your
own learning, it is useful to understand what
‘learning’ Is about so that you gain insights into
how to do this well. It looks at the range of
skills and understandings typically expected of
students at this level, so that you can check for
yourself whether you are on the right track.

Managing yourself for study






Chapter 1
Success as a student

Learning outcomes —

This chapter offers you opportunities to:

e identify what is expected from you as a student

® appreciate how Higher Education differs from previous levels of education
® understand the teaching methods used at this level, and the pivotal role of independent study
e clarify what success at this level would look like for you

# consider how to make best use of the experience

# explore your anxieties and identify resources

® build your resilience as a student so as to maximise your chance of success.

Higher Education involves study at university level,
although this may be completed in institutions
that are not, themselves, universities. The
experience of being a student in Higher Education
can be life-changing. Most graduates look back on
this time with great fondness. That is because of
the unique opportunities to:

® study interesting subjects

o feel stretched intellectually

® explore new ideas

® engage in a wide range of new activities

@ find out about yourself, not least how you rise to
the challenge of academic study

# consider the kind of person
that you want to be in the
world

e make friends that will last you
for life.

Whilst starting out as a student is exciting, it is
also natural to feel some anxieties about what you
might be taking on, whether you are up toit, and
whether you are daing the right things to achieve
well.

Higher level study is different frem study at
previous levels. This chapter helps you to identify
how and why this is the case, and what that means
for you as a student. It encourages you to think
through what you want from the experience of
being a student and to identify things you can do
to succeed.

[ |
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Make the experience work for you
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In Higher Education, success lies largely in your own hands. Although help and guidance is provided, it is

up to you to take the initiative. This means being active on your own behalf.

Decide what you

want ...

& from your study

® from the broader
experience of being in
Higher Education.

Think through ...
® how your studies

career ambitions

& how other
opportunities at
college or university
can forward your
ambitions.

Investigate. Read.
Ask, Double check.

Develop the right
mind-set
Intellectually curious
and open to new
perspectives.

Strangly motivated and
determined to succeed.

Resilient, persistent and
persevering.

Success as a student

Put the hours in

Expertise is largely a factor of
how many hours you spend on
an activity. This applies to study
as for other skills,

Using that time effectively is, of
course, also impaortant.

T

contribute to your
broader life plan and \

Be well informed /

Take charge

Plan how you will use your
time as a student to gain your
broader life and career aims.
Don’t wait to be told - find out.
Don’t wait to be asked — do it.

Don’t wait to be inspired -
inspire yourself.

Don’t wait for opportunities -
create them,

Don’t rely only on feedback

from others; learn to make
sound evaluations of your own

Make wise choices that
work for you

Choose ...

¢ the right degree
subject

& the right modules or
topics for your level

& the right use of your
time in class and
outside of class

to achieve what you want

to do.

work,

Understand university level
study

How and why is it different from
previous levels of education?
What is expected of you?

What do you need to know
about the conventiens and
culture?

What is seen as important,
and gets good marks, in your
subject?

Use the opportunities
available

Use resources, support
and facilities on campus,
online, in the local

area, through student
organisations,

Use feedback from tutors.

Take extra classes,
learn new skills, stretch
yourself.

Learn something outside
of your subject area -
take up a new language
or complete an enterprise
project.

Use chances of a wark
placement or year
abroad.

Network with other
students.

Make friends for life.




What is expected from you?

iy S N —

It's not like at school where you were stuck in a ciassroom
from 9 till 4 and teachers told you what you needed to do.
- Ade, first-year student

As a student, you are expected to have
the following characteristics,

A To cope at this level, you need to be reasonably
Find out what help good at:

Independence _is available.

You must be able
to ‘stand on your
own two feet’,
However, there is
help available. The
Student Union and
Student Services
will have details.

e adapting to new people and environments
& surviving in potentially very large groups
e being flexible in your learning style.

~ Whoopeel!

B+! Next time
| want an Al

Self-motivation

= ‘? g- You have to be  Ability to organise your time
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p—
[
@
et
o
=
e
J

T be forscheduled | 71* JE I L, |
Openness to working with others classes, events and mre e
You will need > exams o
tc?l;:;'anise ® know when work b= ::' :‘:ﬂz o l
study sessions has to be handed in (Score 55““‘“:/

® keep to deadlines Report) Am R21

with friends. for banding in work.

{See Chapter 5.)

Ability to work out when and how you
learn best

On second thoughts

It's terrible! The

‘How successful maybe | dowork better
was the 1944 lecturers expect indoors, in the daytime.
ducation Act? J\ usto tell them all

the answers)
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Success as a student: where am | now?

Success as a student isn't just about intellectual ability. A wide range of factors contribute,
some of which are outlined here. For each statement, circle the emoticon if you feel you are
confident in this aspect. Circle the arrows if you want to investigate this aspect further.

Understanding university level study

Clear understanding of expectations

@ »» | understand what is expected of me.
Page 11.

@ »» | know what to expect from Higher
Education. See pages 16-17.

Clear understanding of educational context

@ »» I understand how higher level study is
different from that at previous levels. See
page 14,

© »» | have a good grasp of the culture and
academic conventions of university level
study. See page 15.

@© »» | recognise that there will he specialist
g

: vocabulary that | need to fearn to use

: myself.

Management of independent study

@ »» lunderstand the role of independent
study for university level study. See page
18.

© »» I manage independent study well. See
pages 122-33 and 140-9,
Management of assessment

& »» 1 know how to use course information
to help me achieve good marks. See page
323.

@ »» | use the marking criteria to help me
evaluate and improve my work. See page
323.

@ »» | make productive use of feedback from
tutors and others. See pages 31 and 324.

© »» I understand how to evaluate my own
work. See page 97,

Pl Success as a student

Subject knowledge and understanding

Knowledge

@ »» There is a good match between
my own knowledge and skills and the
starting points on my course. See page 65
(Butterworth, 1992).

@ »* 1 know how to research my subject in
order to develop a good knowledge base.
See Chapters 6 and 13.

Understanding

@ »» | appreciate the difference between
information and knowledge. See page 70.

& »» I recognise the importance of
developing a deep understanding of the
material. See pages 70-1.

© »» [ recognise that understanding requires

me to spend time reflecting about what |
have learnt.

© Stella Cottrell {2013) The Study Skilfs Handbook, 4th edition, Palgrave Macmillan



Skills

»» | am aware of the range of academic
skills required in Higher Education. See
pages 36-7.

© »» [ am confident that my academic skills
are appropriate to this level of study. See
page 39.

Learning savvy

© »» | understand the difference between
intelligence and academic success. See
Chapter 3.

© » | know how | learn best. See Chapter 3.

© »» | create the optimum learning
envirenment for myself. See Chapter 3.

© »» | think creatively about my study. See
Chapter 3.
& »r ) use reflection effectively to improve

my academic performance. See Chapter
4.

& »» | have effective study strategies. See
Chapter 3.

@ »» | personalise learning so as to build
oh my strengths and preferences. See
Chapter 3.

@ »» 1 make the most of my memory. See
Chapter 8.

Self-awareness and commitment

Clear vision, direction and motivation

© »» | have a clear vision about what success
as a student would mean to me. See page
33.

© »» | am strongly motivated. See Chapter
4.

© »» | use the opportunities open to me
50 as to support my career aims. See
Chapters 2 and 15.

& »» | take the right steps to enable me to
make wise choices related to my studies,
See pages 18 and 387-92.

© Stella Cottrell (2013) The Study Skitts Handbook, 4th edition, Palgrave Macmilian

High levels of personal engagement

© »» | understand the high level of
commitment required. See pages 18 and
111.

& »» | recognise the importance of being
intellectually curious and keen to find out
more about my subject. See pages 14-15
and 32,

© »» | think about the issues for myself. See
pages 15 and 32.

© »» | understand the importance of reading
widely in the subject. See pages 14-15
and 32.

© »» | am active in finding out what | need
to know for my course and as a student.
See pages 30-1.

@ »» 1 am able to ‘stick with it’ in
completing tasks and my course. See
page 112.

@ »» [ go the extra mile to do well at my
studies.

Resilience, self-refiance and self-management

© »» | understand what is meant by
resilience. See page 22.

© »» | am able 1o identify and manage
anxieties. See pages 25-6.

© »» | use the support and resources
available. See page 26.

-
e
h
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© »» | keep goals and problems in
perspective. See page 22,

Success as a student



How is higher level study different?

Study is different

As a student in Higher Education, the most

noticeably different features are likely to be:

® the teaching methods, especially the emphasis
on independent study

® the assumption that you have the maturity and
intelligence to ‘get on with it’, managing your
own study, goals and life

® academic work is more difficult and complex

® the strong emphasis on ‘understanding” rather
than ‘information’

® learning how knowledge is created

e that time may seem to operate differently, and
good time management skills are essential.

The role of the ‘teacher’ is different

Teachers at this level are usually known as lecturers
or tutors. As well as teaching, they are normally
expected to engage in research and scholarship,
which may feed into their teaching. When they
are not involved in teaching-related tasks, they
may be preparing research papers for publication
and conferences, or applying research in industry,
government and elsewhere,

Creating knowledge

Tutors in Higher Education create knowledge as

well as teaching it. Depending on the subject, this

is through:

# thinking, discussion and writing to develop
theoretical understandings

® experimenting to test out theories

¢ investigating original sources or
past knowledge, finding new ways
of looking at these and bringing new
interpretations.

Nobody knows what
will happen next ...

IEN Success as a student

Intellectual curiosity; learning community

Studying at this level is about being part of an
adult learning community in which everyone,
students and lecturers, are active in finding out
new things for themselves and sharing them with
others. It is assumed that you are intellectually
curious, keen to find things out for yourself and to
contribute to developing new understandings.

Universities play an important role in:

® encouraging research into new areas

¢ leading debate on contemporary issues

® critiquing existing understandings

® synthesising knowledge

® generating new understandings of the world
e stimulating economic development

® ... as weli as teaching students.

Depending on your institution, teaching is likely to
be designed in ways that encourage you to do the
same, Typically, you are required to:

® engage with debates in your subject

® hunt out answers for yourself

® develop your capacity to think in more creative,
systematic and subtle ways

® be open to new perspectives

® undertake projects

® consider the broader significance and relevance
of what you find out.

JM
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Understanding higher level study
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Studying at the cutting edge of
knowledge

Moving beyond generalisations

Study at previous levels often makes

learning more manageable by using broader
generalisations or “brush strokes’. These are
helpful when you are new to a subject. As you
become more expert, you become aware of
what lies behind some of the generalisations.
As a result, things which had seemed
straightforward become more problematic.

Journeying into the unknown

This is especially the case when you come to
look at new research. Your tutors’ research

or scholarship may be at the ‘cutting edge’
of what is known, as will much of the
recommended reading. As a result, course
material may take you to that ‘edge’ too. You
may study issues where:

® the answers are not yet known

# there may be no ‘easy answers’

# there isn’t a clear ‘right’ or "'wrong’

& research findings are ambiguous or
contradictory

# knowledge advances in very small steps — or
may seern 1o be going backwards

& there are conflicting points of view.

You may find this to be frustrating or,
alternatively, you may find this to be
intellectually exciting and feel driven to think
about interesting possibilities.

Culture, conventions and values

Universities have a strong tradition of upholding
values such as free speech, independent
thinking and criticality. They strive to create
objective truths, as far as this is possible, using
rigorous and transparent methodologies. In
general, each subject discipline has its own:

e ways of looking at the world

# culture, conventions and methodologies

® specialist terminology, sc that it can convey
precise and specific meanings.

As a student, you are not simply learning about

‘facts’. Rather, you are being trained to think in ways

that will enable you, in time, to conduct your own

research using secure methodologies. This means that

you need to learn:

# the specialist language of the subject

o what is valued, and why, within the subject
disciplineg

® how knowledge has developed and is develaping in
the subject - and how to do this for yourself.

‘Learning the rules of the game ...

As with many pursuits, success is easier if you are
familiar with the system. In this context, that means
understanding such things as:

® how you will be taught: see pages 16-17

» what gets good marks: see page 323

® how language is used and the right style and level
of formality: see Chapters 9-11

# academic conventions: see pages 39 and 308-11

o making the best use of opportunities to develop
skills and experience: see Chapters 2 and 15.

Chapter 1

Professor Scrubb

warks at the cutting
edge of knowledge

Success as a student



Teaching: what to expect in Higher Education

s

Teaching methaods differ but you can expect at
least some of the following.

Lectures

s

These vary according to course and subject but in
general, expect:

& size: 50-300 people

® length: 1-3 hours

® weekly: 5-20 hours

® no individual attention.

See also page 183.

There is usually a set of lectures for each module,
unit or option. You are likely to study with
different students for each module. Lectures are
used to give an overview of the topic. Usually,
students listen and make notes whilst lecturers
speak or read from notes, write on a board, or
project information onto an overhead screen,
Some lecturers encourage questions and include
activities; others do not, Occasionally, lectures are
delivered on video or transmitted from another
campus.

Tutorials

These are used to give feedback on your work
and discuss your general progress. It may be the
only time that a lecturer is able to help you with
study problems, so it is important to prepare your
guestions in advance.

e size: in small groups or on an individual basis

& length: usually an hour at most

o frequency: possibly one or two per term.

H Success as a student

Seminars/workshops

These usually involve group discussion of material
presented either in a lecture or in set reading.
Often, a student (or a group of students) is asked
to begin the discussion by making a presentation.
It is important to prepare for seminars by reading
through lecture notes and background reading,
even if you are not asked to make the presentation
yourseif.

® size: 12-30 people
¢ length: 1-3 hours
® weekly: varies (perhaps 1-3 each week).

See also Chapter 10, Working with others.

Other teaching methods

Groupwork and collaborative learning

This could range from contributing in class and
small-group discussion work to undertaking
group tasks and projects. You might be asked to
complete a class blog or wiki or contribute to a
discussion board. Students are often expected to
form their own study and support groups. (See
Chapter 10.)

Work-based learning and work placements

Foundation Degrees, sandwich courses and

other vocational courses require students to be
employed or on placement. While there, they may
be supervised by a lecturer from the college or by
somebody at the workplace — or a mixture of the
two.



Laboratory work, studio work and practicals

Science students may spend most of their time
doing practical work in laboratories; fine arts
students may work predominantly in studio space
they are allocated. The amount of practical work of
this kind will depend on the course,

Distance learning

Students on some courses study mostly at heme,
Materials are sent by post or over the internet.
Contact with tutors may be by letter, emall, video
conferencing, Skype, or in local meetings.

Independent study

This is the most common and possibly the most
challenging feature of university study. Apart from
timetabled elements such as lectures, almost all
courses expect students to work independently for
the rest of the week. (See pages 18-19.)

Technology-enhanced learning

Most programmes now supplement class-based
teaching with a variety of online activities and
resources. Depending on the lecturer, a range of
technologies may be incorporated into class-based
teaching too. (See pages 20-1.)

Seeing your lecturers

For a variety of reasons, lecturers are likely to be
less available on demand than at previous levels
of education. Typically, a good range of support is

It is worth

booking an
appointment in
advance ...

provided through a mixture of set appointments,
surgery-hours or drop-in times, a help desk, online
contact or specialist student support departments.

Lecturers’ varied approaches

Different subject areas or departments have their
own traditions, and even individual lecturers may
have strong personal tastes in how things should
be done. You need to be alert to this and notice
your lecturers’ preferences.

N

Now let me get this
straight. Mr Jiff wants
work oh both sides
of the paper, Dr Lank
on ene. Ms Snape
wants everything
word-processed. Mr Kip
wants essays sent by
gmail. Ms Snape wants
sub-headings ...

The study week

Most full-time courses are considered to be

the equivalent of an average working week in
employment, This means that you are expected
to study for 35-40 hours a week, in a mixture

of independent study at home or in a library,
scheduled classes and activities and, if relevant,
in the workplace. The way that time is divided up
varies greatly. For more details, see pages 18 and
127.

Chapter 1

Success as a student
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The role of independent study

What is independent study?

Independent study is a feature of most
courses at this level. Typically, this
means managing your own study in
between taught sessions. For distance
learning courses, all study may be by
directed independent study.

Guiding yourself

At earlier stages of study, teaching staff
often provide much guidance on which
pages to read, how to interpret reading
material and assignment titles, the
information to include in assignments,
and how to structure your answers, In
Higher Education, you do this yourself.
As you become more experienced,

you gain increasing amounts of
responsibility. This self-direction
generally culminates in a dissertation,
research project or extended essay,

Varies by programme

There is less independent study on
courses that schedule many hours in
labs or work-related activity. There

is more independent study in arts,
humanities, social sciences, business
and creative subjects which require
reading, writing and practice that do
not require a tutor present.

Greater freedom

Independent study can feel lacking
in structure, but is also liberating, To
take full advantage of this, it helps to
understand well how you study most
effectively. (See Chapter 3.)

Time management

Managing your own study time can
be challenging at first, espectally as
excuses for missed deadlines are rarely
accepted. Good time management
skills are essential. (See Chapter 5.)

Success as a student
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Keeping going

For independent study, it is important to stay focused and
maintain your motivation. Motivation levels can wane over
time so it is good to give this some advance thought and to
enlist the support of others. See Motivation (page 117) and
Study groups (page 257).

Making wise choices

itis up to you to make smart choices for study options and
extra-curricular activities. These have an impact on the
coherence of your study and, potentially, on your future
career. That can feel rather daunting. However, it can also
feel empowering to make such decisions. Guidance will be
available, but it is up to you to find out what is on offer.

Activity 6 What does ‘independent study’ suggest
to you?

T In pencil, underline all the words you associate with the
phrase ‘independent study’. lsola"m.l

not enough contact j
witl teachers

being in controy

Freedom

trustin good study management

smrsleiom maer " ol eliance
; MATURITY :}
ree pidance :
time W-‘j increased expertise '

lesshelp responsibility o iing my own interests
 working on my 0170 nJOYmeﬂt

finding support "’ahn

“‘-‘Ces Y ouwn

N S

| going it alone
managing my time

© 2 Using a bright marker pen, circle all the words that
describe how you would fike independent study to be.
Use the bubbles to add words of your own,
What do the phrases you sefect telf you about your
attitude to independent study?




Independent study: benefits, challenge#, risks

Benefits

Challenges

| Risks

More control over
. your study time

® To manage time effectively.
o To meet deadlines.

Losing a sense of time. Wasting time.
Underestimating how long study tasks
take. Forgetting things that must be
done. Missing essential deadlines,

More control over
your spare time

« To use spare time effectively in
building your personal profile.

& To recognise the difference between
spare time and independent study
time,

¢ To put time aside to relax, rest and
enjoy yourself,

Using all your spare time for study.
Mistaking time not spent in taught
sessions as ‘spare time’. Missing
opportunities to develop a wider
personal profile that will benefit you
later when applying for jobs.

More choice about
when and where
to study

& To create structures for your day.

# To organise a place to study.

# To work out the best places and
times for you for different kinds of
study activity.

Not getting down to study. Not
creating a place that allows you to
study without interruption.

More choice about
how you study

¢ To identify your learning style for
different types of tasks.

& To take responsibility for your
tearning and achieving your goals.

Not bothering to explore and develop
your learning style. Doing what you
enjoy most rather than what works
best for you, if these are different,

More responsibility
for your own
successes

# To identify barriers to your learning
and to address these,

+ To identify ways of improving your
own performance.

& To make effective use of feedback
and to learn from mistakes.

More choice about
how much energy
you devote to
topics that interest
you

e To find the right balance between a
broad set of interests at a superficial
level and too much depth in a
narrow range of topics.

# To broaden your range of interests.

Failure to understand previous barriers
to learning. Not addressing weaknesses
in your performance. Giving up too
easily. lgnoring feedback. Becoming
despondent at early failures rather than
using these to guide improvement.

Devoting too much time to topics that
interest you at the expense of those
needed to complete the programme.,
Becoming specialised in too narrow a
range of topics.

There isn't a
teacher looking
over your shoulder
all the time

® To keep on target with littie
guidance,

e To keep yourself motivated.

e To take responsibility for pursuing
solutions to problems on your own.

* To recognise when you need help
and to ask for it.

Letting things slip. Falling behind in
your work. Losing motivation. Losing a
sense of what you are supposed to do.
Not asking for help, not finding out
what help is available, or not using it.
Running for help too soon instead of
trying to solve the problem yourself,

More control over
choice of topics

& To create a coherent programme of
study that interests you and meets
your goals.

Choosing topics that do not fit
together well, or that do not contribute
towards your goals.

Chapter 1

Success as a student



Technology enhanced study

LT : S

Universities and colleges
now routinely incorporate
digital technologies into

process. Typical
resources are
outlined below.

iy
/‘\% the teaching and learning

Chapter 1

Virtual learning environment (VLE)

VLEs such as Web-CT, Blackboard or Moodle may
be used either instead of face-to-face teaching
or fo supplement it, in some of the following
ways:

Background information — tutor details,
handbooks, support materials, past exam
papers, etc.

Up-to-date course materials, such as

& advance preparation for lectures and
seminars, electronic version of lecture notes
or podcasts of lectures

¢ digitised reading lists and reading material

¢ links to electronic journals.

Reminders and quidance — about lectures,
events, field trips, and assignment deadlines,

Online learning community — with others
on your programme, through chat rooms,
discussion groups, webinars or online
conferences.

Collaborative learning — messages,
conferencing, discussions, notice boards, and
opportunities for group activities such as blogs,
wikis and projects.

Computer-assisted assessment — exams, tests
and quizzes for formal assessment or for
practice.

Workplace study - links to resources, tutors and
students if your study is based in the workplace,

20

Success as a student

Webcam and video conferencing

These are especially useful if:

® your class is split between different sites, or if

# some or all of your class is based at home, at
work, overseas or on field trips

® your programme has links with students on
similar programmes at other institutions.

A student portal

Depending on its design, this might offer:
Programme administration — to check
course details such as key dates and exam
results.

Programme resotirces — links to the
department website, online notes, VLE or
useful websites.

Automatic updates - about the student
societies, events and websites you select as
of interest.

Messages and bulletins - from tutors, other
students, societies and groups.

Easier off-campus access — to the college
library and other websites without logging
into each individually.

M-learning: using your phone

You may need to use a phone:

® to receive messages about changes to
teaching rooms or cancelled classes

® to receive reminders about
dates and deadlines

® for notification
of events,
newsletters, etc, k

e for collaborative

learning activities

and directed chat

5 in lectures and \/ J\k
class.



Studying with technology
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Your online presence as a student

Bear in rmind that tutors and potential employers may access material that you
put into the public dormain. Take on board the following points.

Consider your future interests:
could comments or photos you
plan to post come back to haunt
you at job interviews or when you \
go home to your family? (1 a student porta

, - sronment (VLE)
Security: take care not to put L Cla Virtual Learning EnV y
yourself, other people or your files [ free use of the internet ot camp

at risk in any way. 7 free use of the internet from home
L1 {ree

Iy availabie
and at home

) t is provided for yot
Find out what I P ovides:

Check whether your course pr

Netiquette and consideration for . iCa
others: think whether any of your {7 easy-to-use finks o elez‘;ﬁ?ﬁs
posts could cause distress to others, academic sources, o0

Avoid any that might be considered {71 shared electronic sPaFe for your ©
to be offensive, insensitive or bullying. 7 4 student website of intranet

i jon boa
Tools and apps to support [ chat rooms Of discussion

ourse such as

rdls for your COUrse

study | [ onfine nofice boards

There is a growing range of tools . . ing lists ©
) s sicad reading @

and apps that you can use for various L} digtise . rerials *g_

aspects of study. You can use these 1 digitised reading ma 2

to research topics, record details o

. or blogs
_ ; onic journals
for references, and for collaborative ] electr J

working with other students. Details | [T} podcasts of tectures
of these are provided in the relevant k ki

3 a class wi
chapters below. ] writing

[} e-portfolios
Collaborative learning and group : .
\ i ferencing
projects L [} video con

. nin pro]ectﬁ
Maintain control of your information: be [ coltaborativ® = : ° for students with
careful to whorn you give access to your ] assistive technologies
detalls through social networking sites, disabilities ( the above.
blogs, etc. {7} workshops t© help you use any 0

Avoid allegations of cheating: do not
share your written work electronically
before it is marked as, if other students
make use of your academic work in their
own assignments, you could be held
jointly responsible. Do not cut and paste
from electronic material - this too can be
detected electronically when you hand in
your work.

1 Other:

@ Stella Cottrell {2013} The Study Skilfs Handbook, 4th editlon, Palgrave Macmilian Success as a student
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What is resilience?

Resilience is the quality of being able to
withstand times of difficuity or change in such
ways that you can either cope reasonably at
the time or bounce back afterwards. it isn’t
that you never feel stressed, disappointed

or out of your depth: it is about developing
sufficient inner resources to get through and
to keep going. There will be times as a student
when resilience will be of real benefit.

How resilience contributes to success

® it helps you manage when things get tough.

® |t gives you the experience of recovering
from sethacks and of coping.

¢ It builds your contfidence that you can
cope, even if everything seems to be going
wrong.

# [t gives you confidence to take risks, take
part, and to take on new challenges.

Resilience helps you as a student
when:

® you are experiencing a lot of change: new
environments, people, expectations, ways of
thinking

¢ there are challenges and pressures:
emotional, financial, academic

® there are many demands to juggle at once:
work, study, family, friends

® things don’t go as planned: grades lower
than you expected; not getting a job you
wanted; relationships ending

¢ you feel down or want to give up on your
studies.

|

Reflection: Resilience as a
student

" What kinds of situations or issues arise for

i you as a student where you feel it would

- help to develop greater resilience?

1 S

EREEE AW E A

Resillence as a student
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Rate your resilience

Below is a list of behaviours associated with resilience.
Consider your own resilience by rating yourself for
each. Use a 5 point scale, where 5 is a high level of
resilience.

How resifient am 1?7

1 | can bounce back
trom knocks.

® 1 2 3 45 @
2 llook for solutions that -
help me to ‘ ,-fﬂ
solve problems. e
!

@123 45 ® fl/j

3 ) can keep a sense of perspective or
can bring things back into perspective.

4 | can manage stress
and keep myself calm.

@ 1 2 3 4 5 8

FPE  Success as a student G Stella Cottrell (2013} The Study Skills Handibook, dth edition, Palgrave Macmillan




5 luse support
and guidance

available,

6 | use my time
effectively ... to
help me stay on
top of all | have
to do.

@123 45 ® @ 123459

. S / TiME TABLE
7 luse aroutine d\gﬂz ATW IR T

... to keep myself Y

on track even Gl

when | don't feel ! %;if f

like it. == 8 | keep myself
plats= i motivated and

am effective in
encouraging
myself to study.

J.

U

@ 1 2 3 4 5 @
& 1 2 3 4 5 @

21 persevere, even when | don't feel like 10 | build and maintain relationships with
studying or staying on the course. others, for mutual support and to enrich my

& 1 2 3 45 € i life. =
(GOP\L'-!} ® 1 23 45 0

-
.
&
st
[
o
=
-

Relevant sections of this book

# Identifying resources: page 29.
e Creative problem solving: Chapter 4.
® Managing stress: Chapter 14.

& When am | at my most resilient in life?
- & What enables me to be resilient in those

contexts? ' ® Staying motivated: Chapter 4.
: @ How can | draw on those qualities to belp me # Time management: Chapter 5.
as a student? ® Student support: Chapter 10.
L L]

© Stella Cottrell (2013) The Study Skills Handbook, 4th edition, Palgrave Macmillan Success as a student



Managing life as a student
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Getting to know people

Student lite provides great
opportunities for meeting

new people, but can also be
accompanied at times by
feelings of hame sickness,
loneliness or pressure. This isn’t
unusual, and many services are
there to help. To get through
such times:

® study on campus when you
can

® get out of your room: use
the Student Union and
campus facilities

® join in: use clubs, societies,
sports

® get to know people one
by one rather than only
through big groups

® ask people to go for a coffee,
a walk, a meal or to see a
fitm

® remember that people
whio end up as your closest
friends may not be those
you meet in your first few
months,

Using the experience

® (et to know the campus,
online resources, library,
and facilities, Tour these and
consider when and how you
wili use them.

® Visit Careers services as early
as possible, even if anly to
see what is available.

® Make time to take part
in academic and social
activities, especially if you
are part-time, live away from
campus of study by distance
learning.

Success as a student
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Taking care of yourself

Although it may seem obvious, it is important to take sensible
steps to take care of yourself. With all the things there are to do as
a student, this is often put on hold, with unwanted consequences
hitting at the wrong time. Give thought to how well you are
managing such basics as the following.

Safety Consider this from many perspectives: accommedation,
travel, activities, privacy settings online, who you spend time with.

Steep You may well find that your sleep patterns are very different
as a student. Getting sufficient sleep is important to such things as
keeping healthy, maintaining your immune system so you don‘t
caich infections, taking in information when studying, and being
alert generally.

Health Register with a doctor or health centre once you arrive
at university, Take note of any health warnings and of any
immunisation programmes that are advised. Take symptoms of ill
health or mental ill health seriously and, at the very least, have a
check up if you have concerns.

Food Eat proper food. Use the college refectory or canteen. Find
out where you can get different kinds of meal for the lowest prices,
or learn to cook if you don’t know how already, as this can save you
money, Get a good cookbook - there are sorne designed especially
for students, such as Student Brain food by Lauren Lucien.

Money Keep track of your spending from the first day. Use a
financial planning tool such as recommended in Appendix 3. Make
sure you are aware of all the sources of support available to you -
speak to a financial adviser at the university or college if you are
unsure,

See Appendix 3 for useful sources of information.

\
@_\ Reflection: Taking care of yourselt

@ Which, if any, of the issues identified in the box above are ones

that you tend to neglect?

® Make a "to do” list of things that you could do differently in order |
to take better take care of yourself, '

. ® Which of the items on your list are priorities - things to do now?




Managing anxieties and resources

It is quite natural to feel some anxiety when you
start something new, and many students
have concerns about starting at university.

Study and learning

] Keeping up with other people
[ Finding the time to do everything

It is easier to work out strategies for
handling petential challenges and to
manage your anxieties if you have:

® sorted out in your own mind what your

| £l Understanding academic fanguage
WwWOITIes are _ ‘ o
i ence 10 5P
o considered how serious they really are ] Having the confid . y
o realised that many other people feel the 1 peveloping " tence T

[} writing essays
On the right are listed some anxieties which ] Getting used to uni
are common amengst new students. Tick the _

i lines
box beside any that apply to you, or add in (] Meeting deadiin
others in the empty spaces.

versity life

i itments
personal, family, work commit

. : her students
Look again at the items you have ticked. 1 Making friends with ot
Beside each, write the number of the

ing with travel
statement below that most closely [ Coping

corresponds with your feeling. Then read the {1 Organising child care
comments on the next page.

| [} people treating mé differently/ fitting in ".a:
1 1 expect this to be a minor difficulty: | will ' L irements @
get round it easily or in time. ’ [} Coping with job reat” §
2 lexpect this to be quite a serious difficulty: | ) Family responsibi\ities
will work on a solution. ’
3 lexpect this to be a major difficulty: | may i Others
need to ask for help.

&_\ Reflection: Managing anxieties |

® What initial ideas do you have about how you .
could manage some of these anxieties? :
® What strategies have you used in the past to D
deal with a new or difficult situation? Which
of these strategies could be helpful now? '

Lo
O

£
L
T
£
U
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Managing anxieties

Study and learning anxieties

It is important te give yourself time to settle in and
see what is required. Many institutions pace the
first year more slowly to give you time to find your
feet.

Focus on planning your own activities rather than

worrying about how well other students are doing.

Some people play psychological games, claiming
that they do no work and can write essays over
night. Very few people can really do this; it is
certainly not expected of you, and it is not a
sensible way to study.

Find support. Many students will be anxious about
some aspect of their study and it helps to share
concerns, Make time to meet other students in
your classes. Once you have formed a bond with
other students, you will have more confidence
about joining in,

The following chapters make practical suggestions
about ways of handling aspects of study such

as speaking, essay writing, meeting deadlines,
managing stress, and generally setting yourself up
to succeed. Focus on your motivation for study,
and be determined to enjoy your course. Think of
yourself as being on an adventure - not on trial!

Managing other anxieties

There is pressure on students to juggle family
and work commitments in ways that were not
expected in the past. Students have to be more
creative in problem-solving and very organised in
their time management.

In many universities and colleges, Student Services
and the Student Union offer advice on managing
finance, finding work, grants, child care, health
care, counselling, disability, and many other

issues that arise for students. Use these services

to help resolve problems. Advisers can help more
successfully if you approach them before problems
become emergencies.

Success as a student
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Make an action plan
Look back to the items you ticked on page 25.

Set priorities

¢ What needs to be done immediately?
® Which things can wait?

& In which order do you need to deal with these
anxieties?

® Use a copy of the Priority organiser {page 135).

Resources

¢ Find out the sources of help that are available at
your college or university.

® Complete: What are my personal resources?
(page 29),

® Talk to others who may have similar worries.
Form a study, discussion or support group with
other students with whom you feel comfortable.

TR

It helps if you write down and explore your
anxieties and your options.

~ ® Note down your feelings,
* @ Write down your options and decide between
thern (see pages 24-5). :
® Record how you dealt with each problem so
that you can evaluate your progress later,

Reflection: Thinking things
through

How do other students manage?

The short passages on the next pages were written
by students about their first few months. You may
notice that their time seemed very pressurised;
being organised is an important theme in these
writings. However, these students made time

to relax, meet others, use the facilities and
opportunities for sports or drama, which are also
important to the overall student experience.



Students’ experiences

Making it as a student time onling and taking copious notes about
everything. T didn't have a systematic approach
to doing the essays and I didn't believe in my
own ideas so these didn't come acrogs in my
work. Mainly, T wasn't thinking enough, neither
about what I was studying nor about how to go
about studying.

I nearly ieft after the first few weeks. I hed
already left one uni and T was about 1o give up
on this one as well. I had been studying really
hard, so I felt T deserved high marks but that
wasn't happening. T was very angry. I felt the
tuters didn't like me and were being unfair. At

the same Time, T realised that I couidn't do L am still building my skills in reading and
mare work and T thought I just wasr't up fo writing - these underiie everything, really, but
university. my marks are now good and getting better. The

main thing is that I can see how having a
strategy can mcke a dif ference to your study.
There is always a way to get things done,
Knowing this keeps me looking for ways of
doing things, rather than giving up. If I can
succeed this far, anybody can.

I told my tuter I was leaving and T am so glad
that I did. Thet was the beginning of really
getting to grips with where T had been going
wrong. It wasn't that T ceuldn't do the werk,
which is what T had thought. I was spending my
time doing the wrong things. T wasted a lot of

Chapter 1
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Students’ experiences

st 2 o

My first ter®

After the rerrible time I hed in school, I was
very worried about what T might be putfing
myself hrough coming back o study as an
aculy. T was Sure 1 wouldn't be able 1o keep Up-
When T goT Y first few pieces of work back.
the marks were not very good, and TfelT
ought 10 leave.

Luckily, T was tatked out of leaving- T made on
effort 10 meet other mature students and
found many of them were having simitar
experiences 30 me. One of Them encourcged me
vo ask my fubors for more derailed $eedback
onmy work. T had not wanted To ask for any
help in case fhe lecturers thought I wos not
good enough for The course. Bit bY bit my
marks started to 927 better, and some were

.

very good. This boosted ™Y confidence.

1 had expected study o be difficult. What 1
had not expected woS that other aspects of
being @ gtudent could be just 9% hard. It Took

me ages 10 puild up the confidence 10 eat in

rather than talking 10 strangers. My train
service i3 very erraticand L kept arriving late.

chiidren, moved house. Sorting out all these
things has made me very skilled at problem-
solving!

T have to S&Y that there aré many positive
things about being @ student. Now that T have

got To know other people here, T look forward

o cotning in 10 study. T feoel tike I am egcaping
into Time which is just for me. I like having the
library to work in - and not being disturbed

while T just get on withit.

1 would recommend 1o new students that they
give themselves @ chance 10 settle in, and not
nic if anything geems To be going wrong: If
they have children, I cannot over-emphasise
how imporfant it has been 10 e to have plans
g cover every eventuality. I wish T had had
reserve plans for child caré right from the
beginning pecause That, more than anything
else, had an effect on my studies. T also
recommend that new students §ind other
people who have similar experiences 1o
themselves = talking ¥o each other you can
cotme up with good ideds about how ¥0 tackle
problems. ond boost cach other's marale.

you are beund T0 £ind you think differently
about many Things by the time you finish your
course - for me. discussing Things with other
people has become O VErY exciting oty
Above all, T think ctudents have To think, T
might never get tThis chonce again - how am T
going To get the most out of it? There are
mony facilities gvailable and it is 6 very good
opportuni‘ry to try Things you might never hove
wnagined yourse'lf deing - gTarting your own
group. karate, or going on an expedition. itisa
wonderful opportunity = but you have 10 make
it work for yoursaf,

Sasha
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What are my personal resources‘eT

T i e

Have you considered all the resources that might be available to you?
Try brainsatorming {adding in your own ideas) around key words on
the pattern notes below. i you feel you have few resources, it may help

if you speak to a student counsellor,

shelf for files
\\ II orary computers
places pfaces //

reading lamp equipment
documentatlon
places

people

COLLEGE

e counselling
\ service

AN

babysitter

Chapter 1

friends

experience T

organising
events

abilities ——— 4 persevere

making friends

places attitudes
parking / \ /
permit motivated
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Be well informed: find out ...
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Read what you are given

At this level of study, it is assurned that you will:

¢ find oul whal kind of infoermation is available

® read everything that has been provided, thoroughly, and in a timely manner
& work out what it means for you

e ask if you don’t understand its significance.

Don’t wait to be told

Some students are caught out because they think that, at the right moment, a tutor will remind them of
what they should know or do, especiafly if this is what happened at school or college. Although that may
happen occasionally, it is not typical. It is usually up to you to make sure you are up to speed with what

you need to know.

Checldist

Find out the following, as relevant te your
course. Check «" each item once completed.

Find out what you need to know:

L] Make a list of al! the information you are
supposed Lo receive and when.

[ 1 Clarify where information is provided.

LI Check that you receive each itern.

[1 Check where to find the regulations and what
is in them in case you ever need them.

Find out programme details:

L] The exact name and code of your course
] The exact name and code of each module

(] The names and contact details of all the tutors
and lecturers teaching you this year

] Whether there is programme {(and/cr
module) handbook and where to locate this
online

[] The online facilities pravided for your course
[] The content of your course (the syllabus),

Find out about levels and credit;

LJ Your level of study

[L] The number of modules and credits you must
take each year and/or for each level (see
glossary, page 404)

L] The level and credit rating of each module or
unit

L] The right modules/credit to take for what you
want to study next year or for career purposes.

Find out about attendance requirements:

LI Start and end dates for terms or semesters

[1 The minimum attendance requirements

[1 Times you must log on for course-related
activity

[ 1 Date and times of any trips or events

[ 1 when your classes start and end

[ Consequences if you don’t meet requirements.

Find out about student representation:

[] What kind of student reps system is used?
[ ] when and how are reps elected?

[ what training is provided for reps?

] How can you become a rep?

[ ] How can you get your voice heard as a
student?

[ How can you find out what your reps are
doing?

EI/N  Success as a student © Stella Cottrell (2013) The Study Skitts Handbaok, 4th edition, Palgrave Macmillan




Find out about assessment:

[ ] The details of how you will be assessed
[ ] How marks are allocated
[] The marking criteria and what these mean

[] when and how you are expected to hand in
your work, such as in person or electronically

[] The kind of receipt or acknowledgement
provided when you hand in your work,

How this level of study is different:
[ ] Look out for ‘level descriptors’ or marking
criteria detailed for each level or year of study.

J Compare assignment briefs for different
levels. Look at such things as word or page
requirements, subtle changes to the wording
of marking criteria, greater difficulty in
assignments, the amount of work you need to
do independently.

Find out about feedback:

Feedback cn your work may be given in many
different ways, from written responses through to
informal verbal feedback during a clinical session.

[ ] what kinds of feedback are offered on each
module or unit of study?

[] When and by whom is this given?

Find out about resources:

[ ] what kinds of learning resources are provided
for you online or as hard copy?

] when are these updated online?

[] what kinds of reading lists are set?

[ ] where can you find these lists?

[ which items are digitised?

|| Of the items on your reading list, which can be
substituted for others if some are not available?

© Stella Cottrell (2013) The Study Skiils Handbook, 4th edition, Paigrave Macmilian

Get to know your library

[[J Who are your library contacts this year?

O if you are not a regular library user, spend time
in the library or resource centre. (See page
157.)

Many students are fearful of appearing foolish in
libraries, especially when using online catalogues,
consulting special collections, or working out the
numbering system. it is best to get over these fears
before term begins. Librarians are used to people
not being able to use libraries: if you need help,
ask for it.

Find cut about support:

(] who is responsible for supporting you this year,
such as a personal tutor or year tutor?

T ] What support is available if you struggle with
PP b4 ad
your coursework?

[ ] what do you have to do to access this? For
example, do you need to email the tutor or
book an appointment?

[ Are support sessions offered, through the
library, a resource ¢entre, or the Student Union?

Chapter §

Find out your time requirements:

[] The number of study hours required. (See page
127.)

[] The pattern of study on your course — especially
the amount of independent study. (See page
18.)

[} The weekly time commitments expected for
different types of study. (See pages 127-8.)

Organise your information

[ | Put together in a separate file or folder all the
general information such as college regulations,
sources of help, appeals and grievance
procedures, and student clubs and facilities.

L) put time into your planner to browse it so you
know what information is provided.

Success as a student



Success as a student: what lecturers say

Students who do best at
university are those who
are very determined to
succeed, plan how they
will do it, and then keep
their plans in perspective.

[ would say that the key
factor is time. If students
putin the hours, they tend

to do well. Of course, you

do need to usethe time
well too.

/7

Universities provide the
opportunities. It is then up
to the students to make
those opportunities work
for them.

/

who love their subject and want to
know as much as they can about
it. As the parent of a student
myself, ! think it important that
students use their time at
university wisely. If they want an
academic career, then they should
put the subject first. If they want
a career outside of academia, then

The students who stand out h
to me are these who don't just
read what is on the reading
list, but who genuinely want
to know all they can about the
subject — who surprise you
by having read an artigle just
published or have a goed grip
on the most recent debates in
the subject.

N\

S

g Students need to keep their eyes )
on their long-term goals. If they
want a good job, it won't hurt to
have a good degree but they alse

need to show they have experience

at other things. They need o

get out and do things for the
community, aet a job, have ideas
and opinions, show they are their

i ™
As alecturer, | like the students

they need to think more broadly. J

N
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own person.

. v

work you put in. You can
actually get away with doing
much less work than others

and do better than them

~ but you can’t get away
without thinking about what
you are doing and what you

arelearning.

~
It isn't just about how much

4 Study is important - of course, )
I would say that. But college life
is about much more than that. it
can and should be a life-changing
experience - 4 time to have your
ideas challenged, to meet people
from an incredibly wide range of
backgrounds, to think how your
edusation could change your own

life and that of others.

4

a What helps students to 9ucceeﬁ
at Uni? Most students do achieve
their degree and then go on to get
ajob, sothat suggests there are
many different routes to success.
Mainly, it’s about the basics, Find
out what you have to do, de it, and

stay the course. Do more, and your

tharks will be better.

The best students for
me are those who really
grapple with the issues,

who show they have tried
to think things through for
themselves, even if they
haven't got it all right,
The worst are those that
rely on Wikipedia as their
main source of information

-~

= and think no-one will
notice!

/




Your vision of success as a studen;I:

A return on your investment

Students invest a great deal of time,
energy and money in their Higher
Education so success at university or
at college is usually very important

to them. However, there are many
different versions of what that success
would look like.

The way you spend your time as

a student is key to whether you
achieve what you really want from

the experience. It is largely up to you
to decide how you do that. If you

can formulate a clearer vision of what
success as a student means to you, you
are more likely to achieve it

Reflection: Think
forward

- Our imaginations are extremely

i powerful. You can use this to help

. direct your energies. For example,
picture yourself 10 years into the

- future. Will you be impressed by

. the choices you are making now,

* and your use of the time and
opportunities available to you?

- Will you wish that you had done

. anything differently?

Reflection: Use your
vislon to direct your
energies

. What do your choices opposite

| indicate about:

. ® what 'success’ as a student would
© look like for you?

- ® how to direct your energies as a

-~ student?

© Stefla Cottrell (2013) The Study Skiffs Handbook, 4th edition, Paigrave Macmillan

What would success look like for me?

Use the following questions to help you to plan. v Tick
all items that apply to you. Then highlight those that are
most important to you.

| would feel | had made a success of university/
college if:
Career

[ ] f gained a qualification that enabled me to develop
my career

[_] 1 developed skills which helped me find a good job
] I made full use of the opportunities available

] I took on positions of responsibility that helped my
v

[ 1 made good contacts that helped my career.

Transformational experience

[ 1 learnt more about who | was as a person

[ 1 became a ditferent person as a result of my
experience

[J 1 developed a range of skills and qualities that
improve my life

[ ]I developed in personal confidence

[ |1 developed a broader understanding of the world

[ ] 1 met and learnt from people | wouldn’t have met
otherwise.

Subject and qualifications

] 1 learnt a lot about a subject that really interested me

M got a good class of degree

[ ] i stretched myself intellectually

711 developed academically.

Life and personal

[ ] 1 really enjoyed myself

(11 made good friends

[ 11 developed new interests that enrich my life

[_] 1 learned to manage myself as an effective adult.

)

Chapter 1

Success as a student



Review

This chapter was designed to assist new or
struggling students to gain a clearer picture of
what to expect from Higher Education and tc
provide a steer on how to place yourself in 2 strong
position to succeed. It provides an overview of

the broader academic context in which university
level study takes place, in order to help you make
sense of its culture, teaching practices and ways of
thinking. That context informs the ways that you
will be asked to engage in learning and the ways
that your work will be assessed.

Depending on your previous education you

may be surprised, at first, at the amount of
responsibility and independence expected of you
at this level: independence of thought, enquiry,
decision-making and overall management of your
study. It is generally assumed that you will have
the appropriate levels of maturity, intelligence and
metivation to manage such independence - and
to be able and eager to take charge of your own
work.

This approach to teaching represents a great deal
of respect for your abilities and potential, although
it also brings its own challenges. It requires you to
be active on your own behalf, working out what
you need to do and then getting on with it. This
includes grasping that there is information that
you need to know and use without always being
directed or assisted te de so. It also means that you
need not only academic skills, but also a broader
range of understandings and qualities that enable
you to manage your studies as is expected.

Success as a student

In practice, students vary a great deal in how
ready and able they are to take on this level of
responsibility at the start of their studies. If it feels
daunting to you, then be reassured that there will
be others who feel the same way. However, most
students find that their skills, including those of
resilience and self-management, are stretched and
then strengthened as they take on the increased
challenges of university level study.

As motivation, self-management and well-founded
self-confidence are so essential to success as a
student, it is especially helpful if you are clear
about what you want to gain from the experience
of being a student and use this to good effect in
maintaining your morale and sense of purpose.

Finally, the chapter has emphasised the importance
of ‘taking charge’ of your student experience.

Plan how you will use your time as a student to
gain your broader life and career aims. Don'l wait
to be told, asked, guided, engaged or inspired.
Decide what you want. Search oul resour¢es and
help. Create your own opportunities. Find ways to
energise, motivate and inspire yourself, and look
for the enjoyment in your studies that will help to
strengthen your enthusiasm.



Chapter 2
Developing your skills

Eearning outcomes ' —

This chapter offers you opportunities to:

e reflect on what is meant by terms such as ‘skills’, study skills and academic skilis

@ use the APT-S study skills framework

& consider five components that support study skills development

o sharpen your awareness of skills and qualities you bring with you as well as those you gain through
your studies

¢ identify areas of strength in your current study skills and areas to develop further

e set priorities for developing your study skills, monitor your achievements and record these.

This chapter focuses on the skills that you: However, there are subtle differences in the way

@ bring with you Into academic study that similar skills are understood at different

levels of education and in the world of work. This
chapter provides a means of thinking about the
relationship between skills and context. It enables
you to audit your current skills and consider how
you could make use, in other contexts, of the skills
you develop as a student.

e develop through study

e can transfer to other contexts such as
employment.

There isn’t a sharp divide between the skills needed
for academic study and those used elsewhere. This
means that, whatever your previous education,
you will have experiences that you can draw upon
and adapt to support your studies. Similarly, once
you graduate, the academic skills you use as a
student will be applicable to other contexts.

Being aware of this can increase your confidence
in taking on academic study if you have been
out of education for some time or are uncertain
about your academic ability, It can also help you
to feel more confident about progressing into
employment if you haven’t had a graduate job in
the past.

Developing your skills



What are study skills?

\M;

What is a skill?

Skiil

To be skilled is to be able to perform a learned
activity well and at will.

A skill is a learned ability rather than an outcome
achieved through luck or chance and can, therefore,
be relied on reasonably securely when you perform
an equivalent task again. You can fine-tune skills
through practice, feedback and reflection, just as
athletes improve their performance by developing

underlying skills in movement, breathing and pacing.

What are study skills?

The term “study skills’ is used here to refer to
more than just “academic’ skills. it includes a
wider range of abilities that enable achievement
in your studies. These can be viewed as four
categories of skills:

1 Self-management skills for study

2 Academic skills

3 People skills for studying with others

4 Task management skills.

The first of these, self-management, helps you to
develop the other three sets of study skills.

The APT-S study skills framework

The skills landscape in Higher Education can
sometimes seem complex, as subject disciplines,
institutions, employers and professional bodies
produce ever longer lists of skills they feel students
should develop. The APT-S framework simplifies such
complexity by looking at three key things:

1 You, the student, as the starting point

2 The learning environment in its entirety —
everything that relates to your study

3 The skills that help you manage that learning
environment, its peopie, tasks, conventions, tools
and resources.

Developing your skills

You as the starting point

In practice, the skills you will need and acquire
as a student will be different from those of other
students.

Past experience

Your starting point will be different: your
educational history, past opportunities and
personal challenges influence the way you are
now as a student. They shape your current leveis
of knowledge, confidence, motivation, study
habhits, preferences and skills.

Your current experience

& Your choice of subject, course, options and
topics will develop specific sets of skills.

® Your own motivation for, and application to,
learning new skills will be distinct.

¢ Many other current factors will also differ,
from the people you study with to other
aspects of the learning environment described
overleaf.

future aims

Your ambitions for your life and career influence,
and will be influenced by, the choices you make
for skills development whilst a student.



The APT-S study skills framework
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The learning environment

The ‘learning environment’ refers here to
everything that forms part of the wider context in
which you are studying. It includes such factors as:
# the academic discipline and its conventions

# the subject content of your course

® the way you are taught and assessed and the
tasks and assignments you are set

® the people, tutors, students or others
® the communications required
® technelogical and other resources available

e the everyday demands on your time that you
juggle with those of being a student.
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Chapter 2

Study skills

Academic, people and task-management skills

As detailed below, your learning environment will
frame the particular range of study skills that you
will need and develop, and to what extent.

Self management skiils

The sets of interactions between the learning
environment and you as an individual are
complex. These will change frequently as you
progress through your course. Good skills in
self-management help you to manage these
interactions more effectively and to identify the
skills and qualities you need at any given time.

Developing your skills



Self: managing yourself for study

L T o

Self-management is an essential study skill in Higher Education. [t is needed
to enable students to cope with the responsibilities of taking charge of their
studies and to engage fully in the learning process.

Sort yourself out!

Self management skills in this Activity 6 Managing your learning environment
context involve:

® Independence: being a
well-informed, resilient,
independent student. (See

1 Make a copy of the diagram on page 37.
Feel free to add in other aspects of your learning context that

are not listed here but which have an impact on your learning. '
Chapter 1.) o , .
. 3 Highlight those aspects of the environment that you find mast
# 5kills management: challenging
understi:mdmg 'and using -4 List the sort of skills you need to develop in order to manage
strerllg SI:’I?H improving your better the aspects that you highlighted.
WeaKer sis. 5 Which self-management skills will be most important for you

# Learning: understanding and

in developing those skills?
personalising your learning,

capitalising on strengths and
gr:;i;?)ces‘ (See Chapters 3, Personal qualities
® Strategies: creative, reflective, Fine-tuning a skill, including a study skill, involves the development
effective, active and motivated of personal qualities too. Of particular importance are:
study strategies. (See Chapter ® self-awareness # commitment
4.) ® determination ® perseverance
e Time: managing your study o seff-motivation ® positive thinking.
time effectively. (See Chapter
5) ﬁgﬁ
® Improving performance, b Reflection: Personal qualities
using feedback from others, : Z
See pages 255 and 324. - ® Which qualities do you think are important to the development
& Metacognitive skills: + of good study skills? :
reflecting meaningfully about . ® Which of these are strengths for you?
how you think, learn and . @ Which do you need to develop further? :
manage yourself for study. See  |_ ——

Chapters 3 and 4,

Developing your skills



Academic skills
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Basic research skills

At each level of study,
you will need to use
increasingly sophisticated
strategies for:

# Finding information:
searching for
information and knowing what is available

¢ Reading large amounts at speed
¢ Using multiple sources of information

Find out about it!

* Making notes of what you observe, hear, read
and think — and then using them

® Organisational skills: sorting, storing and
retrieving information for re-use, applying the
right tools for the task (see Chapter 6}

® Using numerical data: collecting, analysing and
presenting these (see Chapter 9)

Thinking skills

At this level of study, this
means such skills as:

e Decision making: using
sound decisions about
the material to select
and draw upon for your
work {see Chapters 6 e O
and 7)

& Memory skills, developing strategies for
recalling information easily and accurately when
needed. (see Chapter 8)

# Critical thinking skills: evaluating the quality
of sources of information; developing a strong
line of reasoning based on sound evidence;
interpreting material, data and theories (see
Chapter 7)

® Creative problem-solving and synthesis:
drawing on diverse knowledge and skills to
create new ways of looking at an issue or to find
new solutions {see Chapters 4 and 7)

® Understanding: making sense of increasingly
complex and difficult data and concepts,
including problems without clear-cut answers.

Think about it!

Understanding
academic
conventions

For students, that
means understanding:

# Higher Education as
a learning community

# Your academic discipline: the specialist branch
of learning that underpins your course

# Foundation concepts in the discipline - its core
theories and ideas

e Knowledge: how this is constructed and
advanced in your subject

& Evidence as the basis of your argument

# Sound methodologies, relevant to the subject,
used to establish the evidence base

e Specialist terminology used in the discipline

e Academic integrity, including the use of
reputable sources, attributing these correctly,
and avoiding plagiarism

# Ethical awareness, as relevant to context (see
Chapter 13)

Know your field!

Chapter 2

Written and other

communications
skills

In the context of
academic study, this
includes:

Uausual

{:'ms...

Write it up!

® Precision: using words and data accurately and
succinctly, and keeping to word limits

# Structure and clarity: organising your ideas and
using a clear line of reasoning

¢ Style and format for specific kinds of
assignment such as essays, reports, case studies,
dissertations

e Audience awareness: for written, spoken and
electronic communication

# Citing and referencing sources correctly

® Subject discipline: using the style, format and
conventions used in your subject.

(See Chapters 11-13.)

Developing your skills  JBE



People and Task management skills

People: studying with others

Many academic tasks are undertaken in social
contexts with other students, the public,
clients, face to face or using technology. This
calls for such skills as:

# Taking an active part, without
dominating or letting others take over

# Contributing constructively in class,
seminars, or in onfine discussions

» Peer feedback: giving and receiving
constructive criticism

* Making presentations, to a group or as
part of a group

* Collaborative team working and
groupwork, face to face and/or using
video links or social networking

® Supporting others, encouraging them
and sharing ideas without cheating or
collusion.

Talk it through! \ | [

(See Chapter 10.)

EIH  Developing your skills

Task management skills ~

You will need to draw
together the above skills

in meaningful ways in
order to complete required
study tasks such as exams
or particular assignments,
Task management, in itself,
requires skifls such as:

Y S B
D Waike ak7-00
D¥eed fish
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Take charge!

¢ Producing set items such as essays, reports,
portfolios, presentations, case studies applying
methodologies, conventions and styles relevant to the
discipline

# Managing the process of taking a task through from
start to finish

® Meeting given requirements such as the assignment
brief, marking criteria, ethical standards, deadlines
and word limits

¢ Following the appropriate protocols and guidance
for your subject, such as for lab work, clinical practice,
field work, studio, performance, practical or technical
skills

¢ Using specialist equipment and resources relevant
to your course and circumstances, or using apps
designed to support study

® Project management of larger, more complex tasks
such as research projects, dissertations, exams, field
work and end of year shows.

Combining skills

The skills are outlined here, for clarity, as if they were
separate categories. In practice, you would combine
many skills from each category for most study tasks.
For example, you cannot easily separate out basic
research tasks, such as searching for information,
from the process of thinking through what is relevant
for a given assignment in the context of your
discipline,

As you develop through your course, you will
integrate a wide range of skills fluidly, without
neticing that you are doing so.




Which skills?

Which skills will you need?

\

For your course and circumstances, you may not need to use all of the Academic, People, Task and Self-
management skills listed above. Requirements will vary depending on your course. This is exemplified in
the *skitls clouds’ below, The font size indicates the relative importance of the skill to each course. What

kind of course do you think is represented by each cloud?

Skill clouds

Course 1

Analysing data Maths skills
Applying formulae Describing results
Observation Taking precise notes
Recording details accurately  writing essays
Working collaboratively on
experiments Presenting results to a group
Reading research papers croup wik
Understanding scientific
methods writing a dissertation
Writing research reports Group project
reports Understanding and using theory

Course 3

Researching other people’s
practice Making presentations
Technical skills Working with
clients writing group blogs Giving
and receiving criticism
Group discussions Reading writing essays
Time management Studio
work Portfolio work

Using numbers
Managing projects

Course 2

Listening in lectures WFiting essays
Revision and Exam skills Memory
skills Groupwork Writing style
Using source materlals
Thinking critically about
texts Presenting a seminar Reading
Note-making Using a range of
source materials Managing
independent study
Contributing to seminars
Technology skills

Course 4
Writing reports
Writing essays Project work with
clients Field work Communicating with
a wide range of people Interviewing
skills Making decisions and
recommendations Thinking critically
about texts Revision and Exam skills
Thinking critically about
data reading Listening in lectures
Managing independent study time
Presenting data
Note-making Contributing to groups

Developing your skills




Skills clouds for my course

R i A

Activity Skills clouds for your course

Using information available to you about your course, identify the range and relative importance of
~ different skills on your course. Use the boxes below to sketch out the skills clouds for your course,

Skills needed to succeed at this level of my course

Skiils that | will develop through my course

EYE  Developing your skills © Stella Gottrel! {2013) The Study Skills Handbook, 4ih adition, Palgrave Macmillan




Developing skills: five study skills components

1 Self-awareness and self-evaluation

To develop a skill you need first to know where you
are starting from. What are your current strengths
and weaknesses? What do you want to achieve?
Where do you need to improve? How are you
going to improve? What are your rescurces? What
could obstruct your goals? Ways of developing
such awareness include:

® using self-evaluation questionnaires

& monitoring your progress

® maintaining a reflective journal or blog

® group discussion and chat

¢ feedback and criticism from other students
# feedback and comments from tutors.

2 Task awareness; knowing what is
required

To score a goal you need to know where the
goalposts are. In an academic context, this means
finding out what is expected of you and what your
lecturers are looking for whenever you are set a
new assignment.

Essential information is usually pravided in course
handbooks, webpages, through a virtual learning
environment and in assignment briefs. See Chapter
1 for key information to find out and use.

In particular, for each subject, find out about:

# the curriculum - the course content

# the outcomes or ohjectives — what you must
know or be able to do by the end of the course

# how marks are allocated — what gets gcod
marks? What loses marks?

® the special preferences of each lecturer — if in
doubt, ask.

3 Strategy, method and organisation

It s easier to study and saves you time if you have
a method for working and are well organised. A
skilled student uses strategies, and with practice
these become automatic.

TR

4 Confidence and sense of
‘entitlement’ '

If you are to succeed as a student, you have to
believe that such success is possible for you.

However, many students feel that academic
success is for other pecple rather than for them.
This may be because of their experiences at
school, or because nobody from their family has
a degree, Often, it is because they hold particular
ideas about intelligence, especially their own
academic abilities, and so do not give themselves
‘permission’ to do well.

For this reason, Chapter 3 focuses on what we
mean by ‘intetligence’ and ‘learning’.

5 Familiarity, practice and habit

All skills improve through practice, feedback and
monitening. The more you study and reflect on
your learning, the more you become:

# adept at finding shortcuts

# aware of underlying skills, qualities and habits
that you can improve

® able to see patterns in what you do
# able to focus on study for longer
@ able to perform skills automatically.

Chapter 2

The way to study well and easily becomes a habit.
If you have been away from study or are not used

to managing so much unscheduled time, you may
find you need to build good study habits.

You don’t have to be ‘clever’!

When you consider these study skills
compenents, it is clear that good study skills
have little to do with being "naturally clever”,
They owe much more to awareness, strategies,
confidence and practice, leading to an overall
developrment in your learning. Each of these
aspects is covered in the various chapters of the
Handbook.

Developing your skills



Recognising your skills and qualities

This section offers you the chance to:

® audit abilities and qualities that you have
nNow

® consider how everyday skills such as
observation, selection and support for
others can be applied to academic study

& identify your current study skills pricrities

® consider how academic skills are relevant
to future employment.

Skills audits

Skills audits are useful in helping you to:

@ become used to forming a judgement
of your own performance through self-
evaluation, rather than depending on
others’ estimation

® become aware of your strengths, so that
you can present yourself well to others

# develop the confidence and insight to
identify areas that need more attention

® set your own priorities for developing
skills.

WG Skills from experience ‘

. Choose one thing you do well, a

. difficulty you overcame, or a personat

. achievement, no matter haw small. It

. might be success in arts, performance,

. sports, with people, coping with iliness

 or life challenges, or being accepted for
your course. Use the beautiful garden
example for ideas.

! How did | do it?

: 1 What did you do to create the

:  conditions that led to success? Did
you practise? Did you urge yourself
on in a particular way? Did you
find people to help? Or did you just

:  believe you could do it?

. 2 Which skills, attitudes and qualities
did you exhibit?

Developing your skills

Example: the beautiful
garden

Supposing one year your

garden or a window box looked
absolutely beautiful. How did that
happen?

Many small things may have led to

a perfect outcome. You may have
watered the plants very carefully,
depending on the weather. If so,
you used powers of observation and
deduction. You may have weeded and
pruned in the rain, when you wanted
to stay indoors. Here you kept in mind
your long-term goali for the garden,
showing dedication and perseveronce,

You may have selected plants from a
wide range of options, to match your
garden conditions. You probably did
research, possibly online or by reading
gardening books, questioning others
who had grown them or watching

television programmes. You foffowed

specific instructions on how to grow
them, and purchased special fertiliser,
prepared the ground in a certain way
or pruned at particular times: such care
requires method, atiention to detail, time
management and task management.

All these skills are relevant to study.
Whether your experience is in household
management, performing arts, sports
or other areas, it is likely that you have
developed a range of skills, qualities and
behaviours such as those above. The
important thing is to recognise these so that
you can draw on them when needed.



Your personal skills profile

Reflection: Skills from
experience

. For the activity above (page 44), were

. you surprised to find out how many

. skills you have already? Do you tendto
. underestimate or overestimate your skilis?

By doing the ‘Skills from experience’ activity,
you probably found that you bave more
skills and qualities than you thought. If not,
go through the activity with someone who
knows you, or use the list opposite as a
prompt. Most people already have quatities
and skills which they can adapt to study in
Higher Education.

& Those entering from school have the
benefit of recent study and established
study habits.

» Mature students often bring experience
of working with others, responsibility,
managing time, and perseverance - all
valuable assets when studying.

Evaluating skills and setting
priorities

Awareness of your current skills increases
your confidence, which in turn increases
your chances of success. The following
pages offer resource sheets to help you to:
¢ identify current skills and strengths

¢ identify study skills strengths

® select priorities for developing study skills

e consider how skills apply in different
contexts.

Update your profile

As you progress with the course, your skills
profile and self-evaluation will change. Take
time to update your skills profile or portfolio,

at least once every six months. (See page 56
and Chapter 15.)

© Stella Cottrell (2013} The Study Skitis Handbook, 41h edition, Paigrave
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‘ (_) Current skifls and qualities

~ Use your notes from the “Skills from experience’
. activity (page 44) for the following activity.
2

Make a copy of page 46, so you can use it again.

Select v On your copy, check off all the items at
which you are reasonably skilled.

Rate %% Use one or more stars to indicate those

at which you excel,

Give examples For each item you selected, starting

with those you starred, jot down an occasion

when you demonstrated that skill or quality. The
‘prompt box’ below may help you recall situations
in which you might have developed these skills.

5 Use Display the list where you can see it and for

use later in the chapter.
Congratulate yourself!

If you did not select many items, search through your
past experiences for better examples - or go through
the list with a friend. You may be being too modest.

Prompt box

| B [} voluntary work
] Domestic - e ome
responsibility [} Making

[} caring for others
7] interests and

hobbies

] sport

Macmillan

: where did | develop/demonstrate
my skills and qualities?
1 schoot of college

) Employment

7] Applying for jobs

[} Independent study
] Emergency events

™~
T
ot
Qn
o

LJ

[ personal
development

[ saturday jobs
{1 Uunemployment

] Friendships

[T Travel/nolidays
] Clubsfsocieties
] personal setbacks
] it health

Developing your skills
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Current skills and qualities
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People

U] Ability to get on with people from different
backgrounds

["1 Understanding other people’s points of view

[Z] sensitivity to cultural differences

] Dealing with the general public

1 Teamwork and collaboration

[ 1 Networking

] Managing or supervising others’ work

[ 1 Teaching, training or mentoring others

[ Negotiating and persuading

[ Helping others to arrive at decisions

Activities and tasks

[ Creativity, design and layout

] Innovation and inventiveness

[_1 Ability to see the ‘whale picture’
1 Argument and debate

L] Seeing patterns and connections

[ ] Attention to detail

["1 searching for information

1 Classifying and organising information
[_1 Making decisions

] Managing change and transition
{1 setting priorities

L1 working out agendas

[ Organising work to meet deadlines
[ facilitating meetings

"] reading complex texts

] computer literacy

Personal

[ setting my own goals

L] working independently

] Maintaining a high level of motivation
[] Taking responsibility for my own actions
] Learning from my mistakes

1 wiliingness to take risks and experiment
] Assertiveness

[_] Determination and perseverance

[1 Consideration of others’ feelings
] caring for others

[ ] supporting and motivating others
™ Understanding others’ body language
] Coping with ‘difficult” peaple

[7] speaking clearly and to the point
[_] Audience awareness

[ Taking direction from others

1 Giving constructive feedback

[] Leadership skills

[ Other:

{1 Technological skiils

[ using soclal networking tools
L1 working with numbers

[] selling

] problem-solving

] Quick thinking

T I practical skills

] Understanding quickly how things work
] seeing practical applications

7] writing reports or official letters
O Languages

[ 1 Enterprise and entrepreneurship
[ ] Business and financiat skills

L1 Managing difficult situations, emergencies and
crises

] other:

] self-reliance

] Recognising my own needs

] Taking care of my health and well-being
[_] Staying calm in a crisis

[_1 Coping skills and managing stress

[ other:

Developing your skills
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Using personal skills in academic study 9,

-

The Current skills and qualities exercise {page 46) includes specific skills which have more relevance to
some courses than others. For example, ‘selling’ is more relevant to marketing than to history.

The fallowing activity enables you to map out your current skills in terms of the general (or ‘generic’) skills
required for most academic courses, and to rate how well you already perform them. This will give you a
better idea of how well you may cope with academic study.

Academic skills (skilis used in | Self-rating Examples: where or when you developed this skill
everyday life which relate to 5 = good;
academic skitls) 1 = very weak

e.g. Managing deadlines 4 Get children to school on time; submitted application form
despite illness

1 WManaging deadlines

2 Being self-motivated and
able to persevere with
difficult tasks

3 Having the confidence to
‘have a go’ and to express
my own ideas

4 Finding out information
from different sources
(research)

5 Reading complicated texts
or forms to find the gist of
what they are saying

& Being able to select what
is relevant from what is
irrelevant

7 Comparing different
opinions and deciding
what are the best grounds
for judging who is right

8 Being able to weigh up
the ‘pros’ and ‘cons’,
good points versus bad

9 Writing things in my own
words

10 Being able to argue my
point of view, giving good
reasons

© Stella Cottrel (2013} The Study Skills Handbook, 4th edition, Palgrave Macmillan Developing your skills



%,\;3" Study skills: priorities, stage 1

WV

Column A Tick « if the statement is generally true of you.

Colurmn 8 Rate how important it is to acquire this skill: & = unimportant; 10 = essential.

Column C Rate how good you are at this skill now: 1 = very weak; 5 = excellent.

Column D Subtract the score in column C from that in column B (B — C). Items with the highest scores in
column D are tikely to be priorities. Then turn to page 49. Repeat later in the year.

Study skills statements A B C D
| have effective strategies for ... This is Skill Current | Priority
true (v) | needed? | ability? (B-C)
{scale (scale
6-10) 1-5)
1 organising myself for study

using my study time well

thinking creatively

solving problems

reading for academic purposes

searching for information for assignments

making, and using, notes (checklist, page 184)

making good use of lectures/taught sessions

wlew|lwloa|lw|lalw n

Chapter 2

groupwork and seminars (checklist, page 269}

—
o

making presentations (checklist, page 267)

—
—

managing writing tasks (checklist, page 274)

—
%3

writing essays using academic conventions

—
w

writing reports and dissertations (checklist, page 363)

—
s

undertaking a research project (checklist, pages 343—4)

—
1%, ]

avoiding cheating/plagiarism

f—y
o

citing sources and writing references

—
|

using numbers in assignments (checklist, page 220)

-
o

thinking critically and analytically

—
A=)

evaluating my own and others” arguments

]
o

developing memory skills

N
—

taking exams (checklists, pages 372, 3?5 and 378)

o]
[X]

evaluating my work (checklist, page 98)

Developing your skills © Stella Cottrell £2013) The Sturly Skilts Handbook, 4th edition, Palgrave Macmillan



Study skills: priorities, stage 2

Column A

wait, who else could do it, or any other options you have.

Column B

Highlight it in red once you have worked on it.

Column C

Shows the pages of this Handbook related to the given study skill.

v
7y

M

Using the scoring from stage 1, decide whether each item really is a priority, whether it could

Number your priorities in order. Highlight in yellow the one you are going to work on next.

Ve,

-Study skills statements A C
{ will become more effective at ... Priority for action? Pages
Yes/No/Can wait
1 organising.myself fdr study 103; 136-8
2 using my study time well Chapter 5
3 thinking creatively | 8890
4 sohingproblems | 91-6
5 reading for academic purposes | 164-70
6 searching for informatioﬁ for éssignments 1 158-61
7 making, and using, notes 184
8 méking geod use of lectures/taught sessions 184
9 groupwork and seminars N Chépter 10
10 making presentations 265-8
11 managing writing tasks - 274
12 writing essays using academic conventions 308-14
_13 writing -reports and dissertations 358-63
14 undertaking a research project B Chapter 13
15 avoiding cheating/plagiarism 177-8; 258
16 citing sources and writing referencés 179-81
17 using numbers in assignments 220
_IB-Ehki.rE:.ﬁtiﬁally and analytically Chapter 7
19 evaluating my own and others’ arguments N 183—96
20 developing memory skills Chapter 8
21 taking exams - Chapter 14
22 evaluating my work 98 |

© Stella Cottrell (2013) The Study Skills Handbook, 4th edition, Palgrave Macmillan
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& Study skills: action plan

AL b e s e s

Go back over your answers to the various activities and self-evaluations
you completed in Chapters 1 and 2. Bring together your thinking about
your current strengths, the areas you wish to develop, and your priorities.

Date;

Summary of my current strengths, skills and qualities: what | have achieved so far

Summary of what | need to work on, develep or improve

. My priorities: what | am going to do, when, and how

How will I know that I have improved? (E.g. What changes would | expect in my work, in myself, or in
the attitudes of others?)

LIt  Developing your skills © Stelta Gottrell (2013) The Study Skitls Handbook, 41t adition, Palgrave Macmillan




Monitoring skills development | Qx,,

Baseline (starting place)

Date: Skill being developed:

My current level of confidence in this skill (circle one):
1verylow 2low 30K 4 high 5 veryhigh

Aspects of this skill | have already demonstrated:

Goal
What | want to be able to do (aspects, sub-skills, qualities | want to develop}):

Record of progress

Note down steps in your development of this skill. Decide what progress would look like in each
case. This might be the achievement of a personal goal (such as gaining a particular grade for an
assignment), or a step towards achieving a personal goal (such as asking a question in class for the
first time, or developing a successful strategy for arriving on time if you find time management is a
chalienge).

Date Achievement How you know
(what | can de now that | couldn't before) {evidence or example)

N
e
@
e
o
=
i
U

© Stella Cottrell {2013} The Study Skiffs Handbook, 4th edition, Palgrave Macmillan Developing your skills



Personal profiles
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What is a profile?

A profile is simply a snapshot of yourself as you
are now — your skills, qualities, attributes and
achievements. It is useful for:

® giving you a sense of where you are now, to
guide your personal development plan

® developing habits of reflection and self-analysis

® experience in evaluating and describing yourself
— this is valuable preparation for job interviews,

In this chapter you have already started to profile
your skills, qualities and experience. That will
help when writing a curriculum vitae (CV) for job
applications. Add in achievements and skills from
other areas of your life.

What are recruiters looking for?

The Association of Graduate Employers reports that
almost one-third of large employers find it difficult
to find students with the right skills to fill graduate
vacancies. Although employers still value academic
and specialist skills, they also look for a wider range
of experience and generic skills, especially ‘soft
skills'.

Which ‘soft’ skills?

Employers value soft skills in the following areas:

T Managing yourself: intra-personal skilfs

Self-reliance, self-awareness and focus; the capacity
to learn, plan action and take the initiative;
resourcefulness, maotivation and realism.

2 Managing people: people skills

Networking; teamworking; communication skifls in
negotiating, persuading and influencing; customer
focus; leadership and ability to support and
motivate others; cultural awareness; languages.

3 Managing projects: task management skills

Ability to get on with tasks without close
supervision; devising and implementing an action
plan; attention to detail; being logical, methedical
and systematic; applying technolagy; numerical

52

Dreveloping your skills

reasoning; problem-solving; versatility, flexibility
and multi-skilling; willingness to take risks; being
results-orientated and solution-focused: business
awareness; work ethic.

Sources

¢ Graduate Recruitment Survey (AGR: 2012)

® www.prospects.ac.uk (accessed 26 August 2012)

® L. Bachelor, ‘Graduate careers: the importance
of employability skills’, The Guardian, www.
guardian.co.uk/money/2012/jun/08/graduate-
careers-employability-skills (accessed 26 August
2012}

Identify your ‘soft’ skills

Just as you identified how skills from life can
translate into academic skills, so you can also
consider how academic study develops “soft” skills
transferable to employment. Some examples are
listed on the next page - you will be able to think
of others. Use page 54 to map out for yourself the
soft skills you develop whilst a student.

Give thought to where you can develop soft skills,
either on your course or by taking up opportunities
open to you whilst a student. The ‘Soft skills’
evaluation can be used to develop a skills profile
(page 54) for emplayment,

For more about developing soft skills, see:

8 Stella Cottrell (2010), Skills for Success: Personal
Devetopment and Employability, 2nd edition
(Basingstoke: Palgrave Macmillan)

@ Free resources on www.palgravestudyskills.com

B ©

@ Browse advertisements for graduate jobs, and
. websites such as www.prospects.ac.uk, noting
- the skills employers ask for.
© ® Which of these skills could you develop whilst
a student?
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Area of academic activity

Examples of potential transferable and soft skills which could be
developed

Personal development /
personal planning

self-management; forward planning; taking responsibility for improving
performance; increasing personal effectiveness; reflective skills.

Working without supervision; organising your own time and work; taking

independent study
personal responsibility; self-reliance; knowing when to ask for help.
Lectures Listening skills; identifying and selecting relevant points; recording salient

information; preparing for meetings; using the information heard.

Seminars, groupwork,
team projects,
collaborative learning

Listening; teamwork; negotiating; oral communication; giving and
taking directions; taking responsibility; working with people from diverse
backgrounds; cultural sensitivity; dealing with differences in opinion;
sharing knowledge; contributing to meetings and discussions.

Lab work

Following protocol and instructions; taking responsibility; designing
tasks for particular purposes; precision and attention to detail; attention
to health and safety requirements; ethical understanding; measuring
change; recording results; being systematic; drawing conclusions.

: Oral presentation

Speaking in public; persuading and influencing others; making a case;
time management; presentation skills; using audiovisual aids; planning;
sharing knowledge; adapting communication style.

Writing essays and other
forms of academic writing

Task analysis; structuring writing for specific audiences using relevant
style and conventions; developing an argument; making a strong case;
working to word limits and deadlines; sharing knowledge; breaking tasks
into component parts; attention to detail.

Maths and statistics

Problem-solving; presenting information; interpreting data; sharing
knowledge.

Observations

Listening skills; working with people from a variety of backgrounds;
information management; attention to detail; drawing conclusions;
making precise and accurate notes and reports.

Research projects

Time management; using search tools; managing large amounts
of information; working to deadlines; decision-rnaking; project
management; using technology; developing ethical understanding;
taking responsibility for larger pieces of work.

Exams and revision

L

Planning; working towards deadlines; using time effectively; decision-
making; managing stress; coping with challenges; resilience.

Chapter 2
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\§ Turning academic skills into transferable
o “and soft employment skills

Drawing on activities you undertook for this chapter, use the chart below to profile the soft and
transferable skills you are developing as a student. Look especially at page 46, Current skifis and qualities.
The four items already written in often appear at the top of employers’ lists. Add others relevant to you.

Skills, qualities, attributes and Specific examples
achievements

[ Self-awareness and self-reliance

_E?erbal skills

L 1 Team working

(1 practical skills in managing projects

Other transferable skills | can offer

[ Driving ficence ] Technology skills [ ] Languages:

Developing your skills © Slelia Cottrell (2013) The Study Skills Handbook, 4th edition, Palgrave Macmillan




Recording achievement

Celebrate success

When you have achieved a goal, or taken a
significant step towards a goal:

® Acknowledge your achievement Give yourself
credit for what you have done.

® Celebrate Give yourself a reward, appropriate
to the significance of your achievernent.

® Record it Note down what happened.

& Use it Use your success as an example of what
you can achieve when you focus your energies.
When applying for jobs, or to build personal
motivation, use your records to find examples
of different kinds of achievement.

Records of success and personal records

Records of achievement can vary from a list

of qualifications to a portfolio of work. Your
university or college will issue a formal transcript
listing subjects studied, your marks or grades and,
in some cases, additional information about skills
and experience (see page 57). However, only you
will know:

# how your confidence has grown

# how you have developed as a person

® personal goals you have achieved

® how you did it - the steps you took and the
personal qualities you called upon

& how you kept yourself motivated

& what you learnt about yourself in the process.

It is useful to maintain records of how you
achieved your goals, as well as what you
achieved. These enable you to make use of
your experience and to chart change over time.
Records of this kind are sometimes referred

to as "portfolios’, ‘progress files’, ‘records of
achievement’ or “personal records’.

Maintaining a personal portfolio

A portfolio is a file or folder where you bring
together materials on a therne, such as art work or
evidence of occupational competencies. A personal
portfolio is your ¢ollation of key materials about
you. To keep this meaningful and easy to use:

# divide it into sections

# label everything, and use a contents page
# update it regularly, removing old materials
# include an updated personal staternent.

Personal statements

A personal statement draws together details of

where you are now, where you want to be, and

how you will get there. It can be brief. Include such

things as:

® career and life goals

& what you have done so far towards achieving
these (at school, college, university, or work)

® the personal significance of goals/achievements

® what you learned about yourself along the way
(e.g. how to stay motivated or to perform best}

® skills and qualities you have achieved, with
exarnples that demonstrate these

# what your next steps will be.

Academic portfolios

Some programmes of study require you to hand in
portfolios with evidence of your work for tutors to
grade or provide feedback. For such portfolios:

® Follow instructions: include only what is required.

® Be selective: choose good examples, rather than
‘dumping’ everything in the file for the tutor to
see.

e Number all pages and campile a contents page.

® Provide a brief, clear opening summary to draw
together your learning/main points.

© Indicate exactly where tutors can find each piece
of evidence to support each point you make
in your summary and/or to meet assignment
criteria.

& Annotate or highlight the evidence in the file.

@ Observe confidentiality: edit names, materials and
details that could identify people or organisations,
uniess you have their signed consent.

Peveloping your skills
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Developing a portfolio

PR St o e nay,

What to put in your portfolio

What is the purpose of a

. 2 Self-evaluation and profile sheets,
portfolio?

1 Full contents |;
st for planners and action plans,

each section,

A portfolio has several uses:

® it keeps related documents 3 A profile of vocational and

together technical skills you have

o it helps you stay organised developed.

® it helps the process of reflection

e it gives the process of self- 4 An up-to-date list of

evaluation and personal courses and training.
development a higher focus in
your life

® in some vocations, you can take \a
it to job interviews

® it can hold relevant examples
and information for when
you need them, such as when

applying for work placements,
work or other courses.

5 Certificates (exams, Courses,
achievermnents, etc.).

6 An up-to-date fist of your
work experience, with the
dq tes, addresses of employers
bngf jfob descriptions, your '
mau:n responsibilities, skitls or
qualities you demonstrated,

and what you fearned f
. rom
doing that work,

Do yoy have
Portfolio?

A portfolio may he

to keep a

Compulsor ik T —— o
However é\"(;zrgour course. ' W__ 7 Your curriculum vitae (CV).
have to kee ! You don't (A careers adviser can help

will P”—"babrg ?, p;rtfofjo, you
ind it hejpp,
t Iofui
tl?‘ d,? 50 - 10 organise your 8 Your ideas about where you would like
"MXIng about what you to be in seven years’ time, and what

need to do, 4 i i
S and to moni ou need to do to achieve this goal,
Your progress. omor !

you to compile this.)

Checking and

updating your else’s conf.dz,t«,:,v llthout breaching anyone
portfolio 2 copy of a repoé:t'ty' dExamp,es include
; Undertaken gy
lio wo ) urin
Update your vp'lort:to ! 10 Persondl - arliglacement, slides of your artwOr:
regu'-aﬂ)‘ _ Fn, ea r statement stud Py of ar'{ article yoy wrote for
once or twice a i:;a ’ - see page €Nt magazine
and whenever y 55.
achieve something
new. Re-reading of
rewording what you 1 Degree of Course
have writien may Certificates.

ies.
refocus yous energl transcrfpt_
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Choices, skills and career development

Use your choices wisely so that they support your
longer-term academic and career ambitions.

Skills development

Most universities and colleges provide
opportunities to develop a range of skills and
experiences that help you as a student and for
your future career. Each takes a different approach.
For example, yours may:
& encourage a specific set of skills which defines its
graduates
® develop and assess skills through coursework
® offer modules to develop specific skills
e offer specialist skills sessions through
the Careers Service, library, or a
resource centre.

Making use of skills
opportunities

Universities and colleges

offer many opportunities

to develop responsibilities,
abilities and knowledge
across a wide range of areas.
When you apply for jobs,
your employers will know that
you have had such opportunities,
and will be interested to see how well
you used them.

Reflection: Using the opportunities ‘

How well do you make use of the opportunities
- at your university, college, and in the local area
" to try out new things, take on responsibility,
_ meet different kinds of people, and develop a
. wider range of skills and qualities?
| — I
Personal development planning
It is likely that your university or college will
provide opportunities for personal development
planning at all levels of study. Most offer such
activities as:
e work experience, placements or internships
e work-related study or enterprise projects
# volunteer work such as mentoring or coaching

in local schools or the community

plan. Would you check
it out?

R RN A

e careers advice
® guest speakers from relevant professions
® being a ‘student representative’.

Some will also structure the curriculum to increase
opportunities for personal development. For
example, they may offer academic credit for
career planning, skills development, or work-based
learning. There will also be many opportunities
through student clubs, the Student Union, and the
local community.

Transcripts and records of achievement

When you graduate, you will receive a transcript

with details of your studies. At
many institutions, this iternises
skills developed, prizes gained
and evidence of activity such

as community volunteering and

positions of responsibility such as

Chapter 2

- student rep.
"
W
- WG Your transcript

' recorded on the transcript
%‘\\ - or record of achievement

. institution?

. & How will your study choices

your time as a student affect

what is recorded for you?

. ® What information is
provided by your
and the way you spend
| —

Personal records

Maintain your own records to track your progress
and achievements in ways that are meaningful to
you and for future employers. Your records could
contair:

e a personal plan of which skills and experience
you want to gain and how you will achieve this

® a journal, log or bleg to reflect on what you are
learning about yourself, your ambitions and the
ways you are going about achieving these

® 2 portfolio or similar record {see page 56).

(See also Chapter 15.)
Developing your skllls



Review

Every university and college identifies skills and
qualities that it wants its graduates to achieve. The
list of desired skills keeps growing, and students
can find the length and complexity of the skills
requirements bewildering. The APT-S framework
outiined in this chapter is just one way of
simplifying the skills needed as a student. it makes
it easier te:

® see how the range of skifls fits together, and
® navigate your way through an otherwise
complex skills landscape.

The APT-$ framework and skills cloud activity draw
attention to the differences in skills and attributes
developed by each student. Students arrive with
different starting points and focus on particular
areas during their course: all graduates are not the
same. It is for you to consider, early in your course,
what you can do to ensure that your profile of skills
and qualities will make you stand out from others
in ways that you will want.

This chapter has encouraged you to lock at your
current qualities and skilis. The process of self-
evaluation can begin in quite mechanistic ways,
such as filling in questionnaires, rating yourself,
setting priorities, and assembling information
about yourself. In time, however, this can deveiop
into a deeper process of self-reflection and self-
development that benefits any aspect of your life,
including your study.

This chapter and Chapters 3 and 4 emphasise
that real progress in study skills occurs when

skills development is treated as part of a wider,
general process of learning. At its best, thisis a
process in which you learn about yourself and
how you perform to your potential under any
circumstances, not just academically. It involves
developing an understanding about how personal

Developing your skills

opinions, attitudes and states of mind influence
your success. Fundamental to that process is self-
awareness, based on reflection and self-evaluation,
so that you know what you do well and why, and
what needs to be improved and how.

Same students feel as if they have no academic
skills, Others, especially those who entered

Higher Education courses straight from school,
can be anxious about having the right skills to
find employment when they leave. [t is useful to
look for paraltels between skills used in acadernic
study and those used elsewhere. Everybody brings
experiences and skills that are transferable to
academic study.

In turn, academic study develops skills and ways of
thinking that are of benefit in employment, Skills
are generally most transferabie from one situation
to another when you can see similarities in the two
situattons. This takes creative reflection, but it is
worth the effort. Graduates who do well in the job
market are not necessarily more skilled than others,
but they have learnt to identify their skills and can
therefare talk about them confidently and with
examples of their application.

Students may also feel that they do not know
where to begin to develop their study skills. The
ideas of mapping or profiling skills, identifying
weak points for improvement, setting priorities,
and drawing up action plans, are themnes that run
throughout this book. However, it also encourages
you to look at apinions, states of mind or belief
systems that can affect learning. Chapters 34
focus on attitudes, beliefs and approaches that can
help or hinder study.



Chapter 3

Successful study
intelligence, strategy and personalised learning

e —

This chapter offers you apportunities to:

o reflect on your own views about intelligence and learning, considering how these affect your
confidence in your academic abilities

o identify your leaming styles and preferences, and ways of drawing on these to personalise your
learning

® consider ways that you can optimise your own academic performance through taking strategic,
personalised approaches to study.

Three essential steps in developing good skills are:

1 self-awareness, including insight into how your
own and other people’s opinions about your
intelligence and academic abilities impact on your
capacity to achieve at your best

2 strategy: understanding that successful study is
largely about understanding the field, developing
good study habits and applying good approaches
and techniques - rather than how ‘bright” you are

3 personalised approaches: being able to adapt your
study strategies to suit your strengths, interests, and
circumstances.

Students do not, typically, give much time to thinking
about these three aspects of study: it can feel easier to
launch into the more tangible study skills of making
good notes or writing an essay. However, it is worth
putting time aside to think more strategically about
what learning is, what impacts on successful outcomes
and how, through reflection and planning, you

can exert greater control over your own academic
performance.

This chapter focuses on the learning process itself,
looking at how intelligence develops through learning,
the conditions that are necessary for learning to occur,
and how you can take an active role in creating the
optimum conditions for your study.

59
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‘Intelligence’ - or ‘intelligent study’?

It is often taken for granted that academic success
is the result of ‘being clever’ or ‘bright’ and that

this is something you are blessed with — or not - at

birth. Such thinking creates barriers to success.
It leads students to assume, falsely, that they will
either:

® continue to do well academically, on the
strength of being ‘clever” alone, or

@ fail to achieve the highest marks because they
are inherently less intelligent than others.

‘Am | intelligent enough for university?’

This question haunts many students even if their
marks are excellent. They worry that ‘secretly’ or
"deep down’ they aren’t clever encugh to succeed.

‘Your marks werz OK last
time - but that was a fluke.
This time you might fail, and
you'll be so embarrassed
because now everyone
expects you to do well.

P So far I've
been lucky ...

It is very common for students to underestimate

their potential or to lose confidence, especially

if, as happens to most students at some point,

they recelve a lower mark than they had hoped

for. Many students can remember an occasion

in the past when someone such as a teacher or

relative undermined their confidence in their

abilities. Such memories can resurface, exercising a

disproportionate power to undermine self-belief,

Successful study

Reflection: The impact of views
of intelligence upon academic
confidence

¢ Jot down your initial thoughts about how

. your own views of intelligence, and those of

. other people, may have affected your previous
- academic performance - in both helpful and
unhelpful ways.

1 _

One reason students can become anxious

about their capabilities is that they haven't been
taught to evaluate their own work or to develop
critenia for doing so. As a result, they feel prey to
the whims of chance: good or bad marks ‘just
happen’, or depend on the luck of the draw of
how ‘naturally clever’ they are or which tutor they
get.

Such thinking leaves people feeling disempowered
or adrift, even if their marks are good. They worry
about suddenly being exposed as stupid. Anxiety
€an create a vicious cycle in which students:

& can't settle down to study

& can‘t concentrate or focus their attention
® can’t take in what they read

¢ can’t remember what they learnt

@ are reinforced in their suspicions that they
‘really’ lack intelligence.

This is very common, so it is important to look at
what we mean by intelligence.

Intelligent study

Intelligent study means applying good strategies
to study, appropriate to the academic leve! and
to your own ways of learning. University level
study makes greater demands, so requires new
approaches. The right strategies and mentality
<an bring success to any student, whereas failure
to apply these can result in any student under-
achieving.



What is intelligence?
\

4\ Ten different views of intelligence

What is intelligence? ) ]
Tick v any response that you feel is : 1 !ntelligenc? Isa geperal, U"de':|Y'“9
trLe. : cleverness’ which is fixed for life
] 1 Intelligence is an underlying, " Early psychologists such as Spearman (1927} and
general cleverness which, - Terman (1916) believed that each individual has a
because it depends on _ general level of intelligence, known as the intefligence
genetics, is fixed for life. . quotfent or IQ. They regarded intelligence as a single,
[} 2 There are many kinds of - fixed, underlying capacity: a person who did well on
N intelligence. . one test would do well on all or most intelligence tests;
) 5 ieligence conbe developec, | and no s whathappened 1 s e o v
— . would r d Yy morel
L) 4 1pte|hgence qf.pends on your ~ than those born “less intelligent’. More recently,
liFe °p_p°rtum Ies. . psychologists have used studies of identical twins to
1] 5 Whatlis regarded as s suppert this idea, arguing that some traits, including
inte-“ige:,?n?:ﬁgnt?\rlllttu‘:e - intelligence, are up to 80 per cent dependent on
environ ' “ genetic inheritance.
[] 6 Intelligence is about applying I ‘ ]
i what you know easily to new However, other p‘sy‘chologmst, using the same data,
contexts. . argue that genetic influence is as Ifttle as 20 per cent or
Nigence is a question of . even zero (Gardner 1993). Pairs of twins used in twin
L] 7 Intelige know. . studies are often brought up in similar environments s
how rnuch y.ou ! - and, as they look the same, they may evoke similar o
[] 8 Intefligence is easy to measure. responses in other people so that their experiences may s
] 9 Intelligence is about applying be unusually alike. S
offective strategies that can be : o
\earnt. There is also strong evidence te suggest that
: liqence is a question of T environment plays a great part in intellectual
110 Inte. '9¢ ti - performance. For example, the Raven’s Progressive
habit and practice. - Matrices — an intelligence test used to measure abstract
T reasoning ability — were designed for use with people

of any languaqge, age or culture. The person being
tested has to choose a visual pattern from a selection of
Reflection: Thinking about ‘ options, in order to complete a larger visual sequence.

intelligence Scores are graded, according to age, to give an 1Q
score. Scores for Raven’s correlated very well with those
Jot down your initial responses to these of other 1Q tests, including language-based tests. So far,
views of intelligence this supports the notion that intelligence is ‘general’.
_ Read the pages that follow. A Raven’s-style question a b
. ¢) lidenti
" Then return to the notes that you jotted _____ \. . I . w;irll-:fﬁption
* down above and add to them. Note in _ 1 D q from a—F fits
~what ways, if any, your opinions about (| (6% the space
© your own intelligence change as a result ——- I l o A7
- of reading and reflection. _ y |' i ? 'e. * f.
i — . » ‘
L I ¢
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Chapter 3

However, although Raven’s is suppesed to be
culture-free and language-free, it was found that
Asian <hildren’s scores, scaled according to age,
went up by 15-20 peints after they had lived in
Britain for five years — a very significant change
(Mackintosh and Mascie-Taylor 1985). This
suggests that what is measured by an intelligence
test is at best only a snapshot of a person’s
experiences and learning up to that moment. It
is not necessarily a true indication of the person’s
underlying intelligence or potential.

We feel she has infinite
potential for future
improvement.

A snapshot of current
performance

2 There are multiple intelligences, not
one general intelligence

Thurstone (1960), after experiments involving
hundreds of college students, concluded that
there was no evidence of any general form of
intelligence. Similarly, Gardner (1993) argues

that intelligence consists of many separate,
independent systems, which interact with each
other. For Gardner, there are at least seven main
‘intelligences’; each consists of abilities to solve the
problems or produce the objects that are relevant
within the person’s culiure and environment.

Research in neuropsychology suggests that
different cognitive abilities, such as speech, may
be semi-separate ‘domains’ of ability, controlled
by different circuits within the brain (Karmiloff-
Smith 1992). Some people show a weakness in
one area, such as a complete inability to recognise
faces. Other people show poor development for
most skills, but have an outstanding ability in one
area, such as drawing or mathematical calculation.

Successful study

This supports Gardner’s view that intelligence is
‘multiple” rather than "general’.

It is obvious that most of the intelligences on
Gardner’s list can be devefoped. For example,
people can attend workshops to develop
interpersonal skills, and counseliing or meditation
to develop intrapersonal awareness. A scientific
way of thinking is formed through practice,
training and exposure to the language and
conventions of scientific research (see pages 311-
12). Skill in writing poetry or essays can also be
developed through practice.

Gardner’s multiple intelligences

1 Llinguistic
—such as reading, writing, talking, listening,
Of poetry

2 Logical, mathematical
- such as ability with numbers, or legal or
scientific thinking

3 Spatial
- such as navigating a boat or plane,
driving, or architecture

4 Musical
~ such as singing, composing, playing an
instrument, or appreciating music

5 Bodily-kinaesthetic
- such as sports, drama, dance, or making
things

6 Interpersonal
- such as counselling and teaching skills, or
understanding others

7 Intrapersonal
- such as self-understanding, self-
management, ot reflection
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Reflection: Multiple intelligences

For which of Gardner’s multiple intelligences
- do you show most aptitude? What reasons
. might there be for your having developed those
 intelligences rather than others?

oo



3 Intelligence can be developed

In Japan, the Suzuki Violin Talent Education
Programme has trained many children to play the
violin to virtuoso level. The programme begins
with exposure to music from soon after birth, and
involves daily practice from an early age. Even the
less remarkable students perform to a level that in
other cultures wolld be considered that of a child
prodigy (Gardner 1993).

Similarly, children exposed to several languages
from an early age tend to become multilingual
quite naturally. People who start later in life can
also develop into good violinists or linguists. The
Suzuki Programme suggests the importance of the
belief that anyone can learn to a high standard,

as well as showing the role of environment and
practice in developing skills. Excellence need not
be the preserve of the few.

Just as we would not, in general, expect excellent
violin playing from somebody who rarely played
the instrument, we would not expect outstanding
intellectual performances from people whose
minds are not regularly challenged by ideas

and problems. University provides part of that
necessary stimulation. As you go through your
course, the language and thinking styles of your
subject will become part of your own thinking
processes and linguistic expression.

4 Intelligence depends on life
opportunities

As the Suzuki example illustrates, life opportunities
can make a significant difference. Academic
intelligence may be fostered by opportunities such
as these:

® easy access to books, equipment, and
appropriate teaching

® sufficient time to study, think or practise

® stimulating conversations thal require active
engagement and reflection

# validation by people who are important to you,
of your specific learning interests, whether for
geometry, philosophy or cordon bleu cookery

® being part of a culture that values academic
intelligence.

There are ways in which you can increase these
opportunities, such as making use of Jocal libraries,

doing courses at a local college or university,

and even through your cheice of newspaper and
radio or TV programmes. If you did not have ideal
opportunities for learning when you were younger,
or if you were not then ready for them, it may take
some time to catch up. But it can be done —and it
is done, every year, by thousands of adult students.

Reflection: Using opportunity I

In what ways could you make more of the
. opportunities currently available to you?

5 Intelligence depends on what
is needed and relevant within a
culture

According to this view, intelligence is not just
something that individuals carry around in their
heads, but includes the equipment and tools
available to them — their filing systems, the
amount of memory on their computers, the
sophistication of the tools they can use, the lines
of communication within their society, the people
they meet. Intelligence is not cut off and measured
in relation to individuals, but regarded as a social
phenomenon (Vygotsky 1978; Resnick, Levine and
Teasley 1991).

For example, the intelligence needed in industrial
settings may be very different from that required
for a rural economy or for life in the mountains,
Similarly, the education valued for girls, or for the
youngest child within a family, may be different
from that sought for boys or for older children.
Children are skilled at adapting to what is
expected of them.

Sternberg (1985) described intelligence as being,
in part, a sensitivity to the environmental context.
This can apply to learning contexts also. One
learning environment may match what a person is
used to, making learning easy. For another person,
the same teaching methods may not work. Some
people learn best in quiet stillness; others find that
sitting quietly is a torture. Some find it difficult to
learn from books and learn better by ear. Some
learn best when the curriculum is very structured;
others when it is flexible and open,

Successful study
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If you did not do as well at school as you might
have done, it may be worth reflecting on how

you learn best — then compare this to the way

you were taught. You might also consider what
you were good at when yeu were a child, and
what you valued as important. Were your interests
shared and valued by the people around you -
your teachers, parents and friends? If not, this may
have made learning meore difficult for you.

Are the things you value today shared by the
people around you? Do they understand and
support your desire to study? If not, as an adult,
you can now take responsibility for setting up the
right environment for yourself as a student. You
may need to find a table you like in the library, or
sel up a space to study that nobody else can use.

Similarly, you can organise information in a way
that suits your learning preferences. For example,
you could record your materials or convert
information to images — whatever works for you.
On the whole, your fecturers will not be able to
create the ideal environment for you, as each
person’s needs will be different. So it’s up to you to
look after your own needs,

Reflection: Managing your
learning environment

" How could you ¢hange your tota! learning

- environment so that you don’t repeat earlier

' learning experiences? Do you need to surround
yourself with more people who support your

: study ambitions? (Chapters 1, 4, 8 and 14 may

- give you some further ideas.)

6 Inteligence is about applying what
you know to new contexts

Sternberg (1984) emphasised that any skill is made
up of underlying processes and sub-skills; he saw
intelligence as the ability to transfer those skiils
easily when confronted with a new task. What is
important is not just that you are able to perform

a given task, such as making a pancake or writing
an essay, but that you are able to apply what you
know to new situations, such as making a cake or
writing a report.

* Successful study

Howvever, it is not necessarily an easy matter to
transfer a skill from one learning situation to
another. Research into mathematical problem-
solving suggests that for skills to be transferred
from one problem to another, the student has first
to be helped to identify their commaon features
and the underlying principles in solving that kind
of problem. If students can recognise that two
problems have similar underlying structures, they
can apply the principles for solving one problem in
solving the other.

Also, unless the teacher makes the link between
the old and the new learning explicit, the student
may not realise that two prohlems are connected.
Further, the new learning needs to be at around
the same level of complexity as that already
covered (Reed, Dempster and Ettinger 1985).

If teaching has not followed these lines, the
student may feel lost and give up. In addition, the
student may think that the fault lies with her or his
intelligence, rather than in the way the problem
was presented. A good teacher will help students
to see what they already know, and to use this as
the basis for the next step in their learning.

Applying mulitiple intelligences to study
contexts

Gardner suggests that different intelligences
interact. Students who work in a multi-sensory or
a multi-disciplinary way often find that learning in
one area enhances learning in other areas. If you
develop a sense of rhythm, this can improve not
only music and dance, but maths and spelling.
Similarly, students who are sensitive to shades of
colour can use these to structure and organise
information visually and spatially, which in turn can
help memory and understanding.

Itis important to fook for connections between
the intelligences you have aiready developed and
thase in which you feel you are weak. You don't
need to be a genius in music or art to harness
music, colour, shape, and movement as learning
tools. Croaky singing of chemical formulae,
imagining your relatives as courtroom personalities
for law revision, or using the rainbow to sequence
paragraphs from pattern notes, are ways of using
multiple intelligences to make studying easier -
and more interesting.



Reflection: Working from your
strengths

. Look back to your reflection on multiple

| intelligences (page 62). How could you transfer
 abilities from your area of strength to help your
- learning?

7 Intelligence is a question of how
much you know

The popular view of intelligence is that it is an
ability to answer the type of closed questions

set on Mastermind. This does not take into
consideration aspects of intelligence such as
creativity or coping in real-life situations. Another
view is that intelligence is a capacity for abstract
reasoning, such as formulating general hypotheses,
and that you don’t need to know much at all to
reason well.

Donaldson (1978) argued that the way we reason
depends upon the particular context we are in
and on what we already know. For example,

she demonstrated that both children and adults
interpret what they hear by attending not just

to the meaning of words, but also to their
understanding of those words based on their own
thoughts and previous knowledge. It follows that
the amount and kinds of background knowledge
you bring to academic study will affect the ease
with which you can process new information and
reason with it.

Our ability to think in abstract ways about
something may depend on having already

had real-life experience of similar problems.
Butterworth (1992) describes how abstract notions
such as ‘generasity’ are actually concrete social
realities. The real-life, concrete experience allows
us to develop a mental model, and this model later
provides the basis for abstract thinking. If we have
gaps in concrete experience — for example, with
manipulating numbers — we are likely to find it
harder to move on to more abstract examples until
we have filled the gaps.

Butterworth suggests that when presented with a
familiar problem in an unfamiliar context, we may
be unable to recognise that the two are the same.
This can make us look like complete beginners

when we are not. We may need somebody to
point out the similarity between what we already
know and the new learning. When we see the link,
we can do the problem,

Plastic brains

The brain has ‘plasticity”: it is capable of change
and development. When a person takes up a

new skill, millions of fresh connections are set up
between different neurons in the brain to deal with
the new information - rather like a set of telephone
wires relaying information. The more you develop
an ability, the more elaborate the neural networks
o wiring system, and the faster your brain can
process information related to that skill.

When you begin to study a new subject, the speed
at which you will be able to take things in and
make sense of them will depend on how far your
brain can use past learning experiences. If you
have studied something very similar in the past,
you may experience the new learning as quite
easy.

If a subject is very new, however, there is little
foundation for you to build upon. Your brain has
fewer connections it can use to make sense of
the new information. If the language used is also
unfamiliar to you, the brain will need to build
connections for this too. You may experience this
as finding it harder to listen or harder to read: you
may get tired more quickly, o you may feel that
your brain is “dead’, or that nothing makes sense.
As you go over the same material from different
angles, though, the new connections will get
stronger and learning will become easier.

8 Intelligence can be measured

IQ tests only measure things that can be measured!
Many areas of human excellence, however, cannot
easily be measured - such as artistic and musical
creativity, emotional maturity, intuition, sensitivity
to the needs of others, keeping a cool head in
emergencies, being able to impersonate other
people, and inventiveness. Some people may excel
in these areas and yet perform poorly in tests that
are language-based. Students who have failed in
language- or number-based GCSEs often do very
well on university courses in the arts. Similarly,
some people who are poor at languages are
excellent at computer sciences,

Successful study ik



Chapter 3

Einstein’s schoolwork
was not very good - yet IQ
tests are supposed to correlate

well with school performance. Einstein

claimed that his initial ideas on the relativity

of time and space struck him in a moment of
inspiration while he was daydreaming that he was
riding on a sunbeam. This kind of imaginative
thinking is difficult to measure using 1Q tests.

9 Intelligence is about applying
effective strategies that can be
learnt

This book is based on the premise that what we
regard as intelligence is often a question of good
study strategies and skills that you can develop.
For example, research shows that students who do
best at problem-solving spend longer than other
students in working out exactly what the problem
is before trying to solve it. Other students look

at the surface of the problem and do not see the
underlying structure which conrnects it to problems
they already know how to solve. Some students
fail because they don’t spend enough time
considering the examples and information they are
given; others copy out examples without reflecting
on the underlying purpose of the activity (Keane,
Kahney and Brayshaw 1989). Successful students
use strategies that can be learnt,

Although the research mentioned above referred
to a particular kind of problem-solving, its findings
apply to university study in general. Some students
skim across the surface of their learning, copying

a bit from one bock and a line from another,

Successful study

without really looking
at why the work was set,
what the information means,

or its relevance to themselves, With
most university assignments you will benefit from
taking time to reflect, clarifying what is really being
asked, the issues within the title, the reasons for
that piece of work being set, and the best strategy
to use. Over time, this way of working becomes a
habit.

10 Intelligence is a question of habit
and practice

As with any skill, study skills develop through
frequent use until your application of them

is like a reflex and feels instinctive. Rapid and
skilful reading comprehension develops through
constant reading, and familiarity with specfalist
texts typical of your subject. The more you write,
the better your writing skills are likely to be, The
more you apply your mind to thinking in critical
analytical ways, the more fine-tuned such thinking
skills become. If you want to achieve well, constant
practice, coupied with critical reflection on your
work, is essential.

@ Reflection: Views of intelligence

. ® With which of these ten views of intelligence
are you most familiar?

® Which make most sense to you?
@ Which best encourage learning?

L —



What is ‘learning’?

We have looked at how intelligence can be
fostered though a learning process, but what is
‘learning’?

Learning as process

Learning is clearly more than just intelligence or

study skills. 1t is, rather, a multi-faceted process,

involving such factors as:

* cach individual learner

® and his or her learning history, knowledge, skills,
ambitions, interests, attitude, mativation and
current circumstances

# the current learning environment, including
teaching methods, resources, materials, other
students as well as the physical environment

# the content and expected outcomes of the
learning being undertaken

@ and the interactions between these.

We can say that fearning has taken place when we
both understand something and can explain, teach
or demonstrate it to others.

Five learning dimensions

Many different routes can be followed to arrive at
the point where learning has taken place. These
vary in level of enjoyment and active engagement,
and we may not even be aware that learning

has taken place. Below are five dimensions along
which learning activity can vary.

Five dimensions of learning

Conscious Or unconscious

With different levels of attention
Via different sense sequences

By detail or by the whole picture
By fast track or by the scenic route

o B b -

1 Conscious or unconscious

Conscious learning

Learning is conscious when we are aware that
we are learning, as when we set out to memorise
a poem or an equation, or when we recognise
that we have understood new material. Typical
methods of learning consciously are:

® repeating something

® writing it out

® checking that we have remembered it
@ telling someone else what we know.

Unconscious learning

We are aware of a small part only of information
taken in by the senses, which the brain processes.
Learning is unconscious when we are unaware of
it happening. Occasionally, unconscious learning
may emerge into consciousness later, as when we
feel we ‘just know’ something we didn’t realise we
had learnt. You may have experienced suddenly
recognising which way to go on an unfamiliar
car journey, or surprising yourself by answering a
question without thinking, and then wondering,
‘How did | know that?’

Yawn! 3uEH=alot.

%...Neu:—(:rb

is 4,500 miles
away?

Unconscious learning

Conscious learning

-\

Reflection: Unconscious learning

| How could you create conditions which assist
. easy, unconscious learning of course material?

L SE—
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2 With different levels of

attention

Our level of attention may vary, depending

on:

® our mental or physical state for learning
® the way information is presented to us
® whether the material is completely new.

As we saw from the example of Einstein
and the sunbeam (page 66), learning

can take place in a relaxed, aware state

- it does not always require effort and
concentration. You will be able to recall
many occasions when you tried hard to
remember something but forgot it quickly,
while remembering easily something to
which you had paid little attention, such as

an advertiserment or song.

3 Via different sense sequences

Each of us has our own preferred sequences
for seeing, hearing, speaking, writing, and
manipulating information in order to learn

it
Activity

Find your preferred
sense sequences

~ Identify some material that you need
to learn — it could be a list of words
© you have difficulty spelling or course
. work that you are revising for an
- exam. Experiment with different sense
- sequences and motor movements to see
- which work best for you when learning

" that material,
. Three examples:

-1 Look at it (sight); say it aloud
(sound); write it (sight/motar); check
what you've written (sight and/or

sound).

. 2 Draw it; look at it; say it aloud; write
it; check what you've written.
3 Sayit; record it; listen to it; repeat it;
write it; check what you've written.

- For similar visual, auditory and

kinaesthetic activities, see pages 204-5.

Successful study

4 By detail or by the whole picture

Some people learn best when they see the overall picture
first; they are confused or overwhelmed by too much
detail early on. Others learn best through building up
details, allowing the whole picture to emerge, This whole
picture may be meaningless to them until they have a
ftavour of the specific details,

5 By fast track or by the scenic route

Some people find efficient ‘motorway routes’, learning
exactly what they need and only that. Others take scenic
routes, gathering material which may not be essential
but which makes the learning more interesting, The
scenic route can lead to deeper processing, and can be
a richer experience. However, it can also generate a lot
of information that is not essential to the task in hand.
Which way is appropriate depends on what you have to
learn, why you are learning it, and how long you have in
which to learn it.

Learning across the dimensions

At any one time, we occupy different positions along each
of these five dimensions, depending on information from
the environment and according to our needs and focus.

It is easier to design effective study strategies when you
are conscious of these dimensions and can use them to
advantage.



Six conditions for learning

For learning to occur at all, and for us then to
know that the learning is complete, we need:

New experiences
Foundations
Rehearsal
Processing
Understanding
Demonstration

AL R WhN =

1 New experiences

In order to learn, we need to be exposed to
novelty: to new ideas, new information, new
situations, new challenges, new emotions.

Imagine, for exarnple, discovering that when
Hannah put her hand in a flame, she did not feel
pain. This discovery might challenge your previous
learning: that fire burns and is likely to cause pain.
It might stimulate a series of questions about why
and how this might rot happen.

A new experience is an opportunity to learn —
based on curiosity, a desire to know, a wish to see
how everything fits together. Our brains try to fit
new information into what we already know: 1o
assimilate it, If that is not pessible, the brain adapts
previous knowledge to accommodate the new
data.

AT AL MALT

2 Learning foundations

Learning is easier if it builds on eartier learning

- if it can use similar or related experiences as a
foundation to ‘make sense’ of new information.
Thus, if we look at the object in the diagram and
are asked what we know

about it, we can only
describe what we see.

However, if we are told
itis a fruit, we know
how to react to it,
what to expect from

it: it can be eaten,

it will probably be
sweet; it is unlikely

to move, make a

noise, attack us, or
want to go for a walk. If,

on the other hand, we are told it is an animal or

a musical instrument, we will automatically call
upon different sets of knowledge. Our knowledge
provides models (or schemata) to help us to make
sense of the world.

Chapter 3

The same is true of academic learning. For
exarnple, it is easier to read when we have a good
vocabulary. If we need to keep looking up words
in the dictionary, our attention to what we are
reading is continually interrupted — we lose the
flow, which affects our comprehension. We also
have to try to make sense of what we are reading,
whilst simultaneously remembering the meaning
of the new words and fitting it all together. This
leads to overload, and is often the point where
people feel they ‘can’t learn’. In reality, they are
learning a great deal - but too much at once.

Your brain will take time to assimilate new
information, and may need to see how it all
fits together, as well as what all the parts are
individually, before it feels it "knows’ what it is
taking in. People who seem to learn things very
quickly may simply have good foundations of
information, and practice in similar problems.

Successful study
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3 Rehearsal

Academic learning is similar to learning physical
activities, such as dance or football. We generally
need to repeat the action or the new information
several times to take it in, and we need to come
back to it or practise. Otherwise, we become
‘rusty” and forget. This is just as true of writing
essays or reading academic books as it is of
footbal), drawing, playing a violin or making a
soufflé.

if you think back to what you learnt at school,

you will probably be aware of a vague overall
knowledge of some subjects even though the
details may seem hazy. You would learn these
subjects more quickly a second time around. Just
glancing again at some old schoolbooks may bring
whole areas of knowledge flooding back.

4 Processing new information

Superficial or ‘surface’ processing

We may process new information at a superficial
level, For example, we may just note and
remember that Hannah (page 69) does not feel
pain, and then think no further about this. We
may learn it by heart as a fact, like learning maths
tables, or record it as an entry in our notebooks.

Memory and recording are anly part of learning,
however. If we use only surface methods, we don‘t
develop a sense of the underlying structure or the
significance of what we learn. This makes it more
difficult to apply the new knowledge in other
situations,

Deep processing — making sense of what you
fearn

Alternatively, we may try to make sense of
Hannah's experience, looking for explanations,
We may ask ourselves questions to stimulate

our thinking, exploring the problem from many
angles. Perhaps Hannah is very good at exercising
mind over matter? Maybe she has a neurological
condition that prevents her from feeling pain?
Maybe she does feel pain, but hides this?

We may also start to wonder what pain really is.
How daes it work - is it regulated by the brain? Or
chemicals in the body? Or our attitude? Or maybe
the flame was different from the flames we are
used to? Maybe the answer is not in Hannah but in
chemistry?

As you analyse the experience from different
angles, raising new questions and experimenting
with possible answers, you process at a deeper
level.

‘No, | don't need to practise - | have a natural gift!’
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5 Moving to another level of
understanding

In order to understand a2 new phenomenon, such
as what happens when Hannah's hand is in the
fire, we may have to change our previous views of
the world, We may have thought that everybody
would feel pain from fire,

® When we realise that there are situations in
which people don’t feel pain in quite the same
way as others, we move to a different level of
knowledge.

® When we know why this occurs, we move to a
deeper level of understanding.

#® When we appreciate how we came to hold
our previous set of beliefs, and why we now
hold a different set, we are learning at an even
deeper level — understanding how knowledge
is constructed, and how we come to know and
understand at all.

Understanding derives from seeing things in a
different way

When we learn in this way we have to be prepared
to open our minds to new ways of seeing and
doing things, even to new ways of thinking about
ourselves, looking at how we came to believe
what we believe. This makes study exciting, and

is one reason why s0 many students return to
postgraduate study.

6 Demonstrating learning

We are not really sure of our knowledge until we
have put it to the test — demonstrating to curselves
and others that we really do know it.

One way of testing our understanding of new
material is to put it to use. In some cases there
may be a practical use, such as fixing a piece of

machinery or producing a new design. In other

cases, such as understanding how pain works, we

can demonstrate learning by explaining it to other

people. If we can do this

® in writing, speech, diagram, or by practical
demonstration

® without checking the details as we do so

# and in a way that is clear and makes sense to
our audience,

then our thinking is also likety to be clear, and a
stage in our learning is complete.

If we cannot demonstrate what we think we know,
then our knowledge and understanding are likely
to be incomplete, We may need to check back
over what we have learnt. It may help:

¢ 1o take a different angle on the issue

® to use a different book

& to see whether we missed a step earlier.

See also page 210 and The C-R-E-A-M strategy for
learning (Chapter 4),

Learning at university level

Some people think that memorising ‘facts’ is all
there is to learning. Certainly it is useful to have
information readily available when you need it. For
most courses, however, what counts is not how
many facts you can fit into your answers, but how
you use information.

You will be expected to demonstrate:
® that you can evaluate and select what is relevant
and important, and what can be omitted

® that you know how ideas are linked and
interconnected

& that you have made sense of your course

® that you can structure your ideas and knowledge
to make a convincing argument.

Successful study
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N What is my learning style?
N
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Below are a range of approaches to learning. Identify which, if any, most aptly describes you. Note your
learning strengths, and things you could develop to broaden your study strengths.

The diver The dreamer

Characteristics Characteristics

L] You think a lot
about the subject,

L] You tend to jump
in and have a go.

] You like to get
things over with.

[ You like to see if
things work.

L] You like to get on
to the next thing
quickly.

L] You work well
with short bursts
of activity.

[] You like to research things thoroughly.
LI You put off practicat aspects such as writing.

[] You have no idea where time goes.

[ You continually rewrite your time-planner.

i

Learning strengths
[ You reflect and evaluate well.
L You are creative, with lots of ideas.

. Y f things.
Learning strengths LJ You get to the root of things

. . You listen well and sensitively to others.
[] You don't waste time worrying. U y

[ ] You can motivate others.

Chapter 3

|| Effective learning strategies.
[ ] You are good in role-play activities, problem- } ) .
solving, and crises. [ Timekeeping and organisational skills.

[] Taking responsibility for self and others.
Areas to develop
L Participating.
[ Reflection and planning.

[J Creative thinking.
U Considering alternatives. || Assertiveness and risk-taking.
L] Listening to and working with others.

[] Increasing your personal interest, so that you
can work far longer periods.

[ Setting priorities and taking decisions.

Reflection: ‘Dreamer’

. in your study?
- Do you have any strong “diver’ characteristics? '
~ When are these most apparent in your study?

characteristics
\ - - — Do you have any strong ‘dreamer’ :
%ﬁ Reflection: ‘Diver’ characteristics characteristics? When are these maost apparent |
L —

L I
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The logician

Characteristics
L] You like things to
make sense.

[ You fike to know the
reasons behind things,

[J You are organised in your approach to study.,
[ ] You enjoy tackling complex problems.

[ ] You are a perfectionist.

Learning strengths

L] You are good at analytical and critical thinking.

| You have organisational skills.

L] You are good at science, maths, law, problem-
solving.

L] You have a questioning approach.

Areas to develop

[ Creative and imaginative thinking.

[_| Sensitivity to the differences in others.
[] Personal reflection.

LI Working with others.

|| Stress management.

Reflection: 'Logician’
characteristics

" Do you have any strong ‘logician’
* ¢characteristics? When are these most apparent
~in your study?

® Stelta Cottrall (2013) The Study Skifts Handbook, 4th editian, Palgrave Macmillan

The searcher

Characteristics

[ You find everything
interesting.

L] You like to see the big picture.
[ You have bits of information on lots of things.

(] You are fascinated by details but don't
remember them.

[] You find it hard to select what is relevant.

Learning strengths

[] You have high motivation and interest.
[] You have broad general knowledge.
[] You can see connections between things.

[ ] You are creative and inventive.

Areas to develop

[] setting goals and priorities.
] Analytical and critical thinking.
J Categorising and selecting.

[] editing skills.

L] Developing memory for detail.

gﬂ Reflection: ‘Searcher’
characteristics

" Do you have any strang ‘searcher’
- characteristics? When are these most apparent
- in your study?

"™
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Chapter 3

Learning types or personal learning style?

Treating learning styles as ‘types’

The activity on pages 72-73 divides learning styles
into four types. You may have found that:

® one type summed you up accurately

# no type summed you up accurately and fully

¢ some aspects of each type were true of you

¢ you could think of occasions when you might
adopt each of the styles detailed.

There are many psychological theories that divide
people into a small number of basic types as in

the activity above. Some students find it helpful to
identify with a type and consider this offers insights
into, or explanations for, how they learn. However,
we bring to each learning situation different levels
of knowledge, confidence and skills that impact on
how we learn. It isn't necessarily helpful to reduce
such individual complexity to a small range of
types based on a few shared characteristics. It can
limit our understanding if we lock only to a given
learning ‘type’ for explanations.

Styte, habit, attitude, preference and
experience (SHAPE)

In practice, we each draw on a complex and
individual combination of styles, habits, attitudes,
preferences and experiences.

# Learning Style: how we learn best

® Learning Habits: how we have become used to
studying

# Attitude: the mind-set we bring to study

& Learning Preferences: how we like to study and
approaches we enjoy even if not always the
most effective for us

® Experiences: the educational and life history that
impacts on how we study.

Awareness of these factors can help us to make
conscious choices about how we study so as to use
time more effectively, with more enjoyment and
better results.

Rather than focus on our “type’, it can help to
consider the particular factors that seem to work
for us — and how these might change depending
on when, and what, we are learning.

Successful study

Learning experiences

Activity How do you learn best?

Enjoyable learning experiences

Think back to a time when you found

something very easy or enjoyable to learn. It
~ might have been at school, home or work,

Jot down your thoughts about why this was
" the case. What made it into a good learning
. experience for you?

. For example:

. ® Was it the teaching?

| ® Your interest in the subject?

- ® The teacher’s faith in you?

. ® Because it was visual?

. @ Because each step was clear?

. Your notes for the activities on pages 44-5 can
© help with this activity.

~ Difficult learning experiences j
. Now think of a time when you found something '
. difficult or unpleasant to learn. Jot down your
. thoughts about:
o What happened in this second example that
. was different from your first example?
- @ What could have made the second
experience more manageable?

- Learning from your experiences

: @ What do these two experiences tell you about !

: how you learn best? 5

- ® What light do they throw on your learning
habits and attitudes to learning?

L e S

Personal learning style

Your personal learning style will be much more
individual than the broad ‘type’ of learning style
that you considered on pages 72-3.

The following pages provide material to help you
investigate further your own unique leaming style
— or styles,



Identify your personal learning sty-e 9,

round those factors below that you consider contribute to your performing at your best.
There may be many or just a few. Add in any others that you consider relevant to you.

1 Social ©On my own. With friends. With other students. A mixture. It depends on the day or task.

2 Input from others Motivating myself. Working to my own agenda. Working things out for
myself. Studying collaboratively. Sharing ideas. Encouragement. Support. It depends on the day
or task

3 External direction Detailed instructions. Lots of guidance. Some guidance. Some instructions.
Freedom to study my way. Some choice. Few choices, Lots of choice. It depends on the day or
task.

4 Timing Start early. Well-paced. Last minute. No fixed pattern. $tudying for hours uninterrupted.
Studying for a set amount of time. Lots of short breaks. Studying with no fixed pattern. Breaking
up time with different tasks. It depends on the day or task

5 Sensory Visual Colour; Shape; Film; Layout; Seeing material on the page or screen; observing.
Auditory: Listening to lectures/podcasts/recordings of own voice; Singing/rapping information.
Kinaesthetic: Moving around; making things; making a diagram or model of the problem; writing.
It depends on the day or task.

6 Planning Systematic. Well-planned. Clear priorities. Using lists. Studying what I feel like at the
time. Going with the flow. Creative chaos. Organic development. Browsing. It depends on the day
or task.

g}
s
o
e
[<8
e
U

7 Global: detail Seeing the big picture first. Sorting out the details first. Moving back and forth |
between the big picture and the details. It depends on the day or task.
|
8 Location On campus. At home. In a fibrary. In a set place. Anywhere. It depends on the day or
task. It makes no difference.

9 Noise In silence. With music. With the TV an. It depends on the day or task. It makes no
difference.

10 Light Bright light. Dim light. Average light. It depends on the day or task. It makes no
difference.

11 Medium Paper-based. Electronic. It depends on the day or task. It makes no difference.

12 Other things that characterise the way | learn best:

© Siela Catrel (2013) The Study Skilis Handbook, 4th edition, Pagrave Macmillan Successful study



What kind of learner are you?

Chapter 3
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Student comments

Jumoke - T selected Tt depends .. for nearly
every answer. For example, for new topics and
problems we have to solve, I develop my ideas
best when we chat about these in the library or
on a discussion board. But I get to a point when
T want to clear my head about what I really
think. Then, it is better if I withdraw to a quiet
place where T can work through my thoughts
without interruption.

Milan - T want to say ‘creative chaos' is my style
as that suits my nature. But actually, what
works best for me is to plan everything
phenomenally well so nothing can deflect me
from what T have to do. This counteracts my
natural disorganisation and tendency to drift
into what entertains me.

Louis - Although I think of myself as an
intraverted person, I am quite a social learner.
If I tatk about lectures or what I read, it
becomes clearer to me and I remember it
better. I learn a lot from sharing ideas in
groups - they just need to be small, quiet
groups that are focused on the task.

Adele - T work best in a heightened environment -
bright light, lots of space, big tables so T can
spread out my books and papers and have
everything opened ot once, lots of stimulus to
keep my ideas flowing. If I am at home, I put
the TV on in the background - I don't really
watch it, but it blocks out other distractions.

Reflection: Characteristics of my
personal learning style

Using the evaluation from page 75, consider the
 following: :

® What characterises the approaches that help
you to study at your best?

. ® Can you detect any patterns in the factors

that help you to study best?

Successful study
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She says she's \

experimenting with her
learning style.

- Itis useful to name your own personal learning
~style.

® It helps you to formulate in your own mind
what is distinctive about how you learn best.

. ® It helps you to sum up the factors that

contribute to your learning best.

¢ When you sit down to study, this heips you to |
remember to apply the specific approaches
that help you achieve best,

- Choose a word or phrase that accurately sums

. up how you learn. Make this as individual and

- specific as you can so that you are more likely to
* remember it - as in the example below,

Student examples: Name that style

Saskia: ‘Ninja Learning Style’: | think of learning
as a secret mission where | have to sneak up
on myself and get engaged before the boredom
baddies get me.

Mark: | calt my style ‘Extreme Learning” as |
work best in extremes of guiet, applying all my
attention.

Abi: Squirrel Learning Style, that's me. I squirre
away lots of detaifs that | think nobody else

will find out, little nuggets of information, and
then feast on them when | have to write my
assignment.




Learning preferences and habits

The way we enjoy learning, our preference, is not
necessarity the same as our learning style, or what
produces our best work.

Etienne I prefer to spend my time browsing
interesting facts on the Internet, especially
late at night, and then assembling these into
some sort of order for my assignments. My
learning style is ‘Global chatter’, as T work best
when I get a sense of the overall subject from
discussing it with ethers. It took me a long time
fo realise this as I don't really enjoy working
that way.

Claire I gef my best grades when T start early,
am methodical, make a lot of nates, and work on
a draft over several sessions. I call that my Al
Method No Madness learning style. In stark
contrast, my learning preference could be
characterised as High Pressure High Intensity.
When I studied to my preferences, I used the
approach of ‘get in, do it, and get out quickly'.
This meant reading whatever I could get my
hands on fast, ignoring any material unavailable
on that day, and rushing out a rapid piece of
work with no drafting or proof-reading.

Nita By preference, I am very competitive and
enjoy studying en my own, using every minute
effectively. I don't like groupwork as I don't
really want to share my ideas and it can feel
like a waste of time, a bit slow. Overall, my
learning preferences and style match each
other, as 1 do get geod grades. However, even
though I find collaberative werk annaying, 1
have found that I get my very best grades
fram this: the range of ideas and perspectives
stimulates me to come up with richer answers,

"Actually, | think | prefer to learn at this angle.’

Harnessing your learning preferences

It makes sense to find ways of using approaches
we enjoy - if we can make them work for us.

G Reflection: Style versus
preference?

* @ How different are your learning preferences
{above) from your learning style (page 75)?

. ® How can you adapt your study methods so

" as to gain a good balance between those you

enjoy {(which are likely to motivate you and

keep you on task}, and those that help you

gain the best results?

6 Study habits

~ What study habits have you developed over the
* years? How far do these equate with each of the
following: )
1 your learning style (what helps you learn
best}?
2 your learning preferences (what you like
doing)?
-3 your early learning experiences rather than
what you need now?
" 4 the attitude, or mind-set, that you bring to
your study?

- Which study habits might it be useful to
~ change?

Chapter 3

Identify your learning
preference

| Return to page 75, Identify your personal learning

- style. This time, highlight in 2 bright colour
those factors that you prefer when studying -

: that is, those factors which you think help you

. to engage with study and enjoy it.

Successful study
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Personalise your learning

Once you have analysed your style, habits and
preferences, use your insights to create the optimal
set of conditions for your study. Personalise your
learning through creating study environments and
selecting strategies that suit you best overall. Look
for the ideal combination that helps you to:

* engage effectively
® enjoy your time studying
® achieve your best possible grades,

Adapting your course to suit you

i your course is not structured in a way that
matches your learning preferences, ‘adapt’ it
through the way you choose to study.

Example 1

Prefer studying with others

Organise a study group, or arrange to work
with a friend. Work in libraries and get involved
in student activities. Use your social networking
tools to connect with students outside of class.
Ask questions about material you are studying.
Comment on ideas that others raise. Make
opportunities for collaborative study, such as
creating a class wiki or setting up a discussion
board.

Example 2

Prefer working to own agenda

Focus on time management so that you have
maximum control over where time goes. Look
for articles that nobody else is likely to use;
find exampies and details that others may not
think of. For each study brief you are set, look
for your own angle. If you are required to work
with others as part of your course, take charge
of your own contribution: consider what kind
of constructive role you could take within that
group and play an active part.

Successful study

Example 3

Prefer learning through fistening

Use any podcasts that are provided. Record
lectures, extracts from hooks, your notes, ideas,
lists of key points, formulae or quotations —

or make a podcast of these, Listen to them
whilst travelling. Look for computer-voiced
text you can download as a podcast and

other information that can be downloaded

1o a portable device such as your MP3 player.
Investigate assistive technologies such as screen
readers, and software such as Texthelp! that
enables you to listen to words, sentences or
paragraphs of text as you type or highlights
them as you listen. Form a study group - to
learn via discussion,

See also individual memory styles, page 204.

Gain a rounded skills portfolio

Whilst personalising your learning, take care also to
vary your study choices and strategies so that you
gain the widest set of perspectives and skills.

For example, if you prefer to work on your own,
Create some opportunities to develop teamworking
and people skills, so that you are able to draw on
these when needed for assessed group projects or
for future employment, Conversely, if you always
work with others, make time for independent
study and thinking things through on your own.

_.—.ag"'_\
Reflection: Varying study
approaches

 Itis important to consider approaches that we

: find more difficuit and what we lose if we avoid
. these completely.

. ® Which methods of study do you try to avoid?
- ® Which skills and insights might you miss out

. on asa result?




Using technology to personalise learning

4‘———“

Some students prefer to work completely Keeping organised

onling; others prefer face-to-face learning;

others a combination of methods. # Maintain an electronic diary. Set this to give you
Experiment to find the best combination for advance reminders of appointments.

your study. You may prefer, for example, to e Maintain a paper-based planner, so that you ¢an keep
search for materials onfine, but read books track of appointments when you lack an internet

in hard copy. You may find chat reoms conneciion.

useful for general discussion but prefer to e Investigate bespoke student planners in online and
meet face-to-face for particular aspects paper-based form.

of study such as preparing for a group
presentation,

Reflection: Keeping organised

Taking part . What kinds of planning and information do you prefer
Make use of the opportunities that are ! to work with in paper form, such as a student planner
available so that you have the widest range or address book? Which do you prefer to use through

of methods from which to choose. For your computer, tablet and/or phone? _
example: ‘ —

o If there is a chat room or discussion
board set up for your programme,
contribute to it. Once they are used to

Using library resources

them, students often prefer to exchange Work out the besF pattern for you when worlfing with m
ideas in this way. materials in libraries and resource centres. It is useful to o
i o . visit the library in person to: o
& Use the links that are built into electronic c
learning materials. You lose these links ¢ get to know the librarians and gain a sense of who to W
when you print out the materials. ask about different enquiries
e Turn up to face-to-face study activities & make use of the different kinds of learning spaces
more than once so as to give them a provided: many tibraries provide spaces where you can
chance. Get to know some of the other study quietly without disturbance and places for group
pecple. Make an active contribution study
before deciding whether this is the right ® gain from the ambience, which can help you to
method for you. remain focused on your work
& Once you have met group members and e use time well if you have occasional hours between
have a sense of what they are like, you classes
may prefer to use social networking tools ® access services and resources not available online. See
to maintain contact with them. Chapter 6.

On the other hand, many traditional library services are
" Reflection: Taking part now also available online, such as:

o ordering books and articles

o digital copies of texts and learning materials, including
audiovisual
® open source materials.

* In general, do you have a preference for
. taking part in activities and discussions

' face-to-face, online, or a combination of
: these?

Successful study
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w Reflection: Using library resources

What kinds of library-related activities do you
- find work best for you when present in the
library itself, and which online?

Managing information

Consider the optimurm combination for you in
recording, maintaining and accessing your notes
from lectures, reading and thinking about course
material.

If the choice is available to you, you may prefer to
take all your notes onto a tablet device. However,
you may find it more convenient, and easier to
remember material, if you take notes by hand,
especially in class. You may choose to type up
highlights of handwritten notes later so they are
easier to read. Alternatively, you may find it easier
to use and recall material that you work with more
actively, such as by making visual posters, charts or
flash cards.

However you prefer to work, it is usually worth
maintaining an electronic bibliography of all the
texts you read. This will save you rewriting details

if you use the same resource for another piece

of writing. There are apps designed to help you
record material for use in references, See Chapter 6.

W Reflection: Managing information ‘

* What kinds of material do you prefer to work
with in hard copy? And which electronically?

Capturing and developing your ideas

Experfment with using:

® a notebook and pen or pencil
# a dictaphone to record your voice

® a flip camera, phone or tablet to video yourself
or your practical work ‘in progress’.

Successful study

Designing materials for assignments and
revision

Consider working on paper, in notebooks, on large
card, and using software such as Impress (which

is Open Source), Publisher, Powerpoint or Adobe
Nlustrator for:

¢ designing posters for assignments

® making charts and posters to arganise
information for revision.

Use video, photography and drawing software to
find alternative methods of laying out information
in ways that help you to make sense of it and to
recall it. For example, if you make large charts

or pattern notes (page 173) to organise material
visually, you could use your phone, tablet or flip
camera to record this and play it back at intervals
whilst you are on the go, to help you remember it.

Using apps for study

Experiment with different apps to see which you
prefer for study, Visit apps stores at:

e https://play.google.com

® www.itunes.apple.com

® vwww.uk.blackberry.com /servicesfappworld

® vwww.android.com/apps

Activity 6 Personalised use of technology
for study

. You can enhance your study by using varied

- combinations of technologies, drawing on those
- provided for your course and those that you

: enjoy using in everyday life,

~ Use the chart on page 81 to stimuiate your

- thinking about which of the following uses

- of technology would work best for you for
each aspect of study. Use a v to indicate the

. technologies you would choose to use for each

¢ aspect of study.

* Consider the different ways that you could

. combine these technologies and approaches
¢ to make some aspects of your study more

. interesting and effective.
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Study strategy - individual or social?

For each aspect of study, a different combination of approaches a, b, or ¢ below is best for you. Jot down
which combination of these you would use, and how, for the following ¢ aspects of study.

Aspect of study | (a) Studying on my own
{b) Studying with others face-to-face
(<) Studying with others online

1 Preparing
in advance
for taught
sessions

2 Engaging and

maintaining
my interest in
the subject

M

&

o

=

-

L

3 Reading

around the

subject and
researching
new topics

4 Understanding
difficult
concepts and
making sense
of material
covered in
taught sessions

Successful study © Stella Cotirell 2013) Tive Study Skills Handboox, 4th edition, Palgrave Macmillan




Aspect of study (a) Studying on my own
(b) Studying with others face-to-face
{c) Studying with others online

5 Making sense
of assignment
briefs

& Keeping
motivated and
staying on task

7 Developing
my ideas
and gaining
different
perspectives

Chapter 3

8 Managing
time and
being
organised far
study

Reviewing i
and revising
material

L -]

-
b

@ Stella Cottrell {2013) The Study Skils Handiook, 41h edition, Palgrave Macmilian Successful study [



Chapter 3

Optimal learning

Optimise your fearning

This chapter has emphasised that, as adult learners, we can play an active role in personalising our
learning, manipulating those factors that make our study more enjoyable and effective.

The foltowing two pages sum up some of the key factors that have an impact on learning. Consider
these and identify which you could use to better effect.

When you are in a physical
state to learn

® You can't learn easily if /%
you are tired, stressed, - ;’
hungry, dehydrated or v
on a high-sugar diet.
® A glass of plain water
severatl times a day helps
neural activity in the brain,
and releases energy.
Other drinks do not
have the same effect.
If you tire easily when
studying, or if your
thinking is muddled,
drink some water.
® Foods such as cereal-based
products (rice, oats
and wheat), which
release natural
sugars slowly,
help balance your
energies.
® Stress may put you into
"survival mede’,
diverting your
energies away from
your brain to your
muscles (see page
2Q9). We learn best
when relaxed, interested and
motivated,
® Sleep helps the brain to
Qz-2-2. absorb and recall
« infermation, as
o well as helping you
cope with stress.
o8,

<
<o

Successful study
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When you believe you can

learn

® Believe in your intelligence
(Chapter 3).

® Allow yourself to do well.

® Create a positive

state of mind
for learning. [ ¢an do
this!
Q
Qo

When the material suits
you

Take action, where possible, to

ensure that;

® you are on a course you find
interesting and relevant

@ the material you use is at the
right level. If you don‘t have
background knowledge in the

' topic, start

with basic

texts and build

to specialist

ones.

d

4

—

Learning
is easier
and more
effective
when ...

When the time is right

® at the right time in your life

® at the best time of day or
night to suit your learning of
that material for that kind of
activity

® when you have cleared away
distractions

® when your time is planned out
well to make the study session
interesting

® when you can learn at your
own pace and without undue
haste.

See v
Chapter 5.




When you use the 5
learning dimensions to
best effect

Create opportunities for:

® conscious and unconscious
learning

® varying your level of attention

® using your senses in preferred
sequendces

® learning from detail or
globally

& at different speeds and
intensity.

See pages 67-8.

When you combine
technologies to suit you

¢ Experiment with paper-
based and technology
enhanced learning to find
the combination that is most
effective for you in practice.
* Combine technologies with
- each other
to find the
¢ptimum
selection for
the activity.

>

® Use face-to-face methods
solely, or in combination with
technology, where you find
this helps learning.

When the medium
suits you

® Rewrite, draw, act, record,
photograph, video, or sculpt
new information so that itis
easier to absorb - whatever
suits you best.

e Experiment with different
layouts, colours, fonts, etc.

When information is
infarmation so
that it is easier

organised
Organise
Pa-Po L}
.i 2
for your brain to
structure it (see page 215).

When you use C.R-E-A-M
strategies

Be creative, reflective, effective,
active and highly motivated (see
Chapter 4).

When you use your whole
brain

Take full advantage 5 &
of your brain. Use:
® all your senses
to encode é.-d
information (see
page 212) <
& both the ‘left” and

right” sides of @

your brain (see B@
pages 207-8)

@ the triune brain (see pages
208-209).

When five key study-skills

components are in place

You need:

® self-awareness

® awareness of what is
required of you

e methods and
strategies

# confidence and permission

e familiarity, practice and habit.
See page 43.

when you enjoy
what you learn

Make the fearning fun.

Make sure:

¢ that it has meaning
for you

e that you really care
about the cutcome,
attracted to success like a
bee to honey

# that you are fully engaged in
what you are [earning

® that you create points of
interest, chatlenge and
enjoyment where these do
not occur naturally for you in
a given text, topic or learning
context.

When you put into place
the 6 conditions for
learning

See pages 69-71.

When you work
with others

o for interest and
enjoyment

» for support and solidarity

# for different viewpoints

® to use time effectively.

See Chapter 10.

Chapter 3

When you personalise

study to suit you

® Keep experimenting.

® Be honest about what really
works best for you.

| Reflection:
Optimising my
learning

 List five things that would

* optimise your learning that
* you are willing and able to
- undertake now.

Successful study
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Chapter 3

Review

Learning is a complex process and many facters
impact on our capacity to learn new material
easily, effectively and with enjoyment. Amongst
these are, first and foremost, our attitudes towards,
and understanding of, the learning process itself.

This chapter has provided an opportunity to

reflect upon what is meant by intelligence and
learning and the different conditions that give rise
to intelligent learning. Understanding more about
these can help to make sense of what affects your
ability to achieve well on your current course, and
to design personal study strategies that are likely to
be more effective for you.

There are many different views about intelligence.
Some traditional attitudes have been limiting,
They reduced people’s self-esteem, making it
more difficult for them to learn and undermining
their potential to achieve. Different cultures and
environments require, appreciate and develop
different aspects of intelligence. These differences,
and their impact on individual students, haven’t
always been fully appreciated in academic
contexts.

Your early learning environments and previous
study attitudes, habits and experiences may have
been of help in preparing you for your current
academic study. Alternatively, you may have
experienced these as disadvantageous. They do
not, however, prevent you from developing new
habits and strategies relevant to your current
course,

Suvccessful study

One of the reasons why students have under-
achieved in the past is because much of their
formal learning took place in class in conditions
that didn’t necessarily suit the way they worked. In
Higher Education, however, much of your study is
by independent learning where you have far more
choices and control. You can decide when and
how you want to learn.

The chapter has encouraged you to consider
influences on your own learning, and provided
you with some ideas about how you might
personalise your study to enhance your academic
performance. Chapter 8 provides further ideas
about personalising your approach to study with

a focus on memory. Once you give these some
thought, it is likely that you will find many other
ways that you couid adapt the content, pacing and
timing of your study and develop new strategies.




Chapter 4
The C-R-E-A-M strategy for learning

earning outcomes
This chapter offers you opportunities to:

® become aware of the contribution of each aspect of the C-R-E-A-M strategy to the learning process
® develop ideas on how to take mare creative and active approaches to your study

® understand the difference between being a virtuous student and being an effective student

® consider effective approaches for different kinds of study

o clarify your motives for study and develop strategies for maintaining high levels of mativation

» build upon the reflective work of previous chapters.

C-R-E-AM
C.R-E-A-M stands for:

C - Creative

Have the confidence to apply imagination
to your learning and problem-solving.

R — Reflective A — Active
Be able to sit with your experience, analyse Be personally engaged physically and mentally, in
and evaluate your own performance, and draw making sense of what you learn,

lessons from it. .
M - Motivated

E - Effective Be clear about the outcomes you want to
Organise your time, space, priorities, state of achieve, the steps you need to take to achieve
mind, resources, and use of technology to these, and what you will do to build and
maximum benefit. maintain your engagement and enthusiasm.

Developing each of these aspects strengthens all the others. For
example, being motivated involves reflection about what you really
want. Active learning and creativity require motivation and help you
to stay motivated. Effective organisational strategies benefit from
imagination and reflection — and so on.

The C-R-E-A-M strategy for learning



Chapter 4

Finding yourggreative streak

Creativity is especially important for generating
ideas in the early stages of new assignments. You
can use more logical approaches later, to evaluate
which creative ideas to use.

Attitudes that prevent creativity

® ‘It’s a waste of time.”

® ‘It's childish.

® ‘There’s a time for work and a time for play.’
® ‘There’s a right way of doing things.”

& ‘It’s not logical.’

& ‘I'm not creative.’

L)

‘I cant.”

Reflection: Creative blocks

- Do you express any of the above attitudes?
. Were you given any messages when you were
. younger which stifle your creativity now?

L —

Approaches that foster creativity

‘Play’ and lateral thinking

Select any two random objects, such as a cup
and a plant. Find as many connections between
them as you can (e.g. by size, colour, owner, the
way they break, how they spin, when they were
bought). How could you apply this type of ‘play”
to your coursework?

You find what you are looking for

® Find ten round things in the room.

¢ Find ten things that “open’.

Once you start to look, you may find your
attention drawn to many such items, If you look
for new strategies or answers, it is more likely that
you will find them too.

There’s more than one right answer

Once you have come up with an answer, look for
more. These may be better - or give you a way of
fine-tuning the first idea.

The C-R-E-A-M strategy for learning

Combine things

Take the front half of one animal and
the rear of another. What new animal
have you invented? The essence of
invention is mixing two different ideas
or contexts to create a new variety. This
helps in academic thinking too - such as
comparing viewpoints.

Metaphor

Let one thing stand for, or represent, another:
that is, use metaphor or analogy. Look at objects,
or study problems from different perspectives,
making these visual or concrete in playful ways.
Take an issue out of the academic context and
see what it looks like in the world of oranges and
apples, or knives, forks, salt and pepper.

If an issue doesn't make sense to you, map it out
with objects on a tabie — just as generals mapped
out military strategies using "toy’ soldiers.

Sun Mars
o dbou- by

Jupiter

"suppose this apple is the earth, this orange is the sun,
and these other fruit are the rest of the solar system

i
() Search for connections |

. See how many ideas you can generate by

. completing the sentences below.

- ® Writing an essay is fike making cakes
because ...

. ® Study is like a game of football because ...

- ® Being a student is like being a sandwich

' because ...

: @ What other metaphors can you think of to
describe what study or learning is like?

- ——




Be a professor — and other ideas

Give yourself a new
sub-personality

In our minds, we carry
various sub-personalities,
such as an internal critic
who tells us off, a playful
chifd who sees the funny
side of things, a hero
who wades in to save
the situation, and many
others.

If you pay attention to
your thought process,
you can become aware
of those different
characters within.

Activity 6 You are the world’s
leading expert

. Experts don't find problems easy, but

. they are more open to dealing with the
seemingly impossible, Those working at

~ the forefront of research cannot look up

" the answer in a book — it isn't there yet!

. Like Einstein daydreaming on a sunbeam :

" (page 66) they may play with ideas, :

_ juggle with options that seem crazy, and

- go on flights of fancy, imagining "what if

and then examining them more closely
- to see whether any could actually work.

. You can do that too. When you cannot

. think of a way of doing a piece of work,

* imagine that you are a professor or
inventor dealing with a world-important

. problem. What does your internal

| professor look like? Sound like? How do

- you move your hands and head when

. you are in ‘professor’ mode? Let your

. professor come alive, and talk to you

. about possible approaches to study
problems.

_—-‘-_—\

Keep an ideas notebook

Value each passing idea, as writers
and artists do. Jot ideas down at once
in a notebook or on sticky labels.
Keep paper and pen by your bed.

Add to your
dramatic
cast and find
a professor
within you
Go through the ideas later to see
which you can use. Many will lead
nowhere — that's part of the creative
process — but sometimes one will be
just what you need.

Be curious about what you
don’t know

Creative people are curious. They
want to know everything - just in
case it fits together with something
else one day.

it is difficult to be creative if you fear or resist what you
don‘t know. Be open to the curious child in you who
wants to have a go at everything.

Create opportunities to break a routine

Chapter 4

When you take a different route, even if it is not the
quickest way, you discover new things of interest.

Examine your routines. Ask:

® Why am | doing it this way?

# Have the original reasons now changed?
# How else could 1 do things?

Imagine alternatives
Ask ‘what if ...7" questions

What if the weekend were three days long? What if
this essay had to be in tomorrow? What if | were only
allowed 100 words to write up my research — what
would | include?

How would others do it?

Consider: how might Pablo Picasso approach this
study problem? Or Nelson Mandela? Aung 5an Suu
Kyi? ]. K. Rowling? Mozart? Beyonce? A politician? A
choreographer? Your mother? Your internal professor?
Whose approach would most help and inspire you?

The C-R-E-A-M strategy for learning 39
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\

People devise many different strategies to help them to learn. Here are a few.
Tick the box beside any you could use. What other methods can you think of?

o1 /@m
with each other.
< SN
: Ne - we discuss
h Q things, really.
s It's a sort of
argument, though.

Irecord my ideas and
play them back to

1make a big chart
out of wallpaper -
and link up all | learn
on one subject.

D 3 | sort my ideas

out while [
vacuum — then
no-gne can hear

me talking my
k ideas through.

| have a notebook to
Jjot down ideas as they

come to me - [ take it
with me everywhere.

Chapter 4

[ try to imaginelama

lawyer ~ 1 always have
D 9 to argue the other side
of what [ think,

I like a method:

a |lwork out the main
ideas;

b think of headings;

€ summarise notes;

d summarise onto

one page,

| write lots of skeleton
os5ay plans. | it new
information into one of

‘It is therefore
clear, my Lord Q¢
that ...’

X

0l2
/.SCM};H& my'w(a-d/-’cem\,
aAfastaa ! can and

Iread or try to learn
something: then | cover
@ar:“ the page. | write down
5 what 1 can remember. Then
[ check back to see what 1
got right., Then [ try again.

&
3 1 0 @“w ) {re° luse ‘Took and cover’:

limagine crazy pictures
to help me to remember
things.

. me. | sovt tham cun (nbar
@D‘I‘l to see which GEC ) com.

whe -
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{greative problem-solving |

What?

Problem-solving takes different
ftorms such as:

Real-life, everyday situations in
study, personal life or work.

A 'teaser’ question or activity
in class or on a discussion board
for a group to solve. This could
be a game or puzzie.

A case study that provides a
problem-based or enquiry-based,
approach to a complex issue
such as in healthcare, politics or
business, and often requiring you
to make recommendations.

A mathematicat problem
requiring an answer using
specific measures (of time,
distance, length, energy, etc.)

Why ...

Exercises in problem-solving
train you in a range of thinking
skills. They enable you:

® 1o develop creativity and
reasoning abilities in
generating potential solutions
and deciding between them

® to research issues from
different perspectives

¢ to develop your
understanding of theory and
principles and put these to
practical use

® to practise specific procedures.
You can apply a problem-solving

approach to any research or
study activity.

Easy problem-solving

Problem solving is easier if you
use the following approaches.

Mind-set Approach it asa
puzzle rather than a ‘test’. As
this is more enjoyable, it is
motre likely that you will stay
on task in a relaxed, engaged
mental state until you arrive at
a solution.

Time Spend as much time as
you need to really tease out
precisely what is needed before
you start to search for and
apply solutions.

System Use an organised, step
by step approach, so that you
take account of all important
information and clues with
which you are provided, and
50 that you cover all essential
stages in the right order.

Knowledge Call upon what
you know. As a student, it

is likely that any preblems
that you are set will relate in
some way to material covered
previgusly in class or about
which you can find essential
information in the reading
materials and resources
provided.

Preparation Research the
problem carefully before
deciding on a solution.
Assemble ail the information
and material that you need.
Go through your formulae,
or undertake the background
reading or investigations,

|

Typical mistakes
Do any apply to you?

[ Rushing at the problem
... rather than taking the time
needed for the early stages

in defining the task. This can
create difficuities later, and
leads to students thinking that
they can’t solve problems they
could manage.

O Being imprecise

... about the specific nature of
the problem; not examining
the details in a systematic way.

[] Jumping to conclusions
... about the strategy or
formula to use before thinking
through all the options.

Ol Missing out on clues

... rather than using the
initial information provided
in order to work out further
information, which they need
in order to solve the problem,

-
T
-
o
o
=
-

[ Giving up too early

... rather than keeping going,
looking for new angles, or
researching examples that
throw new light on the set
problem,

[ Under-use of material

... such as course work and
texts that could have thrown
light on how to understand the
problern and solve it.

[_ Disorganised working

... jumping steps in the
process; misreading their own
working out.

The C-R-E-A-M strategy for learning



{éreative problem-solving: stages in problem-solving
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Stages in problem-
solving

1 Define the task,
2 Identify a
strategy.

& Draw upon
famitiar
problerms,

& Weigh up
alternative
approaches.

3 Work it through
systematically.

4 Check your
answer.

5 Write it up.

6 Evaluate.

& Make a decision.

1 Define the task

The most important part of problem-solving is ‘elaborating” what is
being asked of you (see page 66). This usually provides a pointer to the
kind of answer required, which in turn can prompt a means of finding
the answer. Unless you recognise the nature of the task instantly, you
may need to move back and forth between the following strategies until
you are clear what is being asked.

(a) Put it into your
own words

Reword the problem
to check you

(b) What sort of answer will it be?
A formula? Actions? A decision? A set
of conclusions? A particular unit of
measurement? Recommendations?

understand it. |

LN
g
&
-3
£
Y

{c} Verbal sketch

problem.

supplied?

How does it compare with
problems already covered in
class?

Simplify: If relevant, identify

Jot down a quick outline of the

What do you know? What are
the key facts in the information

What do you need to find out?
What kind of a problem is this?

{d) Sketch it as a diagram

For mathematical
problems, and for other
problems if it helps, make
a rough sketch to outline
the problem. Use stick
people, symbols or basic
shapes that help you to see
at a glance how one part
of the problem relates to
another.

On your diagram, mark in:
® what you already know
& anything you can work

& Which of your
notes, texts or
other resources are
relevant?

& Which theories, case
studies or formulae

apply?

a formula or equation that out

represents the problemin a ® what you need to find
generalised way. out.

{e) What information (f) Define it

do you need? Write It out clearly

Once you are clear in your thinking
about what kind of problem it is,
write this out as the first part of
writing up the problem.

Keep referring back to this ... 50 that
you remain focused on the precise
task in question.
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Defining the task: clarify the problem .
precisely 2 Identify a strategy
u For your subject, there will be

formulae, precedents or protocols
that would be applied to the kind of
problem you have been set. If you
identify the nature of the problem
correctly, this generally gives you a

clear steer about the steps needed 1o
: arrive at a solution.
JW; S Draw upon familiar problems

. : Of problems covered previously on

Before spending months resolving the problem of how to your course or in the recommended

build a bridge, be sure the prablem is not actually about
whether to build one or not

i -

course rmaterials:

& Which are the most similar to
those you have been set? How

Defining the issue: the tortoise and hare might their solutions help here?
One hot day, a tortoise and a hare decided to race each ® In what ways does the problem
other. The hare shot away quickly whilst the tortoise you are working on differ from
followed at a very slow pace. The hare was nearly at the previous problems you have
finishing line when he decided he could afford to stop worked on? As a result, how
for a drink. In the heat of the day, he soon fell soundly might the solutions to this
asleep. Many hours later, the tortoise crept past the problem also be different?

sleeping hare and crossed the finishing line first.
Woeigh up alternative approaches

Jot down a list of strategies that
might, potentially, lead to a solution
to the problem. Give initial thought
to where each might lead.

‘We are the
champions!’ d?

Chapter 4

® What are the advantages of
each solution or combination of
solutions?

® What might be the
disadvantages?

A question of speed? Make a decision

If you were set the problem of whether the hare or Make a reasoned decision about
tortoise was faster, you would need to attend to the exact which is the best approach for
wording of the problern. A hare can run faster in general arriving at the solution. Apply this to
terms, and did so for the greater distance. The tortoise the problem to test it out.

took less time to complete the race overall. Te calculate
speed, you divide the distance by the time taken:
Distance

Time

Speed =

As the tortoise completed the whole distance in the least
time, it was faster. The correct answer would depend on
the exact wording of the problem set.

The C-R-E-A-M strategy for learning



Difficulties finding a solution?

If the answer isn't immediately apparent, work 3 Work it through systematically

creatively to find a different approach. ® Think through, step by step, the implications
and potential outcomes of your preferred

(a) Simplify method or strategy.

Remove unnecessary detaif: sift the essentials from # For problems which require you to apply

the broader background information. Hone this formuiae, write out each step you take, so
down to get to the core of the problem. that you can see how you arrived at each
Generalise: Find points of commonality with other stage of your working out.

material you have covered. ® Consider which aspects of the solution I‘I"Ilght

o In maths and sciences, this usually means not work — and what might work instead.

identifying the appropriate formula, as in the

Tortoise and Hare example above.
® For other subjects, look for features or

characteristics such as structure, sequence, 4 Check back over your work
protocols, gepre or theories that enable you to methodically

make cross-comparisons with other events or
situations in your discipline. ® Check that you interpreted the problem

correctly.
Make broad assumptions that help you generalise Y

® Check each st f i

the problem. In the Tortoise and the Hare, if errsfs each step of your working out for

we didn’t know the hare fell asleep, we would ’

solve the problem of relative speed by making

reasonable assumptions based on the known

typical average speed of hares and tortoises.
™ (b) Consider alternative ways of looking at it 5 Write up the problem
E} Take a different angle ® Write out precisely and succinctly the nature
% If you find it difficult to understand a problem: of the problem and its solution.
S ® Set out the steps you would take to solve the

® Rephrase it.

# Look up similar examples of the problem.

# Use analogies to gain insights into this problem.
¢ Consider who might benefit from the solution.

Make it real

problem — your method or “working out’.

® Make sure that the solution, whether a
number, recommendation or conclusion, is
set out clearly.

It can be helpful to refate problems to parallel,
concrete problems from real life: when might

you or others apply this kind of problem to a real

situation? What would you need to know or do?

Which parts of that real-life issue match which ¢ Did you spend long enough considering

parts of the problem you have heen set? the nature of the problem and what was
required?

® Were you able to find similar problems that

6 Evaluate your work

Combine the possibilities

Consider combining solutions from diverse might help?

problems you have solved in the past. Could the ® Did you ‘play’ sufficiently with possible

problem have several parts to it that each need alternative solutions and combinations?

to call upon a different aspect of previous course ® Did you leave enough time to work it out?

work? ® Do you need help understanding the
coursework?

n The C-R-E-A-M strategy for learning



{ﬁreative problem-solving: identify the}task

‘—\

It may help to draw up a chart. An examiple is provided below, that you can copy or adapt for your use.

1 Definition of the probiem

Put in your own words
What exactly are you
being asked to do?

Sketch it

& How do the different
parts of the problem
relate to each other?

® What information can
you write in?

® What else can you
work out and add in
that would help?

* What do you need to
find out?

Similarity to other
problems?

Which kinds of problems
have you solved before

that were similar in some

way to this?

<
[
X
g
o
=
i
1

QOther information?
Which of your notes,
texts, learning resources,
websites etc. would be of
most use?

© Stella Cottrell (2013) The Study Skills Handbook, 4th edition, Paigrave Macmillan
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{j(;reatlve problem-solving:

N
AN ~organise your approach
2 Identify a strategy: weigh up alternative problem-solving strategies
Strategy A (advantages) Strategy A (disadvantages)
Strategy B (advantages) Strategy B {disadvantages)
Strategy C (advantages) Strategy C (disadvantages)

Decision made about which problem-solving strategy to take

Working through, checking and writing up (Fiff each box with a v orice the stage is completed.)
3 [ 1 have worked through the problem systematically.

4 [ 1 have checked back through my solution, step by step, to check for errors and omissions and
to see that it works overall.

5 [ 1 have written out the problem succinctly and accurately, demonstrating clearly how | arrived at
the sofution.

6 Evaluate your work
(See step 6, page 94 above.)

The C-R-E-A-M strategy for learning © Stella Cottret {2013 The Study Skills Handbook, 4th edition, Palgrave MacmTllan
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{:Itleﬂective learning

As a student in Higher Education, you are
responsible for your own progress — for your
development as an autonomous learner. Although
you will receive formal assessment (marks, grades
and comments) from lecturers, it is important not
to be dependent upon the assessment and views
of other people. You benefit from being able to
work out for yourself, through a process of analysis
and reftection, what you do well, what you need
to improve, and your priorities. You started weork
on this process in Chapter 2.

Developing the habit of reflection

Your performance as a student is likely to improve
if you develop the habit of putting time aside to
reflect on how you learn. You will find that you
study more effectively if you consider, for example:

® changes in your motivation levels

® changes in your attitudes and ideas

¢ the appropriateness of your current study
strategies to the tasks you are undertaking

® which skills you need for different kinds of
assignrnent

¢ what is blocking your learning

® gaps in your knowledge or your skills.

Five methods of developing reflection

1 Keep alearning journal or blog (page 99). Use
prompts such as the questions in this book to
help structure your reflective thinking.

2 Use the self-evaluation questionnaires.

Keep an updated profile or portfolio {(page 56).

4 Make constructive use of feedback from tutors
{page 324).

5 Filkin progress sheets regularly (page 98).

w

Evaluating your own progress

Questionnaires and checklists
® Use these as starting points te focus your
thinking about your learning.

e Select a few points from each questionnaire to
consider in your journal.

{

Be fair to yourself

=
e
w
P
o
L]
=
J

When you decide that you are ‘good’ or ‘bad’ at
something, consider your reasons for thinking that.
What criteria are you using to assess yourself? Work
out what is involved in the task, breaking it into
smalter tasks or sub-skills. Are you better at some
parts than others? What makes some parts more
difficult than others?

People may easily underestimate themselves when:
¢ they have been out of formal education for a
few years

¢ they learn more about a subject (the more we
know, the more we are aware of what we don‘t
know, and that can be unsettling).

Monitor your performance

& Photocopy the questionnaires and fill them
in again later in the term. Compare answers,
looking for progress.

¢ Read through your journal regularly. Comment
On your pregress.
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S
\§§~“ How well am | doing?

\X
S.E\RS\ A ———

! Date:
Year of study:

Tb  On what am | basing this self-evaluation?
(My marks? Feedback from tutors? Self-
monitoring? Other ways?)

Course, unit or module:

Level:

la Cenerally, how well am | doing in this unit?

2a In this unit, | am best at: 2b Onwhat am | basing this self-evaluation?

What makes me better at these aspects?

Chapter 4

3a To do better in this unit, | need to improve: 3b How will | bring about this improvement?

What prevents me from doing as well at present? | My timescale for this improvement is:

4b  How do | know this? How do | measure
ar manitar what | have learnt? (How
long it takes? My level of confidence? My
understanding? My level of enjoyment?)

4a What have | already learnt, or improved,
since starting this unit?

The C.R-E-A-M strategy for learming ® Stella Cottrell {2013} The Study Skifts Handbook, dth edition, Palgrave Macmillan



{Iﬁ!eﬂective learning journals

In a strong
notebook, or using
your computer
or mobile device,
start a reflective
learning journal.

Start a reflective

now!

Why?

& The act of writing things down helps you to
clarify your thoughts and emotions, work out
strategies, and focus on your development.

® A written record will help you see your progress
and improvements: it can be easy to lose sight
of this otherwise.

Who is it for?

For yourself — to help you focus on your own
performance.

What do you write?

Anything which helps you to reflect on:

® your feelings about the course, the lecturers,
other students, your progress

e things you find difficult: challenges

& changes in your attitude or motivation

® how you tackle tasks — your strategies

& things you find out about yourself

® thoughts about how you learn best

® ideas that arise from your studies

® how different areas of study link up

® how your studies relate to real life.

Use the How welf am | doing? sheet (page 98) to

prompt ideas. Identify the criteria you are using to
evaluate yourself.

learning journal -

' T can't believe the difference between my
first essay (very badl!) and thiz one. Keeping
on ideas book has helped.

I used to read the hardest books first - 1o

be a 'real student N
. Now T ook ;
overview first’ for a simple

— _ |
| "‘Why am I always jate? I Think it'§ because T |
always try to get somewhere on Time, v\fhereas
T should think about getting 'rhe:re 5 minutes ;
garly - then I might be on time! |

L 4

Other uses of reflective learning journals
As a basis for discussion

it can be helpful to discuss your journal or blog
entries with other students on your course. How
do their experiences of the course compare with
your own? Do they use strategies which you could
adopt too?

Preparing for tutorials

Go through the journal and make a list of issues
that you want to discuss in your next tutorial. Put
these in order of priority. If you have any problem:s,
think through some possible options, so that the
discussion with your tutor will be more focused.

Chapter 4

Risky writing

Keeping a private journal helps to develop your
writing. You can experiment with different styles
if you want to. You can take risks. The journal

is for your benefit — and for your eyes only. This
may make a welcome change from writing to the
demands of your course or tutors!

Reflection

. This sign is used in the guide at points where it
. may be usefui to stop, think, and write in your
| journal.

)\
‘ Reflection: Start now

: How do you feel about starting your course?

- What challenges do you anticipate? How can
you use your experiences to help you to meet
. these challenges? See Chapter 2.

i |

The C.R-E-A:M strategy for learning [R5



Virtue versus%;ie:ffectiveness
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Studying hard is not the same as working

efficiently or effectively. Consider the table below, { How willl ever;ea
which shows the study strategies of one student, all of this?

Leila. Leila feels she should get good marks
because she works very hard. She studies 50
hours a week, and gets all her work done by the

deadlines.

m Reflection: Ineffective strategies ‘

'~ Can you see why Leifa’s marks are getting
worse, even though she is working harder?
- Note your thoughts in your journal.

What is a good
example of this?

Leila’s study strategies

Leila feels virtuous because ... ... Yet her study strategy is weak because ...

1 Leila reads every book on the | ® The same information is repeated in several books. She does not
reading list, and searches the select from one book to another.

« internet constantly.
'E'_ 2 She reads every book from ® Not all of the book is equally relevant. She does not use smart
5 cover to cover. reading techniques (see pages 165-7).

3 She writes very detailed notes. | e She has more information than she needs,

® Her notes are repetitive and take a long time to read.

® She doesn’t think much about what she is noting down.

® It takes her a long time to find things in her notes.

® She has to rewrite her notes to revise from them.

® She copies out large sections — and then copies these into her
own work — which loses her marks.

4 She writes her notes neatly, ® Using abbreviations would save time.
and in full sentences, ® As long as she can read her notes and find information easily,
they do not need to be neat.
5 She works long hours with & She gets tired and cannot think as clearly.
few breaks. ® She gets bored and loses interest easily.

& Her mind wanders and she forgets what she has read.
& Sometimes she takes notes without realising she has done so -
with no idea what they say.

6 Shelocks herself away to work | @ She misses out on other peopie’s opinions, suggestions and

solidly. perspectives.
7 She never asks for help or # She would benefit from guidance on how to use her study time,
attends support workshops. and the experience of being a student, more effectively.
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{éffective and efficient study

L

Virtuous or effective | Unhelpful thinking

: Do you:

- Do you think the following examples are - e feel quilty if you are not working?
“virtuous’ or ‘effective’ ways of studying — or

e feel you are cheating if you don’t read a book

. neither?
: from cover to cover?
- In the boxes below, write: ® worry if you cannot remember every detail of
© Vfor Virtuous  E for Effective N for Neither what you have learnt?
1 [JLinking new information to what you @ worry that other people have taken far more

already know or have studied. notes than you?

2 [JLearning difficult information ‘off by
heart’.

3 U Copying chunks from textbooks -
because the writer says it better than you
could.

4[] Questioning whether what you have
heard is really true or representative.

5 [ lwriting fast se that you can take down
almost everything the lecturer says.

6 [ Reading your essays and other writing

slowly and out loud before you hand it in. Instead, wqu out a strategy for learning in the ?,
7 [ Studying when you are 100 tired to most effective way. See below and page 102. %‘_
concentrate. g
8 [_lChanging to a new topic or type of Start tasks early ...
study activity if you find that your mind is - # You only need an available computer or a
wandering to other matters. ; piece of paper and a pencil to get started.
9 [ ]Asking for help as soon as you find Don’t wait until you have all your bocks, or
: something difficult. tidied your desk (excuses to put off getting
10 L Relating your studies to real life. started).
: : o [f you don't feel like studying, give yourself
- Answers are given on page 407. permission to study for only ten minutes.
L —— Quickly jot down guestions to focus your
ideas; write a list of things you need to do,
- etc. Attend to the “excuses’ afterwards — if
‘@ Reflection: Effective strategies ‘ you still want to, You will probably find you
: are "hooked’ into the study and want to keep
. ® Jot daown any other examples of ineffective going.
study that you have noticed either in yourself # Get your mind working on a problem as
or others. . . 500N as you can. It will continue working
. What strategies would be more effective in on it even when you move on to something
these examples? else. This is why it pays to start looking at
' N— new assignments as so0nN as you receive
them.
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Check your own effectiveness

as a student. For the following
itemns, indicate () all that apply
to you already. Follow up on
areas for improvemnent using the
relevant chapter or pages.

1 []1 take the initiative

As we saw in Chapter 1, in
Higher Education, success lies
mainly in your own hands. It is
up to you to be proactive on
your own behalf.

2 [11find out the ‘rules
of the game’
As with many pursuits, success

is easier if you understand the
‘rules’. Find out such things as:

® How Higher Education works.
{See Chapter 1.)

& Academic conventions. (See
Chapters 1 and 12.)

& Expectations in your subject.
{See page 314.)

Chapter 4

3 LIt make excellent use
of my time

This is an essential component of
effective study. (See chapter 5.)

4 [J1am highly
organised
Good organisation of your life,

study space, materials, notes,
online time and searches saves

The C-R-E-A-M strategy for learning

{i&ffective study checklist
Qﬁs& A ————

time and effort. (See pages 103-
4,134-5 and 182-4.)

5 [J1 use sensible short-
cuts

It makes sense to use efficient
study methods, freeing up time
and mental effort for where you
need it most. {See page 100,
Virtue versus effectiveness, and
Chapter 5.)

6 [ 11 personalise study

At this level, you have far more
opportunity to adapt your
study methods to suit your
preferences. (See pages 76-83.)

7 LIt maintain high
motivation

Find ways of keeping in touch
with your reasons for study.
Look for ways of staying
engaged and interested.

” \? (See pages 111-18.)
d
/ E

8 L[]l use active
strategies

These can help maintain your
attention and focus. {See pages
108-10.)

9 [ 11 reflect on my own
performance

Effective study means being able
to recognise when your work is
good and how to make it better
- rather than relying on grades
or feedback from others. (See
pages 97-8.)

10 [ 1look for ways to
‘up my game’
Each year of full-time study is
referred to as a ‘level’. At each
level, there isn’t simply a change
in the material covered, there
is also an increase in difficulty
and complexity. Consequently,
your study skills, strategies and
coping mechanisms need to
improve year on year. To some
extent, this happens naturally,
but you can benefit from putting
time aside each year to reflect
on what is needed.

" Reflection:
" Higher
expectations

® In what ways will

the demands of your
pregramme require you to
refine your skills or change
your approach in order to
‘up your game” in the year

- ahead?

. @ What will you do differently ;

. in order to gain the marks |
that you want? :

1 —
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{:I;ffective organisation: space and resources

Dedicated study space

Create a separate space for study where you

can leave things and come back to them. If you
don't have access to a desk or table, use a shelf or
cupboard to keep all your study things together.

Light and comfort

It is good to work near a window so that you have
adequate light. Sitting with the window behind
or to one side will cut down on distractions. A
reading lamp and natural daylight bulbs are a
good investment if you study in the evening.

Study resources

e A table clear of clutter

® An adjustable, stable chair for
working

® A computer, laptop or tablet

\

Make the study area a pleasant one to come back
to, preferably with a comfortable chair, so that

it encourages you to return to study. As far as
possible, keep surfaces clear and papers organised.
This not only makes it easier to find things, but is
relaxing for study.

Good broadband or wireless connection

If you need to go online to access material or link
in with tutors, make sure that you have a strong
and reliable connection before you start to study.

® Memory sticks

® Flexible lighting

® A diary or planner - ideally with
‘a week 1o view’

® Essential books {(make sure you
know which of the books on your
reading list you are expected to buy)

® A4 lined, punched paper

¢ An A4 ringbinder for each subject —
use different colours

® Lots of coloured file dividers

¢ A smaller folder to carry your
day’s work. Use file dividers to

Chapter 4

separate the contents by subject

® An attractive notebook for your
reflective journal

® A dictionary and 2 thesaurus

® A calculator

® Large sheets of paper or wallpaper
(or backs of posters) for wallcharts

® Lots of coloured pencils, felt-tips,
pens and highlighters, plus a ruler,
correction fluid, glue, etc.

Optional items
® MP3 or MP4
player

* Digital recorder

® Flip camera
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Organisational skills on your computer

The most challenging aspects of working
electronically are:

® keeping track of where information is filed
® losing information, if something goes wrong.

The following suggestions can help to organise
your work and save time in the leng term.

1T Name new files when you create them

Make sure you do name each file and folder.

Choose fifenames carefully
Use names that will help you recall the contents.

Name and date it in the footer

As soon as you name a file, type this in the running
text at the foot of each page, so that it will appear
on the document when you print it. This helps you
to find it again when needed.

2 Keep file sizes manageable
Avoid creating large files, as these slow you down.

3 Use a different file for each draft

Add a number or letter to indicate each new draft:
e.g. ‘piagella’ and ‘piaget1b.doc’,

4 Save your work

If there is a computer glitch or loss of power,

you could lose all work completed since the last
time you saved it. This can be very frustrating. To
protect your work, save it frecquently or set the
computer to save files automatically every few
minutes. Copy files to a memory stick, save to
cloud storage or email to yourself.

5 Organise your electronic storage

Copy important files twice, Keep your memary
sticks where you can find them easily. Accessorise
or paint them so you can identify them easily.

6 Group your files

Most computers have some way of grouping
files or folders. Use this to keep files relating to a
particular subject together sc you can find them
again at speed.

IUER  The C-R-E-A-M strategy for learning

i or mobile device

7 Keep alist of filenames

Opening files repeatedly to check what they
contain wastes time. Print out a list of the files
contained on your memaory sticks and store this
with them. Add brief details of file contents,
especially if you are limited to a short filename
which cannot tell you very much about the file.

8 Save files online

You can store files online such as through Google
Docs and Dropbox. Files saved online can be
accessed from any computer or mobile device,
provided you have a wifi connection. This has
many advantages such as saving time retrieving
material, not having to copy material across from
one device to another or save everything to sticks.

9 Be aware of compatibility issues

Make sure your own software is compatible with
that of your institution. Install antivirus software
and update regularly. Many antivirus programs
update automatically whenever you are online.

10 Leave time for hitches

Leave time for hitches such as not being able to
open large files or documents in certain formats.
Tutors expect you to plan for such hitches and de
not usually accept them as reasons for late work.

11 Use opportunities selectively

The opportunities offered through electronic
media are vast. On the internet, for example,

there are fascinating forums, chat groups, and
distribution lists. Choose carefully what is really
valuabie for you, so that such facilities don't eat
into your time. Select just a few such groups at any
one time.

12 Use the online tools available

There are many study apps and tocls available that
help with study tasks such as searching for, and
referencing, information. See page 400.



Combining work and study:effectively

Students may combine work and study in various
ways and circumstances, such as:

@ part-time students in employment

® students whose work is home-based, including
farnily and care cammitments

® full-tirme students who need to work for money
or help out with a family business

® students whose programmes or options include
work placements

# students on programmmes that are primarily
work-based, such as for medicine-related
professions and Foundation Degrees.

Benefits

Which of the following potential benefits of
combining work and study are relevant to you?

] A broader range of experience and skills.

[ Greater confidence in adult work settings.

[] Increased maturity and seff-reliance.

[] Professional and/or business awareness.

] Understanding how academic theory relates to
professional practice,

L Income from work.

[ Networks and work contacts.

- ® What other benefits would
work/study combinations
bring far you?

. ® What arrangements would
you need to make?

Reflection:
Working whilst
studying

T T SRR L R

Before you start

If you want to combine study and employment, it
is worth investigating, early on, potential obstacles
and ways of managing these. For exampie:

[ | Check that you can attend as required.

[ Find out if there are tutorials, trips and other
non-timetabled events you need to attend.

(] Plan out typical weeks to see whether your
proposals are manageable.

[] Check how your timetable might change from
one term or year to the next.

L] Sort out your finances - study costs, loans and
financial support can vary depending on what
you earn and your mode of study.

Look for creative and efficient work/
study synergies

If you are already in employment and have
sympathetic employers, talk to them about how
best ta manage your work alongside study:

® Are there ways your study could be counted
as professional development as part of a work-
related appraisal scheme?

® Can you undertake relevant work-based projects
that could count towards your qualification?

& Would your employer be willing to provide
study leave, quiet space and time to study at
work, or support towards costs?

# Some jobs lend

themselves less

easily to work-study
combinations

than others, but

appropriate projects

may still be possible.

Chapter 4

Some jobs lend themselves
more easily to work/study
combinations ...

The C.R-E-A-M strategy for learning [JRIES



\______

Chapter 4

%:;ffective managemeht of work-based projects

Mast academic aspects of work-based projects use skills
that are outlined elsewhere in this book. Such projects
have specific logistical issues you must also learn to
manage. Some key issues are identified on this page and
the next.

Do you need your employer’s agreement?

Before undertaking a work-related project, check whether
you need your employer's agreement. For assignments
that are more theoretical in content, or that call upon
informal observations and your own experiences, you will
often not need permission. On the other hand, you wilf
need your employer’s permission, for example:

® if you would be using work time or your employer’s
resources in carrying out an assignment

¢ if you would be making use of certain types of
information acquired in the workplace (such as
confidential or commercially sensitive information)

® if the nature of your assignment is such that you might
lose the trust of your employer or your colleagues if
they were unaware of it in advance

¢ if you are likely to produce work that could be
published or stored, and in which your employer or
clients might be identifiable.

Before giving you permission to carry out a work-based
project, your employer may wish to impose conditions: if
$0, put these in writing so that you are both ¢lear about
what has been agreed.

Organise yourself for the project

¢ Check legal 'data protection’ requirements and
consider how you will meet these.

¢ Gain permission for use of workplace data and
information.

¢ If you are using observations, photographs, client
material, or the like, obtain written agreements from
those concerned.

® Schedule interviews and observations early on to be
sure that colleagues will be available when needed.

¢ Find out whether you yourself need to undergo any
formal checks, such as clearance from the Disclosure
and Barring Service (formerly the CRB) if children
are involved (or the equivalent, depending on which
country you are studying or working in). Arrange such
checks well in advance.

The C-R-E-A-M strategy for learning

Workplace mentors

Students generally find it very helpful if
they have a mentor to provide support,
Ideally, this will be someone in the
workplace who;

® knows the pressures the student might
be under

& can help to negotiate access to data,
relevant work tasks, study time or
other resources

® can be a sounding board for ideas
about what is feasible in the workplace

® can provide current professional and
practical perspectives on issues.

Effective use of workplace mentors

® Build your relationship with your
mentor. Show your appreciation for
her or his time.

® Clarify what you need from your
mentor, and when, Check before you
start that he or she is able to provide
these.

® To help your mentor support you as
effectively as possible, identify what
she or he will need from you for
meetings, observations and at other
times, and when this is needed.

® Arrange dates and outline agendas in
advance for a series of meetings.

® Arrive prepared for each session.

Ensure that you have completed
whatever is asked of you.

Project-based skills: related sections

o Working with others: collaborative study.
Chapter 10.

® Core research skilfs. Chapter 6,

® Research projects, case studies and
dissertations. Chapter 13,




{Iﬁffective management of study leave

Employers may offer study-leave time at work or
off-site. If managed well, this is a valuable resource.

Student comments

Half a day a week study leave made all the
difference to me. It meant I c?uld geT onto
campus to sort out administrative bits and
pieces, meet tutors and so on, that would have
been hard fo do outside college hours.

For me, an afternog
to the libra
online,

N aweek was OK. T went
ry Yo read things that weren't

T didn't get much out of study leave. By Th‘zi
sime T did the shopping and got home, the day
was almost over and I had to start the

family's dinner.

I tended to use the time to catch up oh other
things - not much on study.

T

T meant to take the half day but something
always came up at work so it didn't happen.

I preferred tak
’ Ng a whole s+

fortn udy day one
ight rather than o half Y ea

day each week,

Reflection: Study leave

. ® What do the experiences of these students
suggest to you about how best to approach

~and plan any time you have as study leave?

¢ # What kinds of circumstances might prevent

you from making best use of study leave time -

and what would you da to manage these?

Half-day or full-day study release?

Half-day study leave can be the more difficult to
manage effectively. It can mean time is wasted
in travel, and it provides less opportunity for
consolidated study. It tends to suit people who:
o prefer short bouts of academic study

® |ike to study 'little and often’

¢ have littie travel to undertake

® manage study time well.

-\

Reflection: Making best use of
time

. If you prefer more concentrated bursts of study

. time, see whether you can consolidate weekly

© study leave into longer, less frequent periods of
study leave,

Making effective use of study leave

# Plan ahead so that you make the most of the
time available. For example, identify tasks
that could be completed in the study-leave
time for that week, so that you gain a sense of
achievernent at the end of the study period.

® Check whether there is a quiet room at work
that could be used for study, to save travel time,

# If you have negotiated study time in the
workplace, see whether you can connect to
appropriate online study resources from there.
if not, would you study mare effectively on
campus?

® Plan use of your half-day study within the
context of your overall working week. it may
be more useful to rationalise certain activities
at particular times. The specific time given for
study leave might be best used for other activity
if, for example, that cuts down on your cverall
travel time,

e If you find it better to use study leave for
non-study purposes, ensure that you do put
aside equivalent study time elsewhere in your
schedule.

Chapter 4
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Why is it important to develop the habit of active learning

{éctive learning

A

techniques?

1 Look at the illustrations on page 109.

2 Consider the characteristics of both passive and active

learning, summarised in the chart below.

R D S S

From these, you should be able to see for yourself why
active learning methods make success more likely,

? Reflection: Active or
passive?
* What initial reflections and ideas do you
_ have about whether your study habits are -
* passive or active? :

1.8 The C-R-E-A-M sirategy for learning

Characteristics of passive learning Characteristics of active learning
1 You wait for directions and information to be 1 You look for ways of being more involved in
fed to you. what you are learning,
2 Information is delivered to you - you just 2 You are engaged in the whole learning
follow what is said or written, and do as you process (and in a position to see why
are told. information has been selected).
3 Different pieces of information are treated as 3 You look for links between different things
separate units, that you discover.
Ej ; 4 You repeat information without 4 You make a conscious effort to make sense
g understanding it. of, and find meaning in, what you learn.
% Understanding is usually deeper.
(g
- 5 You don't reflect upon what you have learnt. 5 You are involved in reflection and self-
evaluation,
6 You may become bored and tired easily. 6 Your attention span is longer because your
mind is more fully engaged.
7 You use surface processing {see page 70}, in 7 Long-term memory is assisted. If you
which case you are less likely to understand understand what you learn, and keep
or remember, relating what you learn to what you already
know, you are more likely to remember what
you have learnt,
8 You are less likely to be able to use what you 8 Linking information helps you to see how
learn. you can apply it to different situations,
9 What you study may seem irrelevant. 9 Learning is personalised and interesting.

10 You expect others to prompt you or to 10 You take charge of your learning and
remind you of steps, stages and deadlines, manage it like a project, so you feel confident
s0 you often feel uncertain about what to do that you know what to do, when, and why.
next.




Emphasis on action!

{A) Inactive learning strategies
I'd better

(L:Lo)ggpectacular I\ write all of
-

9 this down.
o

These look

messy. I'll
?—% r% (Lcopy them out

neatly.

iMportaar
orticle

Time to write the
essay — | had better

copy this bit from 2
here and that bit A7
fromwhat |

({Q’:;\
A4 TN g
Strangc‘!?

_ I've finished
y the subject
and | can't

remember a

What point is a
shea making?_ 7
llieave a

B2 Set
yourself
questions

B4 Link ideas and information

Did you read that
article by Xiang?

B5 Discuss with others

Reflection: Active learning strategies

. ¢ Consider the iHlustration below and the ideas on
page 110, jot down any ideas you have about

. making yourself a more active learner. :
L S

(B) Active learning strategies

questions
do | want the
answers to?

But if that is
true, howis it

{ Which advance
reading would

data?

space to add
details later.

these notes

clear'er'?,\_/

Chapter &

B9 Evaluate your own work

Yes, but.]
think ... !

B10 Use feedback constructively

The C-R-E-A-M strateqgy for learning “




X
&
N
?\@ %f;éctive learning strategies
M—

1 Putatick by an .
y of these activ i .
2 Select two to try this week. @ learning strategies you could try.

3 Select two more to try later this month.

(7] Make a wallchart or a large ptan, linking alt
you have learned about an aspect of your

studies.

[ ] summarise a passage in 8-12 words. This
makes you think about what you have read.

) Make spider diagrams — of other patterned
notes. (See page 173.) [ On your wallchart, ina different coloured
ink, link information from another area of
[} Think of 3-5 real-life examples of what you your studies.
have learned. This heips you t© apply what
[} Which is the one best book for the subject

you learn.
you are studying now?

] Work out which is the best example, and
why. This will help you to prioritise and
evaluate.

[T} which section of the book you are reading is
the most interesting of useful?

{1 pretend you disagree with everything you
are reading — how would you argu¢ your
case? What examples and evidence would

you use?

[ tist 50 mini-questions about one aspect
I of the subject ("what, why, who, where,
when, how did x happen?) This helps you to
explore the subject.

[_1 Answer your owhn mini-questions. This helps ) How does what you have leamed link with
you to research in an organised and focused your work or your everyday life?

way.
1 Invent tittes for essays of reports. Give
yourself 5 minutes to write a quick outline

plan for one of these.

<
| =
i
g
o
i
&
W

[} Draw a diagram of 2 cartoon to illustrate a
theory or concept.
[ Gist all the key points for one aspect of

I - =
' [ write action plans — of things to do today, of
study.

this week, or this term.
) Draw a simple picture oF symbol to remind

[ “Teach’ what you have jearned to a real
you of each aspect.

of an imaginary pefson. imagine you are
giving a lecture of instructions.
[ Discuss your ideas — or your difficuties —

] Keep a reflective study journal. with other people. 3

] Contribute to your course chat reom, of

] sum up the three most important points of
start one.

| 2 lecture, Which is the one most importa nt

point? This heips you t© evaluate and select

salient points. ] write key points on index cards or sticky
jabels. Juggle these around to see how

many ways you could organise the same

information.

[} with other students, start a wiki.

The C- i =la t ategy 3 3
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Your level of motivation will affect your success. No matter how much you love your subject or want to
gain a good degree, there may be times when you don't feel like studying or wonder whether you would
be better off doing something else, You need strong metivation to keep yourself going at such times.

Whét af.fecgs How strong is your motivation? Rating
motivation/ Make a frank evatuation of your own motivation.
Motivation can be affected Rating: T = low; 5 = high.
by all kinds of things, from h p
changing your mind about 1 1 have a strong sense of purpose 12345
the career you want and 2 1 know my reasons for study 12345
the qualifications you need,
through to your friends 3 | am clear how my study will benefit my life 12345
leaving the course. Most .
students experience periods 4 | set myself clear targets for completing tasks 12345
of lower motivation at times, 5 1am driven to achieve well 12345
though they usually work
through these. 6 |can get going quickly when | sitdowntostudy | 1 2 3 4 5
Key influences on 7 | have strategies for getting myself downtowork | 1 2 3 4 5
motivation 8 i f d Isitd d 12345
Motivation to study is stay focused once | sit down to study
affected by such things as: 9 1| always complete work by the deadline 12345
® clarity of purpose :
# being on the right course 10 | create the time | need to complete tasks well 12345
& managing the ‘boring bits’ 11 | set personal challenges that inspire me 12345
# confidence of the outcome
® using time well. 12 | take pleasure in achieving milestones/goals T 23405
Reasons for weak 13 I study well even when | don’t feel like it 123475
motivation 14 1k : hen thi et tough 12345
eep going even when things u
® |oss of direction P9oing 99 9
# boredom, resulting from 15 | give thought to how to keep myself inspired 12345
poor study strategies . . . )
® too much or too little 16 |find ways of making study sessions enjoyable 123435
challenge 17 1 make the subjects | study interesting to me 12345
e crises of confidence.
; . 8 1avoid acti i d 12345
Signs of weak motivation 1 avoid actions that might sabotage my study
* finding excuses not to 19 1 use criticism as a spur to doing better 12345
study - i .
® not being able to settle ( 20 | manage anxieties and crises of confidence 12345
down to study Total score out of 100
. '°5if‘9 interest in the What do you think that your overall
sub|ect. o score and your rating of individual items
® becoming easily distracted tell you about your motivation?

® giving up quickly.

© Stella Cottrel {2013) The Study Skitis Handbook, ath edition, Palgrave Macmilian The C.R-E-A&-M strategy for learming RN
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Keeping ﬁﬁnotivated

P e

Below are some strategies that can help to raise and then maintain your
motivation. Identify v which ones would work best for you.

-4
h.
A
=9
g
g
o

L) Clarity of purpose

Be clear about your reasons for studying this course, and
how you will benefit. If you are excited about your course
now, you may not feel this is necessary. However, it is well
worth spending time doing this.

[ What | want from my study
Use the reflective self-evaluation What | want from my study
on page 114 to focus your thinking.

11 am doing this because ...’ |
Jot down your response to this prompt, drawing on your
ratings for the self-evaluation above, List as many reasons as
you can. Underline those that are most important to you.

[] Link to longer-term goals

Make a list of all the ways, directly and indirectly, that
your studies will be of benefit to your life, personal and
professional, over the longer term. Use your reflective
journal to think this through.

] Motivational chart: sticking with it

(] Make good choices

¢ Find out as much as you
can about your course and
options, so that these support
your overall objectives,

@ Be active in finding peints of
interest and relevance.

® If necessary, speak to financial
and careers advisers about
either {a) changing course,
or (b} how your current
course can help meet your
objectives.

Using your responses to the activities above and to that
on page 33 in Chapter 1, write out your reasons for
sticking with your studies. Do this in a way that will keep
you inspired. Add photos, newspaper clippings or other
material that reinforces your sense of purpose. Update this
as relevant.

|_| Make a screensaver of your motivational chart, so
that you are continually inspired.

L] Seeing results: short-term
goals

The end of your course may

seem a long way off. It is

natural to want to see results,

You can gain a better sense

of this by setting short-term

goals, milestones, targets or

challenges that are:

#® meaningful to you, and
® can be achieved in small
steps in the near future.

See Managing the chailenge,
page 117.

Us4

gage Mum & f want a Work
a proud__“ degree overseas
REWARD SYSTEM
EMERGEN

study A
;I}'lzr=;15mins surfing R! MEASURES

s = 20 for s NG JOHNN TO TELL
BhrS = watch Dyp ME TO KEEP GOING

____‘—"""_‘-"‘—"'—-—-..__

[ Give yourself a precise
focus
if you are easily distracted
from study, start each session
by jotting down & quick list of
the things to complete in that
session. Check these off as you
complete them.

© Stefla Cottrel! (2013) The Study Skils Handbogk, 4th edition, Palgrave Macmillan




[ ] Develop a routine

If you find it difficult to put time aside for
study, take a more structured approach. Write
specific times for study inte your diary, and
keep these as appointments. Where possible,
study at the same time and place each day.
See Chapter 5 on time management.

L] Manage the boredom

o Clarify exactly why the task is relevant and
what you will gain by completing it.

® Be active in searching for points of interest,
either in the material or the way you design
the study session for yourself.

@ Use active learning strategies to break up

e Set yourself short-term goals and mini-
challenges. See Managing the Challenge,
page 117.

# Manage your time effectively. See Chapter
5.

[[] Manage anxieties and confidence

Academic study is demanding, so you may
feel anxious at times about what you can
achieve.

® Take note of your feelings but don’t dwell
on them. Speak to a counsellor to gain a
clearer picture of what you need to do to
succeed.

e Set yourself short-term goals to provide
focus and a sense of achievement,

time and focus the attention. See page 110.

() Use a ‘supporter’

Ask a friend for motivational support, such as:

® checking in with you occasionally to see
that you are on task

e reminding you of your goals and ambitions

# reminding you of your strategies.

[_] Awareness of positive triggers

Take note of the conditions that encourage
you to get down to study, and then create
these around you. So, if you work best with
others, set up a study group. If you work

best under pressure, set yourself demanding
challenges to complete during a study session
rather than leaving work to the last minute.

] Mea ningful reward

Give yourself treats for undertaking the
aspects of study you find least motivating.
Identify different kinds of reward,
proportionate to how rmuch time or emotional
effort it takes to undertake the activity.

] awareness of negative triggers

® Become aware of the circumstances that
demotivate you; plan how you will avoid
these,

® Take note of the people around you who
have a demotivating impact on you.

# Notice those aspects of your own thinking
or behaviour that demotivate you. Devise
a strategy for using your positive triggers
instead.

[ ] Have a ‘Motivation plan’
p

Feelings of low motivation may just pass, but
it is wise to plan for such occasions.

e Decide which strategies you are going to
use for various kinds of circumstance.

# Write these ¢ut and put them where you
can see them,

# Put the necessary resources into place (such
as putting money aside for rewards, or time
to spend with a mentor),

& In your diary or planner, write in times
when you will check whether your plan is
working. If it isn’t, revise it so that it does.

Chapter 4

© Stalla Cattreil (2013) The Study Skifts Handbook, 4th edition, Palgrave Macmillan
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=
\g Clarity of purpose: what | want
N from my study

SNy -
What are the outcomes you wish to achieve from your studies. Draw a ring round the
number that indicates how important each potential outcome is to you.
Outcome Less important Very important
Personal development
To prove to myself | can do it 12 3 4 5 & 7 8
To feel better educated generally 1
To develop higher level skills 1 2 3 4 5 6 7 8
Course-related
To find out more about a subject that interests me 1 2 3 4 5 6 7 8 9
To develop an area cf personal expertise 1 2 3 4 5 6 7 8 9
Te have the apportunity to study 1 2 3 4 5 6 7 8 9
To get a good grade 1 2 3 4 5 6 7 8 9
To gain the gualification 1T 2 3 4 5 6 7 8 9
| just want to get through 1 2 3 4 35 6 7 8 9
Life and work-related
To get my life out of a rut 1 2 3 4 5 6 7 8 9
E To improve my career apportunities 1 2 3 4 5 6 7 8 9
EL To be better at my current job/employment 1 2 3 4 5 6 7 8 9
5 To improve my chance of promotion / higher salary 1 2 3 4 5 6 7 8 9
Other outcomes
To show my family/friends that I can do it 1 2 3 4 5 6 7 8 9
To make up for missing out on education earlier 1 2 3 4 5 6 7 8 ¢
To be a role mode! for my children 1 2 3 4 5 6 7 8 9
Other reasons

-\
Reflection: Motivation for study

Select two outcomes you have decided are important to you. Write in more detail about what you aim
: to achieve.

:5 Look back at this from time to time to see if your aims, and motivation for studying, are changing. Use
. pages 115-18 to explore your goals further.

The C-R-E-A-M strategy for learning © $Stella Cotirell 2013) The Study Skifls Hangbook, 4th edition, Paigrave Magmillan



Using your goals to guide your study strategy

Your reasons for studying and your goals can quide
the way you proceed with your study, as in the
following examples,

Goal A: to learn about the subject

If learning about the subject is the most important
outcome for you, then reading around the subject
and doing what interests you may be more
important than following the curriculum.

Goal B: to have a good grade

If your chief priority is getting a good grade, then
it is likely to be important that you ‘play the game’
and find out exactly what is required.

Goal C: just to get through

If you have many other demands on your time,
or gaps in your education, you may have to limit
yourself to covering essentials. What is important
is that you know how to find and use information
1o get you through - you can fill gaps in your
knowledge later in life.

Stating your goals

Goals are most motivating when stated in the
present:

| am able to achieve a 2.1!
It is also best to state thern as positive objectives:
I am able to gain a good job.

Negatively worded goals, such as ‘A degree will
help me to escape from my current employment’,
are less effective in providing motivation,

The effect of thinking negatively

Having a negative outcome is like going
shopping with a list of what you are not going
to buy.

O'Connor and McDermott {1996)

Analyse goals in detail

The following questions are based on an approach
known as Neuro-Linguistic Programming (NLP).
For each goal, go through the following questions
and the resource sheet on page 118.

Are your goals ‘well-formed’?

& Are the goals clear and specific?
& Are they at all limiting?

¢ Do they help you?

® Are they realistic?

& Are they sufficiently motivating?
® Are the outcomes worth it?

# Are they really desirable?

® How will you know you have achieved the
outcomes - what will be different?

What are the implications of having these
goals?

® Will you need to put everything else on hold?
& Will you have to change your study options?
¢ Who else will be affected?

& Are there other implications?

What are the potential gains?

& Will you feel more in control of your life?
& Will you have more respect for yourself?
# Are there other potential gains?

What are the potential losses?

& Will you see less of family and friends?
* What sacrifices are involved?
® Are there other potential losses?

Visualise yourself in the future, having
achieved your goals

& Where are you as a result of your achievement?
e Are there any good or bad consequences?

e What has changed for you?

® Are you as happy as you thought you would be?

The C:R-E-A-M strategy for learning
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Using your goals to guide your study strategy
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What will you do to achieve your goals?

Visualise or consider exactly what you will do and
when. For example, for an assignment, see the
time laid out in your planner; watch yourself doing
the required study. Ask yourself;

® Where am 7

® What am | writing on?

# What do | have available to drink or eat?

What obstacles might prevent you achieving
your goals?

Look at problems in advance.

¢ What could stop you achieving your goals?

® Have you set yourself tco much to do?

® Are there people who would suffer?

® Who might try to stop you?

® What other obstacles might there be?

® How will you overcome each of these chstacles?

® Visualise yourself overcoming obstades in
the same way you did above, in relation to
achieving the cutcomes,

Fine-tune your goals and objectives

keep modifying your goals and objectives until
these feel, sound and look right for you.

@ Use the chart on page 118 to clarify and focus
your thinking about each of your goals.

® Do you need to revise or reword your original
goals so that they are more realistic and
motivating?

W R P e Lok et e s e e e -

Make a clear mental plan

Create in advance the mental plan for as much
of an activity as you can. Your mind will now
orientate you to achieve it.

The C-R-E-A-M strategy for learning

Self-sabotage

It can sometimes be hard te accept that we
may achieve our goals, Many pecple have
set patterns that they use in their daily life to
sabotage their own best-laid plans.

It is not clear exactly why this happens.
Sometimes it is simply hard to accept that

we might now be successful where once we
struggled. If we do succeed, we may start to
feel that we should have tried harder in the
past. If we fail now, however, this will ‘prove’
that we were 'right all along’ in believing that
we could not do samething. At other times, we
may fear failure so much that we just want it to
happen quickly so that it is over with; waiting
to see whether we can succeed may be too
difficult.

Kinds of self-sabotage

Students sabotage their studies in all kinds of
ways. Examples include:

® not turning up to lectures

® leaving work until the last minute and then
missing deadlines

& not turning up for exams because they feel
they will fail them

e filling their time with any activity except
study

¢ refusing to enter a library

® spending all their time in the bar.

There are many more to choose from!

# What kinds of self-sabolage are you most
likely to engage in?

# What kinds of events are most likely to
trigger you inte self-sabotage?

# How could you recognise that you had
started to sabotage your studies?

® |s there anybody whom you would trust to
point this cut to you?

® What would you do to turn this around?




%iliflotivation: managing the challenge
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Setting goals Celebrate successes
These can give you a sense of momentum and Increase your chances of early success by setting
early success. targets and deadlines you know you can meet,

When you achieve a target {such as two hours’

reading), reward yourself (such as taking a half-
ey N .

hour's break). Give yourself bigger rewards for

completing whole tasks, to encourage yourself

next time,

Mark success

Note down your achievernents and successes
in your reflective journal. [t is important to note
what you do well, so that you can do it again!
After a few months, look back on your early
work. Give yourself credit for any progress you
have made.

Give yourself manageable short-term goals

Set yourself mini-goals as milestones, so that you
have a sense of achievement. In time these add up

to greater achievernents. Aim for higher peaks

» Break larger assignments, such as writing a
report, into smaller tasks: ‘Read course notes’,
‘Find resource materials’, etc.

® Break each of these tasks into smaller ones:
Jhan)

‘Make notes of pp. 20-40 Media Now.’ & —
gTh/epeaks are calling r@

When you achieve one set of goals, set new ones,
making these a little more challenging.

Chapter 4

# Set a realistic time allowance for each mini-goal:
‘Make notes on pages 31-70: 20 mins.’

® Give yourself a start time - and stick to it!

& Set a target end-time and work to that. The key
aim isn’t to keep to time but to complete the
goal, so keep going until you do.

Effective mini-goals or milestones are:

® integrated: clearly linked to a larger plan, such
as your essay, project, or your overall motivation
for the course

e manageable and realistic: set yourself achievable
goals

» specific: decide precisely what you are going to
tackle

® measurable: such as a set number of pages to
read, or a report section to write

& flexible: plan time in for emergencies; be ready
to change things round if necessary.

Keep setting yourself new goals and challenges

The C.R-E-A-M strategy for learning [N



é? Achieving goals
N
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Goal State this here with positive wording, in the present tense

Potential gains

o™
)

Potential losses

How I’ll recognise when
the goal has i
been achieved P

-
~

Targets (short-term
goals and
milestones)

<
T
7]
&
j =
o3
o
o

$teps to overcoming
obstacles

b i !
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The C-R-E-A-M strategy - “Z

C-R-E-A-M strategy How | will incorporate this strategy into my study

Giving more freedom to my
imagination

Finding ways to increase my
enjoyment in study

Personalising what | learn, and
the way | study it

Being flexible in study
strategies and having plenty of
variety

Reflecting on my learning and
evaluating my progress

Chapter 4

Organising time and space,
and being in the right state of
mind for study

Seeing where | waste effort by
being over-virtuous

Linking learning in one subject
to other subjects and to real-
life issues

Increasing my motivation

Formulating clear outcomes
and milestones

119
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Review
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The C-R-E-A-M strategy is a general principle or
‘meta-strategy’ which you can apply to any area of
life. It is applicable, for example, to graduate jobs:
creativity, professional reflection, independence,
self-reliance, self-motivation and evidence of
personal effectiveness are valued and rewarded by
employers.

This chapter encourages you to develop
attitudes and approaches that make learning,
simultaneously, more interesting as well as more
efficient and effective. You are more likely to
maintain the high level of application needed for
success as a student if you are:

® creative, finding ways to make study enjoyable,
varied, imaginative and dynarnic

® reflective, pausing at frequent intervals to reflect
on your performance, checking whether your
studies are working out as you would wish, and
adapting your study strategies accordingly

® effective, making good use of the time and effort
you put into study, so that you see positive
outcomes from these as well as being able to fit
other things into your life

The C-R-E-A-M strategy for learning
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e active, designing personalised strategies in
self-reliant, imaginative and energetic ways,
rather than awaiting direction from others or
attempting to absorb information in passive
way's

* motivated, being clear about your purpose
and goals, and organising your study in such
a way that you gain a sense of progress and
achievement.

This means planning not just what you study and
when, but also Aow you will study.

Plan study sessions as you might other kinds

of project or event. Start with the learning
preferences that you identified in Chapter 3.
Create the physical and mental space that enables
you to learn at your best. Use initiative in thinking
through how you will keep yourself on track,

such as by building variety and points of interest
into each study session. Use your time to best
effect. Chapter 5 enables you to look at time
management in more depth.



Chapter 5
Time management as a student

Learning outcomes —

This chapter gives you opportunities to:

¢ understand the key importance of effective time management to successful study

¢ consider the time requirements of your own programme of study

® gain a clear sense of where you spend your time now and where you want to spend it in future

¢ apply time management strategies to help you make good use of time put aside for study and
identify where you can save time

® organise your independent study in ways that make the best use of your time.

Introduction This chapter provides strategies, approaches and
As a student, only part of your week and year will tools to help you to:
be formally timetabled. You are responsible for ® evaluate how you use your time currently
organising maost of your study time for yourself. ® decide how you want to use it
This can be challenging. It is likely that you will: e organise your time so that you feel that you are
& experience many demands on your time: from in control

study, jobs, family, social life, sports, music, ® save time for the things you really want to do.

personal interests, shopping, eating, travel,
moving across campus, and managing other

basics of day-to-day living

& have to manage competing deadlines,

with several assignments to turn _
around in quick succession or for the - " /
same hand-in date ) £

¢ spend much of your time in
independent study and online, both
of which provide interesting but time-
consuming diversions.

If you feel that your time is pressurised,
or you suspect that you waste time that
could be better spent on other things,
then it is worth developing your time-
awareness and time management skills.

Oh my days! | thought the
ark was leaving next week.

Time management as a student P
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§ How well do | manage my time now?
3‘-\"2\% AN s ————

For each of the iterms below, circle the respense which best fits you, Then follow up the “Next step” to
check for strategies that could help you fine-tune any areas in which you want to improve,

ltem Dol ... Response Mext step 5ee page(s)
1 have a good sense of why time management is Yes No |Don't |123-4; 127
important for students? know
2 usually know where | should be and at what time? | Yes , No | Don't | 136-7
' know
3 wusually turn up on time to where | need to be? Yes | No  Don't | 136-7
- know
4 keep good track of all the things | need to do? Yes [No Don't | 128; 136;138
5 have an accurate sense of where my time goes? Yes No |Don't |129;131-2; 149
| know
6 use breaks and blocks of study creatively, to Yes No | Don't | 140; 141; 147
support effective study? = | know |
7 know how many study hours are expected formy |Yes | No | Don't '128
course? know '
B8 know how many hours | am expected to spend Yes |[No Don't 127
@ across the year in different kinds of study? know |
5 9 prioritise effectively the things | most need to do? | Yes |No Don't  134-7
‘g _know
el | 10 use a planner or diary effectively? Yes No |Don't |134;136-7; 139
know
11 know when all assignment deadlines and/or exams | Yes No | Don't | 139
fall? ; know
12 map out in my planner how | will organise my Yes | No | Don’t | 136-7
work 50 as to meet all deadlines? kniow |
13 use my time online effectively? Yes |No Don't . 104; 142; 146
know
14 know how to manage distractions? Yes |No - Don't 140; 142; 146-7 _
know :
15 use time management strategies effectively? Yes |No Don’t | 125-6; 141; 143; 145;
know | 148-9
16 have time for myself and to relax? Yes |[No Don't 1133

’u‘g":\ Reflection: Evaluating my own time management skills

_ @ What do your answers to these questions suggest about how well you manage your time now?
- @ Do you need to change any of your attitudes to time in order to manage your studies well?

IP¥E  Time management as a student © Stetla Cottrell (2013) The Study Skitts Hanebook, 4th edition, Palgrave Macmillan




Why time management matters to students

______ ———

Time management = study success
Your success as a student wilt be strongly affected by the combination of two time-related factors:

¢ How much time you spend in study
¢ How well you use that time.

The more time you put into the various tasks of reading and thinking about your subject, preparing
for exams or fine-tuning your assignments, the more likely it is that you will do well,

If you both spend more time in study AND manage that time effectively, you are much more likely to
achieve well and have a great time as a student.

Write essay? Ring
mum? Write essay?
Ring mum? Write
essay? Ring mum?

You feel more confident that you are
in charge and can cope - and that you
don‘t forget or miss out on things that are

You make sure you have time to do the basics, Important.
such as eating and sleeping properly and making
friends. - 3
- . iR m l_E ua
You learn to - . B ) EEC el offe
Theré juggle the various =~ - :
O ) Hwerent iwo demands of o Q’ff&fm oo
lab reports study, social life, | — ] T —
to hand emplovment RN Tyt N B
n - were farnFi)l yand ! e T T
there? Y T e
personal
interests and You learn where you can take short cuts
commitments. that save you time.

Time = choice
If you use time effectively, this gives you choice in how you spend the time saved, such asin ...

® pursuing some topics in more depth, so that ® preparing for exams and assignments 5o as to

you are more expert in these and so that your achieve better grades
work stands out & being with your family
® reinforcing what you have learnt, so that it & enjoying your social life.

makes more sense to you

Time management as a student JRPE]



What students say

Etnails are the worst. You can kid yourself
that they are really urgent. “You need to
make yourself ignore the flashing signal that
says there is a new emailin the box.

1just dan't waste Lime reading
material on sites where | can't
validate the source or the
reliability of the information.

| am very selective about which search
engines | use — there isn't much point
using lots of search tools when a really
good one gives you as much as you are

likely to need.

N

My advice to other
students would be Don't

Know your weak points and don't pretend they don't
matter! Mine is Twitter. | want to tweet all the time and
'm useless at doing bits of study between tweets so
basically it is no tweeting for me when [ am studying. It's
Jjust easier. [ know | can send some smug tweets at the \_

end of the day about how much work | have done!

have your treats before
you get down to work. Do
the study first or glse
it's much harder to make
yourself doit!

Sorting out how you use time - that is the one big
thing to get right about study - egpecially if you

go onling a lot. [n my flrst year, it just disappeared
before | knew it and everything was rushed and my

marks were OK but not great. This year, lam the

other extreme. | am constantly thinking about how |

am using the timel have.

N

/

The thing about studying se much on your

people, teachers or just others working
around you, to help stay concentrated
yourself. Whett it is just you and the
computer, you drift off more easily, so
you need to give yourself ways of staying
focused. | always start out by making a
list of things 1 have to do - there's aiways

shocks meinto getting down to it.

-

own is that you realise how you rely on ather

more to add than | imagine, and that usually

| make myself study for 45 minutes and
then llet myself ‘play’ - play is looking
at feotball scares, music videes, emails,
games, anything | want. | need constant
reward, so that is how ldoit.

T

[PRN Time management as a student

/

1 thought time management was just
a catchphrase. not something 1 should
actually think about. | had no idea how much
time | wasted until] actually started to take
note of it. [t made me realise ali the things |
could do if | was mere disciplined in how | use
time ~ so nowlam!

-

T

. _J

\

When you are researching online thereis
always the temptation to look up just one
more thing or t-o see what. one more search

engine turns up. You have to know when
enough is enough.

/

\

Reflection: Learning from others

Are any of these students’ experiences similar
to your own? What could you learn from their
experiences and strategies?




10 steps to effective time management

10 steps to good time management

Be systematic in your time management
Find out your time requirements

Clarify how you use your time currently
Decide how you want to spend your time
Pricritise what is most important

Plan what you will do when

Do it, keeping to your plan

Apply time management techniques
Manage distractions and procrastination
Monitor Keep checking it is all working

O O 00 bW N -

—

1 Be systematic ...

e in thinking about time management

¢ in developing an understanding of how you use
your time

¢ in working out how best to manage your time
te achieve your priorities

¢ in planning your time,

How and when
am | going to
handle time

management?

—_.—)_R‘Eﬁ-E_E: B Q
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2 Find out your time requirements

® Find out the pattern of study required for your
programme - and how much time you will need
to spend in independent study. See page 127.

How much time am
| expected to spend on
study as a minimum? How

long does it take me to
travel from A to BY How
many hours doe kneed to
work a week?

T L R G A B e
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3 Clarify how you use your time now

Be aware of how much time it takes you,
personally, to do things. Use or adapt the resources
on page 149 to check:

*® where you think your time goes

® where it actually goes.

12hrs txting? No
way! It can't be
more than 10mins!

J—)

n

4 Decide how you want to use your
time

o Use the charts on pages 128-30 to work out
how you will spend your study time.

® Use the time circles on pages 131-3 to decide
how much time you want to give 1o different
activities, Compare this with the way you
actually spend your time.

R
50 STUDT—%
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Chapter 5
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5 Prioritise

Which is more
important for me to
do first? Buy socks
or hand in these
equations?

You may find it hard to fit in
everything you would like to do
and some things will be more
urgent than others. Identify your
priorities and set a time by

when these must be
completed

{pages 134-5).

Time management as a student JEPE



6 Plan

Be very specific and comprehensive in your time-

planning.

® Keep a detailed diary/planner (see pages 136—
7).

® Work backwards from deadlines such as
assignment hand-in dates (see page 139).

TIMETABLE

| aly al'

) n

7 Doit

® Put your plan
where you will
be reminded of it
easily.

® Implement your
plan to schedule.

& Work out what
might sabotage
your plans.

LA
[
=)

t
o
3>

=

W/

8 Apply time management techniques

Experiment with ways of saving and managing
time, so that you find out what works for you and

have more time for things you
really want to do.

Essay donel Time
for anice lie in!

[Pl Time management as a student

9 Manage distractions and
procrastination

Build your understanding of when and how you
become distracted from using time effectively,
despite your best intentions.
Plan strategies to manage
this. {see pages 146-7).

Yes - | will manage
procrastination and
distraction but ...

10 Monitor

Check that you are sticking to your plan. If not,

® either update your planning to make it more
realistic, OR

® work cut what you need to
do to stay on target.

It’s taking all
my Lime to

ranage my time
management.

Working through the 10 steps to effective

time management

The following pages provide strategies and

resources for each of these ten steps.

® Browse through these resources.

® Work through the 10 steps, focusing
especially on those which will most improve
your own time management.




How much time should | study? |

How many hours must | study?

Hours per year

Each year of successful full-time study on a degree
programme is assumed to be the equivalent of
1200 hours. For work-based courses, those hours
may include clinical practice or workplace activity.

Hours per week

The number of hours of study per week will vary
depending on how many weeks off you take.

& 1200 hours = 23 hours a week for 52 weeks.

& 1200 hours = 27 hours a weeks for 45 weeks, if
you take 7 weeks of breaks.

¢ You could distribute your time in different
patterns for term-time and holidays.

Nominal hours versus actual hours

The figures above are a nominal requirement

- that is, a general assumption of how long it
takes to cover the work for that level of study. In
practice, the time required varies from student to
student, depending on such factors as:

¢ how much additional work they undertake out
of interest or to gain higher marks

® how quickly they get through the work

® the amount of care they take in fine-tuning their
work

« whether they find study hard or easy

e the demands of work-based practice.

Part time study

The number of hours depends on the proportion
of the qualification you study each year.

If you study the equivalent of 50% of a full-time
degree, that would amount to around 600 hours a
year or an average of 12 hours a week.

If you study 80%, that would mean around 960
hours a year or an average of 18 hours a week.

—_—

How much compulsory attendance?

Approx hours required on campus [ ] hrs
Hours of compulsory attendance [ 1hrs
Approx number of hours expected

for independent study (including

online study) [ Jhrs

How many hours for your programme?

Total study hours expected per year [ |
Average hours per week [ ]
Average hours per week during breaks [ 1

Where study time is spent

In practice, 1200 hours can mean very different
things depending on your programme.

laboratories and the rest
studying online.

I spend 4 days a week

at work — and it counts
towards my degree.
Ihave classes two
evenings a week.

( 1spend 20 hours a week in

( | spend © hours a week in
| lectures, seminars and
' tutorials, and the rest of the
<L time in the library or online,

All of my programme is ’
provided online,

o
oY

L
.u.?—.rf ¥

How are you expected to spend those
hours?

Within the overall number of study hours,
there will be broad expectations of how those
hours will break down into different kinds of
study. These may be detailed in your course
handbook.

A blank chart is provided below so that you
can map out roughly hew much time you are
expected to spend on different kinds of activity.

Time management as a student RPN




s
«f‘; Expected weekly study requirements

N

‘&% i
Using your ¢ourse materials to guide your estimates, shade in the time you are expected to spend in each
kind of activity each week. The pattern may differ across the year, s¢ copy this sheet for re-use. Then go
to page 129 to compare these expectations with how you actually spend your study time.

Activity/Time 1 2 3 4 5 6 7 8 9 10 |11 (12 (13 |14 |15 |16+
in hours
Lectures

Seminars

Tutorials ‘

field/clinical/lab/
work-based i
Face-to-face study
groups

Practical studio/ ‘

Other classes or
workshops

independent i
reading/thinking

Qrganising and
plarning

n
|
&
e
g.'.
5
o=
W

Using online
course materials

Online reading/
research

Online directed
study activities

Online tutor
contact

Online study
group(s)
Writing a bleg
and/or reflective .
journal :
Writing up and
fine-tuning
assignments
Other activity:

Other activity:

Time management as a student © Stella Cotirell (2013) The Study Skills Handhook, 4th edition, Palgrave Macmillan



Copy this sheet for re-use, Qver a period of 1-3 weeks, use these copies to shade in how much time you
actually spend on each type of activity. Compare this with the programme requirements (see page 128).

Activity/Time
in hours

Lectures

1

2

3

P
!

5

6

8

9

10

"

12

13

14

15

16+

Seminars

Tutorials

Practical studio/
field/clinical/lab/
work-based

Face-to-face study
groups

Other classes or
workshops

Independent
reading/thinking

Crganising and
planning

Using online
course materials

Cnline reading/
research

Online directed
study activities

Online tutor
contact

Oniine study
group(s)

Writing a blog
and/or reflective
journal

Writing up and
fine-tuning
assignments

Other activity:

Other activity:

© Stella Cottredt (2013 The Study Skifls Handbook, 4th editian, Palgrave Macmillan
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g«* Preferred use of study time
Q\} A R

You may wish to spend more, or less, time on some activities than is outlined in the course requirements,
Plan out how much time you will spend on each type of activity. This may differ each term or semester,
and during breaks. Compare this with the programme requirements and consider the reasons for
differences in your own planning. Copy this sheet for re-use.

Activity/Time 1 2 i3 |4 5 |6 17 {8 |9 [10 {11 112 113 |14 15 |16+
in hours
Lectures

Seminars

Tutarials

Practical studiof
field/clinical/lab/
work-based i
Face-to-face study |
groups

Other classes or
workshops

Independent
reading/thinking
Organising and
planning

Using online
course materials

Chapter $

Online reading/
research

Online directed
study activities

Online tuter
contact

Online study
group(s)
Writing a blog
and/or reflective
journal

Writing up and
fine-tuning

Other activity:

Other activity:

Time management as a student £ Stella Cottrell (2013) The Study Skills Handboak, 4th edition, Palgrave Macmillan



Where does the time go?
As a student, there will be many other demands which eat up your time apart from study. Clarify where
your time goes by pencilling into your diary everything you do for a few days - sleep, exercise, lectures,

etc. - noting this roughly every hour, Chart this using the Time circle. Then use the second time circle to
chart how you would want to use your time each day. Compare the two.

Circle 1: How | use time now

Using different colours or graphics for each type of
activity, mark in where your tirme usually goesin a
day. Treat each segrment as roughly one hour,
Which activities are left out or don't receive
enough time? Which activities take up too much
time?

Example
® sleep-10 hr
& cating - 2 hr

® socialising — 3 hr

& personal/home - 3 hr

® travel -1 hr

® lectures, semninars, tutorials — 2 hr
® reading - 2 hr

® writing — 1 hr

¢ thinking - 0 hr

® exercise/relaxation - 0 hr

L]
£
T
pard
o
5]
L
W

Circle 2: How | want to use my time

On the second circle divide the day into how you
would prefer to use your time so that your day is
balanced between different activities. This is your
goal for you to distribute your time.

Example

® sleep -8 hr

® cating and socialising - 3 hr

® personal/home - 2 hr

e travel - 1 bhr

® lectures, seminars, tutorials — 2 hr
® reading-3 V2 hr

& writing - 2 hr

® thinking -1 hr

& exercise/relaxation - 1 V2 hr

Time management as a student K]
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o
g;‘ Time circle
N

\\"&
A\ I A B e e £ e+ o
Date
How | use time now
24
23 1
22 2
21 3
20 4
| / 5
18 K 6
| \ ,
16 8
15 9
14 10
13 11
12

Key to shading
[
[
[

]
]
)

O
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Time circle

¢
Date:
How | want to use my time
24
23 1
22 2
2 3
20 4
19 5
g
=%
by}
£
¥
17 7
16 8
15 9
14 10
13 11
12
Key to shading

Time management as a student JEES]
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Set your priorities

\

You may find that you have more things to do

Rating your priorities
than there is time to complete. If 50, you will need
to set your priorities for the day, week or year. The

If you have difficulties with prioritising, it can help
to use a rating system.

following checklist helps clarify what to do and use arating sy

when.

® Use one rating to identify the level of
importance,

Priority-setting checklist

® Use a second rating to decide on urgency.

® Weigh up the scores for one against the scores

Done v ol for another, as in the Priority Organiser on page

[ 1 writea'T do’ Yist of everything 135. The rating system for that is described
have to do. below.

[T 2 Highlight or undeline in bold
‘ the essential tasks. .

[ 3 identify the most urgent item
on the list (those with the
tightest deadline). t

i { importan
4 identify the mos ‘

= items on the list (those w|th_:'::12 .
most Serious consequences
completed)- ‘

s Number the items in the best
order to do them.

[ 6 Workouthow jong 1 can spend

Using the Priority Organiser (page 135)
Use rating system

Column A: Importance. Rate how important it is for

you to do this task at all. (6 = unimportant; 10 =
essential.)

Column B: Urgency. If this is to be dene at all, how

essential is it that you do it soon? {1 = must be
done at once; 5 =it can wait.)

Column C: Balance the scores. Subtract the score

in column B from column A, The highest scores
on each. in column C are the most likely to be priorities.
7z Decide what might have 10 be However, double check to see if that is really the
missed out. case.

i imetable of
Enter into my time ‘
S planner the times put aside for

Decide on the order
each stage of all essential tasks.

e Column D Be guided by your ratings to work
out the best order to complete tasks.

® Then number tasks in the order that you will
complete them.

* Write down the time or date to do each,
# Write these into your planner.

Working out the best order

Decide the best order for completing tasks
depending on such considerations as:

Monitor completion
e the most urgent

« Highlight in yellow the task that you will
® the most logical order, such as tasks that should complete next, so that it stands out for your
precede others, or which can be grouped attention.
according to location, travel routes or the

« When it is complete, highlight it in green to
people involved indicate that it no longer needs your attention.
e whether you find it more motivating to get

started on the easiest things first, or prefer to get
the most difficult tasks out of the way first.

Time management as a student



Priority organiser

Complete the organiser below, following the directions on page 134 above.

List of things to do

7
T4

A
need to do
(scale 6-10)

B C
do now {A~+B)
(scale 1-5) '

D
order of
priority/when

© Stella Cotirell (2013) The Study Skilis Handbook, 41h edition, Palgrave Macmillan
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Effective planning and diary-keeping

A good student planner or diary can be invaluable
in managing your time. A ‘week to view’ diary for
the academic year is ideal.

What to put in about your study

A comprehensive record

To be effective, your diary or planner needs to be a
complete record of what you have to do. Write in:

# all non-study activities, such as family holidays,
medical appointments, work hours, birthdays,
volunteering, travel, etc.

& cxamn dates, field trips, work placements,
deadlines for handing in assignments, etc.

o exactly where, and with whom, each
appointment or lecture is

# specific study tasks, such as ‘Read Chapters 2—4
of Urban Ecology’

¢ dates and times when you need to log-on for
specific activities or when course resources are
rmade available online

® free time, to be used to catch up on things you
missed, emergencies, unforeseen events, rest,
and enjoyment.

A plan for completing assighments
Map into the diary the times when you will:

¢ think about the subject

& prepare for lectures and seminars

& prepare for other formal sessions

* plan your work

e research each subject, including conducting
searches, reading and making notes

¢ organise and condense your notes

& reflect on your learning

o discuss work with others

e write early drafts, and edit and redraft these

& check your work.

A strategy for managing deadlines

Use the "Working backwards from deadlines’ sheet
{page 139) to work aut the time you will need for
each stage of your assignments, before entering
these into your planner. Organise everything else
around your deadlines.

Time managetment as a student

Colour codes and symbols

Use colours and symbaols to indicate different
activities and subjects in your diary. If you use
these consistently, you will find that after a while
you don't need to ‘read’ the entries: you will

be able to note at a glance what is there. Use a
positive ar energising symbol for activities you
dislike.

Examples of symbols you could devise

© &

v
T

socialising writing reading
¢ o°
lecture library seminar
1y .
— ~EN
= ﬁ:—' LN /_;jj_,-
fnal draft £xam travel

Diary entries

MONDAY, 20 JULY
g9-11 @ Rm 33, B Block, DrOlafemi
11-11.30 @ Meet Glen in Pink Roem

11.30-1 m‘ Read articles on urban wildlife

1-2 Q Jane & Linda - meet in Jet café

~JT
2-3 /J Travel home

3-5 ?‘\ Read Brown, Chs. 4-8

O |
5-5.30 [ﬁf sasr Shopping, swimming

6.30-7.30 Aé Plan essay on fox habitats
730-8.15 J(ON  binner

8.15-11 % First draft of fox essay




Make your planning work for you

T S A AN AT,

Using your planner High visibility

Your fiiary or planner will bfe effective only if you o Highlight alf key dates such as deadlines so
keep it up to date and use it. that they stand out from other activities in your
® Carry it with you at all times. planner,

® Enter items legibly and in full so that, later in the

® Add all commitments straight into this so that
year, you know what each refers to.

you cannot forget them.

® Write inessential appointments in pencil, so you
can make changes easily,

e Organise entries so you can see at a glance
which time is fitled; make sure you cannot
double-boaok your time.

® Be rigorous in reorganising appoeintments
straightaway if more than one falls at the same
time. Avoid leaving this untit later.

® Check it several times a day, especially at night
and first thing in the morning. See whether
there is anything you need te organise for the
next 24-48 hours.

Be specific

Enter brief but clear details that will help you to be
in the right place at the right time. These include
start times, people’s names, locations and room
numbers. The example below is taken from The
Palgrave Student Planner.

Reflection: Using your planner

. ® What are your current strengths in
. maintaining a diary or planner? ;

Write To do’ lists in your planner and update these o what improvements could you make to make

every day. Look ahead to the end of the week in . your life more organised?

case future activities require you to add anything

to today’s "To do’ list. See page 138. —
14 monNDAY
Time Activity Where To do today
4-12 Modern aesthetics (leet.) {leave before 81 H - A0 '
P 12:15 Lunch wiSean and Yoshio Green Caff - Coffeelrice ;
lpm Go over seminar with JK for this pm - Reserve Bombrich books
i-5 C19 tech. Seminar: JK & me presentat. Carpt. 12b
: .5:33-7 Gym. Meet Sutie inside. - Ring home
- card for Claire
- 8207 Film at Phoenn. Ring for seat. - pick up slides

,

S

Time management as a student REY



Using ‘To do’ lists
M

Why use ‘To do’ lists?

Checklists are a simple but effective way of For larger items on the ‘To do’ list, jot down what
drawing together everything you need to do and you will do next. This will help you ta:
keeping track of what has been completed.

& get started on doing it
Even the simple act of writing a good 'To do’ list ¢ reduce distracting thoughts about unfinished
can be helpful. It can reduce stress by enabling tasks.
you to feel you are getting started on a task. The
more precise the actions, times and details on your
list, the less you need to remember, so reducing
mental ‘clutter’. The more your brain feels you are
in charge of completing a task, the less it gives you

‘Next step’

SO0N

TODAY

are going to do.
& Star or highlight the essential items.

¢ Attach or paperclip the list to the page opposite
the current page of the diary.

@ Cross out alt completed items so that you are
clear what is left to do.

Home/Me

5, Get watch fixed
(2.30-3.20)

2, Gocks e
puyisg paper)

: , Study
a nagging sense of things yet to do. Study Make eseay pians
% Urgent: lookup o revise. Sunday (e
Diary ‘To do’ lists reference fol-} €992y o,
-12.15)-
® Write a fresh [ist of things to do on a piece of (12 Home/Me pasics
paper or sticky note. Shop for food b
® Divide the list into ‘Today” and ‘Soon’ (so you (Bat am)
are aware of what you need to do long-termy). 4. Find 2 5budy Other Vet Book
® Write itemns under headings so that they are easy puddy. Send Cat to 95‘0 Get
to see: ‘Study’, ‘Home’, ‘Other’ (or whatever message out today 3PPtbbiof n;zw vet.
o4 headings suit you). (12.15-1 2.30) numvel
%’_ ® Be as precise as possible about what exactly you
2
)

Other

6. Messade to Mary
B.18.00-18.45

Map out the time for ‘To do’ lists’

® Organise your list into a sensible running order
- which are most important?

- which are best clustered together?

Making new ‘To do’ lists
® Jot down the maximum time to spend on each

! ) At a certain point, you are likely to have a list with
item or cluster of items. many itemns crossed off, and others still remaining

® Jot into your planner the start and end times for  to do. Once your list starts to feel old, cluttered or
the most important items on the list. confusing, start a new list, transferring over any

® Take note of things that take longer than unfinished items.

planned. Take account of this in future planning.

Note whether there are items that you put off
continually. Decide whether you really are going
to get round to them. If so, put a precise time into

your diary and stick to it, so you can clear it off
your list.

Time management as a student



Working backwards from deadlinés %,,

4,
T ————. ¢y
! How long will |  When will How long it
| it take? Idoit? actually took

Preliminaries

# Early brainstorming, reflection and discussion
with others

® Working out what is required

Research

& Working out which research methods to use

® Working out what information/data | need

® Assembling information (to search, read, gather
data, experiment, etc.)

& Digesting and reflecting on the information
collected

Organising the content

# Grouping and organising information

Chapter 5

® Selecting what to include

Writing draft versions

® Thinking about and improving each draft

® Writing each draft

® Likely number of drafts expected actual

Completing the task

® Writing up the references

® Writing the final draft

® Checking through the work

@ Final deadline

Use this information in planning your next assignment. Write the time for each stage into your planner.

© Stella Cottrell (2013) The Study Skifis Handbook, 4th edition, Palgrave Macmillan Time management as a student IR



Apply time management techniques: time blocks

Select « those techniques that you think would
be most effective for you to use.

[] Choose the right time

Some people study best at night when all is

quiet; others think more clearly first thing in the

morning; others study 9-5, following a working

day.

® Choose the time when you are most alert
mentally and best able to remain focused.

# Avoid times when you may be interrupted.

® Match the study task to the time available.

Reflection: Maintaining
concentration

. How could you plan out a session of

" independent study time to best maintain your
_ concentration and interest whilst using all the
. time effectively?

1

[ ] Plan efficient breaks in study
Longer breaks are important for rest and for
enabling the brain to absorb information. Too
many breaks can disrupt concentration, making it

i

Reflection: Which times work best
for you?

At what times of day (or night) are you at your
* best for different kinds of study activity?

L

[[] Use workable blocks of time

Some students study best for bursts of 30 minutes,
separated by 5-minute breaks. Others find it hard
to settle after breaks and work better in longer
study sessions. Organise blocks of study time that:

¢ help you stay focused and interested
¢ enable you to do a significant piece of work
& avoid time-wasting.

w
.
G-
et
[=H
g
vy

harder to refocus on the material. Taking no breaks
at all suits some people, but tends to lead to
tiredness, boredom or taking ill-advised short-cuts.

[] Build in some longer breaks
Time these so that you can:

& clear your head and keep your thinking fresh

& rest your eyes and check your position if you
have been on-screen for some time

# check that you are spending time as planned.

[ | Take micro-breaks

¢ Take micro-breaks of 2-10 minutes.

& Whatever the length of the break, give yourself a
set time by which you must return to study.

* Move right away from your books or screen so
thal you don’t get drawn back into study or

Reflection: Which blocks work for
you?

& What kinds of study block suit you best?
. & Does this vary depending on the study task?

L

[ Mix it up
)f you get bored with routine, then divide your
time into blocks of different lengths, allocating
these tc activities that either lend themselves well
to shorter bursts or need sustained application.

& Follow ionger blocks of study with short ones,

& Build-in breaks of different lengths too, so that
your use of time feels less regimented.

® Move frequently between tasks such as reading,
noting, writing, thinking, calculations and so on,
to keep your mind alert.

& [ntersperse online study with other activities.

Time management as a student

online activity. Go to a different room or outside
so that you have a complete change of scene.

& Get a drink or snack if needed. Move around so
that you stretch your limbs and unwind.

Reflection: Which breaks work for
you?

Is your study more effective with frequent
. breaks? Or does that disrupt your
" concentration?

i & How long does it take you to settle down

. to study when you take a 3-minute break?
A 20-minute hreak? A break of an hour ar
more?

i

© Stelia Cottrell (2013) The Study Skils Hanobook, 4th sdition, Palgrave Macmillan



Apply time management techniques: multip(e methods

] work to your rhythm

Take note of how you respond
to different kinds of study

task. For example, if you are
slow to warm up to study,
schedule short activities such

as brainstorming ideas early in
the day. You may find you are
increasingly engrossed by study
as the day progresses, and can
settle down to complex reading
or to writing tasks once you
have ‘warmed up’ with shorter
or simpler tasks. Look for ways of
scheduling activities to suit your
study rhythms,

L] set early deadlines

Set yourself deadlines for
completing assignments earlier
than the official hand-in time.
This gives you time to fine-tune
your final drafts and manage
unfareseen emergencies.

[ keep track of time

¢ |ot down as a list your start
times for each new activity.

® Put this where you can see it
easily, such as on a sticky note
on your diary or computer,

o Check it frequently as you
study. Adapt your times
sensibly if you start to fall
behind.

© Stella Cottrell {2013) The Study Skitts Handbook, 4th edition, Palgrave Macmillan
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[ ] Use a timer

® Use a timer on your computer or phone, or an old-fashioned alarm
clock. Set it to go off a few minutes before the time you wish to
start on your next activity.

Stop the Tweets!
Time for Keats!

2
2) O )

® When the timer goes off, be strict in bringing your current activity
to a close so that you can start the next.

® |t may take some experimentation to work out realistic amounts of
time to set for each type of activity.

[ use support networks

if you have demanding commitments outside of study, it helps

to build the kind of support networks that fit your life style. For
example, if you volunteer or work part-time, there may be ways of
sharing shifts with others so that there is cover available for when
you need to be in class. If you have children, you may be able to
organise childcare with other students who are parents.

Chapter §

LI organisation = time-saving

Good organisation is a key way of saving time.

# Manage your files, so that you don’t keep more material than you
need.

# Organise space, including your online space, so that you can find
everything quickly.

® Name it and label it, s0 you can find things easily.

® Plan your day so that you use pockets of time well,

Time management as a student [EE3
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Apply time management techniques: online study

| Beware the addiction...

Surfing, browsing and communicating online
make study more interesting but can be addictive
- and more time-consuming than we realise. Listen
to those who say they never see you! Be rigorous
in monitoring how long you spend in online
activities.

Time onfine
¢ ff.Just 5 minutes logking at this N

website .

+ 2 minutes on thia one ..

+ | minute just quickly doing ...

+ D minutes for a quick catch-up
wit ...

1+ 2 minutes looging for ..

C + 2 minutes

+maore time ...

\Total timeonline today =23 hrsj

) Monitor time used for online study

You are [ikely to engage in online activities to
support your study, such as:

# browsing for material for an assignment
e watching online videos
¢ listening to podcasts of lectures

¢ sending messages to students cn matters related
to your study.

As these activities are study-related, it is easy to
persuade yourself that it is all beneficial for your
study, even if you spend more time on them than
is helpful. This can mean that you run out of time
for other aspects of your study, such as reading,
analysing material or proof-reading assignments.

¢ Find out exactly how much time you spend on
each type of online study activity.

¢ Consider whether that time allocation is working
well for your study.

¢ If not, decide on the times you want to spend
on those activities - and stick to these.

Time management as a student

[] Monitor online distractions

When timing your online activities, be scrupulous
in timing how much time you spend on things
that distract you from your main study plan.

® Include distractions that take “just a2 minute’.

& Note how much time it takes you to settle down
1o study after each break or distraction.

e Note whether the occasional minutes are really
just that or whether they add up te significant
distractions.

# Add up the total study time lost to these
distractions over an hour, day, week and year.

& Consider whether that is how you still want to
spend your time online,

Time online spent in study

~

r/é hours for study ...

minus 2 minutes logging on

minus 10 minutes trying te find
where | put the file

minus 3 minutes answering a
message from Sam

minus 2 minutzs on a quick email

rinus 10 minutes ordering a book

minus 5 minutes onling
shopping ...

rirus ..

Total time spent studying: 17

\tnmutes

S

[ ] Plan-in response times

If you will need to await responses from others,
including tutors, in order to complete aspects of
your study, work on the assumption that they may
take 24 hours or even several days to get back to
you. It isn’t realistic to expect everyone to get back
to you immediately.

© Stella Cottrell {2013} The Study Skills Handbook, 4th edition, Palgrave Macmillan



Ten time-saving strategles |

1 Save time writing notes

& ‘Write your notes directly onto a laptop,
computer or mobile device.

# Avoid writing notes in full sentences — use
headings and keywords.

2 Save time copying between files

® Use Dropbox, Google Docs, or similar software
to access the same documents from any
computer or device that you use, rather than
copying across from one t¢ the other.

® [f you use Pages on an ipad, email documents to
yourself in WORD fermat so that you can save
them into Dropbox.

3 Make the most of spare moments

Make a list of tasks that you could complete in
spare moments such as when queuing, or that you
can combine with other activities that require little
mental input. Ideal study tasks include listening to
podcasts of lectures or revision points, memorising
flash cards, or reading short sections from books.

4 Save time looking for notes

+ When making notes, write each major point
under a different heading. Use a large bold font
for headers so you can find peints quickly when
browsing your notes for specific items,

¢ Name and date your folders and files clearly.

¢ Maintain an updated contents guide to your
folders and files, so that you know exactly where
to search for what you need.

¢ Keep detailed records of source materials and
page numbers in your notes, so you can find
them again easily if needed to check details.

5 Save time reading

o Use ‘smart reading” strategies (Am ! @ smart
reader?, pages 165-7).

# Read only what is relevant to this essay or
assignment. If sormething looks interesting for
the future but is not relevant now, make a note
of it rather than becoming distracted by it now.

6 Save time in writing references

For every book, article, etc. that you read,
keep a full record of the details required for
your references (see pages 179-181). Do this
electronically for ease in pasting into your
assignment, or use electronic referencing tools.
See page 182,

7 Use word limits to focus your
energies

Usually, you won't need to read, note and include
as much for a 1000-word essay as for a 2000-word
one. Map out how much you really need to read,
note and write to match the word limit {pages
290-1).

8 Save time thinking

& Carry a small book to capture ideas as they
QCCur,

# Use ‘brainstorming’ and pattern notes to
generate ideas quickly (pages 279 and 173).

Chapter 5

9 Save time organising information

® Don't note down the same information twice,
If two writers make the same peint, note a
reference to the second source in the margin
next to the first time you noted that point.

® Use shading on the computer, or highlighter
pens an paper, to group information relevant to
the same section of your assignment.

e Cut and paste together items shaded the same
colour. Read these again once regrouped.

# If you have the option, read your shaded notes
on a page or in a window alongside the one in
which you are writing your assignment.

® Use a folder or a resource such as The Palgrave
Student Planner to draw together study-related
infermation in one place (see Appendix 3, page
402).

10 Avoid duplicating effort

Find a study partner to bounce ideas, exchange
study strategies and share permitted study tasks.

Time management as a student JEEE




Manage procrastination and distraction

R e e L

B T T U

Effective study depends ¢n having your state of mind, space, time and
materials organised in the ways that best suit your learning.

Creating a state of mind for study

Many students find it difficult to get into the right
mood for study. They put it off to another day.
Everyone has their own particular distractions:
endiess cups of coffee, texting and tweeting,
phone calls, TV, browsing online, housework,
anything rather than settling down to study.

Give yourself study triggers

Many people need a ‘trigger’ to start a study
session. One student clears his desk each time

he finishes studying: his study trigger is a clear,
inviting surface. Another has a ‘ritual’ of switching
on the computer, bringing in a glass of water and
then apening her books at the appropriate pages
before she feels she is ready to begin. Another
begins by making a coffee while standing in the
kitchen, brainstorming ideas onto paper. He feels
he has afready started Lo study before he sits
down.

W Reflection: Study triggers

* What actions or thoughts can trigger you into
- “study mode’? If you don‘t know, experiment
: until you find triggers that work for you.

Create the right environment

Make a conscious note of the kind of environment
that suits you best for different study tasks. Do
you need quiet, music, background noise? Is
study better at homne or in a library? Alone or with
friends? In clear space or chaos? What else do you
need?

\
@ Reflection: $tudy environment

What kind of study environment works best for
: you? Does this change for different aspects of
- study?

Time management as a student

Use your distractions to help you study
Study on the move

If your distractions involve movement (such as
sport, shopping or housework}, spend ten minutes
first browsing a chapter or going over notes.
Then give in to your distraction if you still want
to — but go over what you have just read as you
do it. Iif you are an active person, combine sport
or movement with study tasks such as thinking
through how you will approach an assignment,
or rehearsing material covered in class to see how
much you remember. Some people learn better
‘on the move’.

‘Stealth study’

If you find it off-putting to be “cbliged’ to study,
begin by allowing yourself a limited time to study
initially — maybe just 5-10 minutes. Ease yourself
gradually into increasingly longer spells.
Alternatively, after ten minutes, move away from
your study, changing activity, but doing something
that enables you to continue thinking about what
you have just studied. Set yourself questions to
answer if that helps you to remain focused, For
example, consider whether you agree with what
you have read, or decide how you would use it in
under 30 words in an assignment. Jot down any
ideas or phrasing that occurs to you.

If you feel compelled to sit down to check a point
or write something up, then do so. You may find
you become engaged in your study at that point.

Use distractions as resources

If you tend to phone or text friends as a
distraction, ask them to help you focus on your
work. Tell them to ask you about the assignment or
use them as a sounding board, but be considerate
- your friends will probably be delighted to hear
from you, but may also be trying to concentrate
on their own study. Set time limits for calls

Connect to your motivation
See pages 111-18,



Getting down to study - %,

e

Settling down to study is a common difficulty for
students, even those who enjoy study once they
get going. If this is true of you, it may be because
you have not established the right conditions for
you for that aspect of study. For example, do you
know what kind of task you do best early in the
day or late at night? Do you know the best time
and place for you to redraft a piece of writing or to
read difficult texts?

Experiment until you find the times and places that
suit you best for different study tasks. Whenever
you struggle to get down to study, check your
responses to the following questions.

A g e

IR R TR S
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space and

mind for

Reflection: Getting down to study

=

i For each of the five areas below, write at least
: one suggestion of a change you could make
- now to improve your studying. :

1 Am | doing this for myself?

LI Am 1 clear about my motivation for doing
this?

[LJ Could I make this task more interesting?

L] Could | make this task more enjoyable?
2 Are my expectations realistic?

L[] Am1 taking things step by step?

[J Do I need to set smaller milestones?
[] Do I need a better reward system?
L] am i taking the right kinds of breaks?

[ Have | worked for too long without rest/
sleep?

L] Am getting enough to eat and drink?

(] Have | set myself enough challenge?
3 Am | in the right place?

[ ... for this aspect of study?
[] Do I have a good surface to write on?
[] Do 1 feel comfortable?

_] Do | have good light and ventilation?
_1 Do | have the equipment I need?
L] Am [ likely to be uninterrupted?

4 Am | working at the right time?

[J Do I work productively at this time of day?

[T ts this the best time for this activity?

LJAmI completing tasks in order of priority?

5 What are my excuses for
procrastination?

What kinds of excuses do | use for putting off
getting started (“First, | just need to ...")?

I will manage these excuses by:
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A
\§ Identifying and managing distractions
N
M_

LAY
Time-eating ‘danger zones' online

As time spent online often creates the greatest My ‘danger’ apps ‘
challenges to students’ time management, it can The apps that take up a disproportionate
help to identify your personal ‘danger zones’. amount of my time or distract me from
These are the websites and e-resources that take .

study are:

up a disproportionate amount of your time. They

could be useful sites that you over-use, distract you Q)
too easily from your main purpose or serve too 2)
easily as launch pads to other sites. 3)
e Note which sites, apps and tools you use most, (4)
® Decide how much time you really want to spend 5)

on these.

® Decide how you will build a reasonable use of
your favourite sites or resources into your day.

o Consider how you will keep yourself to that |
amount: how will you monitor how long you are
using each? How will you motivate yourself to
close the site or app?

1l manage my time using these by:

‘A : websites and t00ls :
= s r ZONe' we 4 . .
| My daﬁge cbsites and resources that take | Other distractions
§ Thetma::nuch of my time or distract me - You may find that you are also easily distracted
o up oo . = by friends, family, personal interests, games, day
from study are: . :
- dreaming, or a host of ather things.
)
@
) Other key personal distractions ;
. @ Thefother ma.in distractions that prevent k°
me tfrom settling down to study or draw me ;»
(5) away from study once started are- .
(6} ] )] 1
@ L@ E
 © ing these by: @) L
I'li manage my time using ne . g (4) :
I. g
(5) 7

It manage these distractions by:

T ey P i e R TR i 1 - P
T D e R e o
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Once you have started on a task, the next time
management challenge is staying on task, This is
sometimes referred to as ‘stick-with-it-ness’.

Using the first few minutes effectively

It can help to stick with a task if you feel you have
made a good start. To achieve this, set yourself

a time challenge to complete in the first 10-15
minutes of each period of independent study.

N
ﬁ_\ Reflection: The first 10-15 minutes

: & How effectively do you use the first 10-15
minutes of study?

. ® What kinds of challenges could you set for

© yourself to use those initial few minutes in
effective and motivating ways?

Remaining focused

Some of the reasons that students give for not
staying on task are listed below. Which, if any,

apply to you?

1 U continuing the same activity for too long
2 U getting bored

3 U finding the material too difficult

4 [not seeing the relevance

5 [ getting tired.

Strategles for remaining focused

& Break up your study time into blocks of different
lengths: see page 140.

# Set yourself specific challenges for each block -
with just enough time to complete them. Don’t
give yourself the luxury of thinking there is time
to waste.

Staying on task |

® Set a schedule of tasks for the time allocated.
Alternate tasks of reading, noting, writing,
listening to podcasts, thinking, searching, etc. to
maintain your interest through variety,

® Set short questions relevant to your assignment
to focus your attention for that study session.

@ Look for the debates and controversy in the
topic: these add interest. Consider how these
will impact on your own perspectives on the
issues, and on your assignment and revision.

& Consider spending some time working with
others — agree a time schedule together for
staying on task.

Reflection: Remaining focused

- What could you change about the way you
" study to help you to remain focused on the
task?

Life balance

n
e
z
o
]
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Organise your time so that you take care of
yourself generally and can replenish your energies.
It is better to plan these into your week along with
time to deal with unforeseen circumstances. Make
sure you get enough time for;

® sleeping and relaxing

® eating

® exercise

® family, friendships and social activities
# having fun.

@ Reflection: Life balance

® To which aspects of life, work and study do
you pay most attention?

@ How effective are you at replenishing your
energies? What could you plan differently?

Time management as a student WEH




& Activate your time management strategies
R
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M@ Reflection: Which strategies? ‘ 6 Next steps for putting time

management strategies into

* Which of the strategies from pages 125-47 action

- above could you adopt or adapt to manage o :
© your time? - ¢ For the strategies that you identified as right for
(1) ~ you, decide how you will plan these into your

daily routine. Start the ball rolling by identifying -
: - the next set of steps you need to take in order
f @ " to effect a change in your time management.
' - For example, if you need to use a planner,
your first step might be to find a website or
3) . shop to purchase one. If you need to manage
¢ | your online time better, then identifying your
. personal online ‘danger zones’ (see page 146)
(4) - may be your next step. Jot down your 'next
i steps’ as a "To do’ list.

' To do: (what and when)

) W
‘g (6)
g @
g :
e ()

What other strategies, if any, could you devise 3)

for yourself to improve your time management?

M _
4)
(2) ;
- ®
o »
| - ®
(4)
3 (A
(3} -
L — L ]
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Monitor your use of time

Use a photocopy of this sheet for each study period until you are happy with how you use your time.

Column 1 (fill out during study)

Date:
Where:
Time | am starting:

Study conditions:

Column 2 (fill out after study)

Were the conditions, time and place the best
possible? Could | improve anything?

How long am | going to study for altogether?

How long did | study for?

How many breaks do | intend to take?
Times of breaks (approx.}?

Length of breaks?

When did | take breaks?

Did | stick to the break time? If not, what do |
need to do to get back to study?

Interruptions that occurred

Type of
interruption

1
2
3
4

How could | prevent these interruptions?

Actual time spent really studying:

Length

Total time
worked

Time
finished

Thoughts and observations about my study habits and time management

© Stella Cottrell {2013} The Study Skilfs Handbook, 4th edition, Palgrave Macmilan
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Chapter 5

Review

Time management is an essential skill for students.
Student life can be very demanding and that is
especially the case if you combine study with other
commitments such as work, volunteering, family
and caring responsibilities, sports or creative and
performing arts. It is easy to assume that there is
more time available than is the case, and to believe
that study tasks can be completed more quickly
than proves possible in practice.

It is not unusual for people to forget to put

any time aside even for such essential tasks as
preparing food, eating, travelling between home
and coliege, celebrating a friend’s hirthday, finding
course materials they have been teld to use, or
planning out their assignments. It pays to develop
a sharper sense of what exactly needs to be done,
and by when, and how long it takes to complete
each aspect of the task.

Investigate as early as possible the amount and
nature of expected study commitments for your
programme, so that you can plan for these well in
advance. Develop a keen sense of the total range
of tasks that you will need to complete for study

Time management as a student

and for everyday life, and plan into your diary or
planner exactly when you will do these,

It is unlikely that you will need the same level

of monitoring of your use of time throughout

your time as a student, However, most students
experience periods when it is hard to get down to
study, or to stay on task, or to fit in everything they
need to do. At such times, it can help to focus in
on your time management strategies, using those
techniques and resources outlined in the chapter
that you find of most use.

This chapter has outlined a 10-step strategy for
effective time management. All 10 steps are
important — you can‘t really pick and choose, or
opt to miss any out, and still be managing your
time to best effect,

However, it is likely that you will be more effective
in some areas than others. Good self-knowledge,
planning and organisation help with most aspects
of time management. You can draw upon the
chapter for ideas for more elaborate strategies to
address those areas you find most problematic.



Part B
Academic skills

_\

6 Core research skills: reading, note-making and

managing information

7 Critical analytical thinking

8 Memory

9 Confidence with numbers

Study skills consist of more than simply
academic skills, but academic skills are a key
aspect of what we understand by the term
‘study skills’. Chapter 2 outlined a wide range of
skills that could be considered to be academic
skills. This section focuses on just four sets

of academic skills that are essential to most
courses of Higher Education.

As research of one kind or another is central

to academic work in Higher Education, you are
expected to have the strong core skills relevant
to researching your own assignments. These
include finding good quality information at
speed, reading selectively and at speed, and
using taught sessions to help you build your
information base in support of independent
study. They also include knowing how to use
the information you find in appropriate ways.

As well as finding information, you need to be
able to select and interpret it with a critical
eye. Critical analysis is an essential skill for

reading and listening in Higher Education.

You will be expected to demonstrate this

in your written assignments. Depending on
your course, you will need to be able to recall,
at speed, your course material in a range of
settings: in discussion, for exams or for practical
application. Many courses expect at least a
basic understanding of, and confidence in,
manipulating numbers.

Although the subject specialist aspects of
research, statistics, maths and critical analysis of
sources are genetrally included within courses,

it is generally expected that you have a good
grasp of the basic underlying concepts. These
are addressed by this section.

It would also be expected that you have good
basic skills in writing. Those academic skills are
covered within the context of writing specific
assignments, in Part D on task management
skills.

Academic skills
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Chapter 6

Core research skills
Reading, note-making and managing information

e ——

This chapter offers you opportunities to:

# fine-tune your skills in information-finding, reading and note-making for higher level study
¢ understand the processes involved in managing information for academic tasks

& appreciate what is meant by ‘good quality’ sources

® consider how to adapt your reading and note-making for different types of study task

¢ know what is meant by ‘plagiarism’ and how to avoid it

® learn how to cite sources and reference your work

¢ make effective use of lectures and taught sessions.

The nature of research

Research, or “finding out’, is something we do ali
the time, whether we want to know more about
music, people, sport, shopping or following up an
itemn on the news. Our methods vary depending
on the topic, how much we want to know, and the
availability of the material. Likewise, for academic
study, there are different methods of researching a
topic, depending on the subject discipline, level of
study, source materials and the assignment.

Using ‘informed opinion’

At this level of study, you are expected to use more
than just opinion, common sense and spur-of-
the-moment responses and to develop informed
positions on issues. You do this through activities
such as reading, debate, experimentation and
critical reflection. You are expected to demonstrate
a deeper understanding, and to use more precise
informaticn, than the average person in the street.

In practice, this means searching out information
to use to produce assignments and contribute

to projects, taught sessions and discussions at an
appropriate level. As you progress through your
degree, you build your research skills, making
more advanced searches, reading greater amounts,
using specialist material, collecting your own raw

data er using original decumentary sources, and
working with information to make it meaningful in
the context of your course and assignments.

You start the process of developing your research
skills by honing pre-existing skills in finding
information, reading and note-making. This
chapter looks at ways that you can develop these
core skills, along with skills in extracting useful
information in taught sessions, and appropriate
ways of acknowledging your sources. Such skills
provide a solid foundation for the specialised
research skills that you will learn within your
academic discipline.

Justa
2,000-word
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Managing information for academic study

(1) Defining the task, identifying precisely
what you need

{2) Using material of suitable
quality and content

you see it ...

of good quality for academic
purposes
(b) identifying material that is

such as your assignment or
research project

time on material you are not
going to use,

Recognising what you need when

{a) being able to identify material

directly relevant to the purpose,

(¢) being able to tell quickly what to
reject, so that you don't waste

3 )_-Eﬁawing Wbere to look

Knowing where to start a search
for which kinds of information ...
# library catalogues

® (oogle Scholar

# Athens

¢ bibliographic databases

® gateway services

¢ digital repositories.

(4) Using the right tools

® searches
® storage
® referencing
® sharing.

Knowing which tools are available
to help you to conduct, enline ...

Care research skills

Work out what you really need...

Use assignrnent titles and the background
information provided about the assignment in
order to identify key words, dates and places
that will help you to focus your search more
precisely.

Be as clear and precise as possible in your own

mind about the kind of information that you are
looking for so that you can define your searches
closely, saving time and effort.

--IM.anaging information for study

Managing information for study
means:
1 defining the task, identifying
precisely what you need
2 using material of suitable quality
and content
knowing where to look for it
using the right tools
5 using search methodologies that
offer the most direct route
6 applying effective reading and note-
making strategies to extract and
record the information you need
7 stering information so that you can
find it again easily for use in your
studies or work
8 sharing information appropriately
for group assignments
9 applying information in a way that
is fit for purpose, using appropriate
conventions, citations and
attributions
10 moving back and forth flexibly and
easily between the above stages -
with the least time and effort.

W




(%) Applying information and
attributing sources

Knowing how to use the

information in your assignments ...

(a) selecting the most appropriate
material

(b) using information to stimulate
your own ideas

(¢) combining and synthesising
material from many sources

{d) drawing on sources for evidence
to support your reasoning

(e) giving due recognition to those
whose work or information you
use,

It also means:

® knowing what is meant by
plagiarism and cheating

@ understanding how to cite your
sources and provide appropriate
references. (See pages 179-81.)

(8) Sharing information for group
assignments

Knowing about tools and methods

that can help you to study

collaboratively with others online

or in study groups ...

® taking care to avoid accidental
copying or plagiarism

® sharing bookmarks

® using Google Tools.
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(7) Storing for academic use

assignments

{b) cite and reference it
appropriately

e Downloads

& Memory sticks

# Bookmarks

@ Delicious

Knowing how to store or tag
information so that you can ...

(a) find it again quickly if needed for

& Reference management tools.

: .
T

5,

{(5) Using the most appropriate
search methods

(6) Applying effective reading and
note-making strategies

Knowing the search methods to

use to:

(a) limit your search to find just
what you need

{b) extend your search if you haven‘t
found what you want

{¢} make advanced searches,
including use of Boolean
operators,

(a) read at the right speed for the
purpose

(b) adapt your reading strategy to
suit your learning style and the
task

(¢} make useful notes when reading,
listening and using audiovisual
material.

Core research skills
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Defining your research task

Chapter 6
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The nature of the task

We saw above (page 66) that
successful students tend to spend
more time at the start of an
assignment, working out exactly
what is required. Before launching
into any piece of work, take time to
clarify exactly what is required and
plan your approach. Being clearly
focused from the outset will save you
time later.

1 Organise and plan your work,
allocating your time according
to what you are expected to
produce.

2 Read carefully through the
guidelines for the assignment.
How many parts are there to the
question? What is really being
asked? (See pages 284-5.)

3 Consider the purpose of the
assignment. Why this particular
topic, and why this particular
wording? ls the assignment
one that is always set on your
course because it covers essential
background? If so, what is there
that you need to know? Qris it
topical, related to recent research
or an issue in the news? If so,
what is that issue?

4 Consider your end-point. What
should your wark look or sound
like when it is finished? (See
Chapters 12 and 13.)

5 Use the marking criteria. Display
them where you can see them,

and use them to guide your work.

6 Scale your research to the time
and the word limits. Consider
what is expected, given the
length of the assignment. Be
realistic in how much you plan to
read and note.

Care research skills

Start by surveying the field

What do | need to find out?

You undertake research of some kind for every piece of academic

work. This might include:

e background reading to explore the subject

@ identifying the leading experts in this topic - those whose
primary research, thearies or writings are regarded by
academics as essential background knowledge — even if you
do not read their work in detail

e some investigation into the variety of views held on the
subject: what has been written on the core issues? Do the
experts agree or disagree, and in what ways and why?

® some specialist reading, such as a recent or important journal
article, or an essential text or set of texts on a given topic.

In other words, start by surveying the area. As an undergraduate
you may not need to read a great deal on any one topic,

but you do need to be aware of your field of study — what is
imporlant, what stands out, and why. Develop a feel for which
topics are worth focusing on, and which are peripheral.

Managing the peripherals

As you carry out your research, you will come across all kinds

of information that will intrigue or fascinate you and that you
may want to pursue. You will not have enough time to foliow up
everything that catches your attention, so you will need to:

¢ decide what is essential

¢ decide what you have time to pursue now

¢ make a list of topics to follow up later and put these aside for
now.



Making the most of the library

Library services

The starting place for most research
is the library. Join your college
library as soon as possible, and find

You did say to make \|J[ i}
myself at home in -
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out about the range of services
available. Typically, these include:

® support and resources for using
the library and for finding material
anline

® silent areas, study rooms and
reference sections, and discussion
areas

® books, papers and academic
journals, in print and electronically

® specialist collections

# photocopiers, laminators, binding
facilities

& computers and wireless areas for
laptops

o DVDs, film, tape, slide, microfilm and digitised
materials from your reading list

& specialist resources for disabled students

¢ facilities for making audiovisual aids for your
presentations.

If your institution is based on more than one
carmpus, find out what is available on each. Find
out how you can access books and resources at
each site.

The library catalogues

Most catalogues are now electronic. Your library
may have specialist colfections in your subject, or
the index for a national collection. It is quite usual
to need help using these. If you are uncertain,
don't be afraid to ask.

Make the library your own

To join the library you will usually need your
student number and/or identity card, so make sure
you take these with you. Walk around the library
and becorne farniliar with the atmosphere. Sit at
different tables — try out different spaces. Where
would you work best?

Look up books from your reading list, using the
technology, checking what is available on the open

shelves and what you can call up from stores or on
loan frem elsewhere,

Find out basic information

¢ Where are books in your subject located in the
library? How are they classified?

¢ How many items can you take out at once?

® How many iterns can you take home on loan -
and for how long?

# How long does it take for books to arrive once
ordered?

® Can you reserve books?

® How do you reserve or renew by phone or
online?

# Are there fines?

® How do you request inter-library lcans? How
much do these cast?

® Are there subject-specialist librarians?

6 Classification system

- Check the classification systern (or systems)

- used to group books in your library - Dewey
. Decimat Classification (DCC), Library of

. Congress (LC), etc. Which number range

- applies to your subject for each system?

Chapter 6
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Chapter 6

Finding information: getting started

The reading list

The mest important tools for getting
started are usually those provided
through your course. Typically, these
are:

# reading lists
# course handbooks

# resources mentioned by teaching
staff, provided as handouts or in the
course’s virtual learning environment

# references made within set texts or
course materials, to other materials.

Use these to build up a sense of the
academic community in the discipline,
to identify the people respected and to
recognise the kind of sources regarded
as useful and reliable.

Build your own trail

e Note who you are asked to read.

& Find out more about the other works
they have written.

# Check the references at the end
of the item. Call up some of these
for yourself and then check their
references in turn, to call up further
items.

® Look for patterns in who is writing
about which topic and whose
work is most respected and used in
references.

¢ Decide which sources you find most
useful and interesting.

Indices and abstracts

Indices and abstracts are separate
publications which give brief details of
journal articles, including who wrote
what and where to find it. In an index,
you can search by subject heading
and by keywords for all the articles

on a given subject. They are updated
reqularly and are well worth using.

Core research skills

Finding academic sources online

Google Scholar search engine

Google Scholar is the main search engine to use for your

work as a student. 1t is;

® extensive: it draws on a very wide range of subject
databases relevant to students

® based on a keyword search

¢ predictive: it brings up results based on the individual
user’s pattern of searching

# personalised: it draws on your previous searches, so you
gain unique search results.

Research tools

You can find additional research facilities online, such as
those available at www.iTools.com/research. With these,
you can access definitions, maps, quotations, language
translations, synonyms, and much more,

Athens

Athens AMS manages access to sites of interest to
researchers. As a student, this usually gives you free access
to many electronic journals and databases.

Bibliographic databases / gateway services

These are maintained by professional academics, which
helps to quality assure the materials. You can search

by keyword, author or journal to help you find books,
articles, reports, papers and documents in your subject.
Your library website will have details for each subject.

Digital repositories

Banks of digital materials with millions of resources
suitable for academnic study are being grown by HEIls and
other bodies. These are usually free to search but you may
need to enter a repository to search it.

Useful resources

See pages 400-1 {(Appendix 2) for useful databases,
services, repositories and tools.




Conducting an online search

Starting an online search

* Go online and search for Google Scholar.

® Type your chosen keywords into the search field
and click on the icon to the right

® A list of possible leads will appear below,
typically summary descriptions or partial
quotations from websites, with web addresses.

® Click on entries that look promising: the links
will take you automatically to those web pages.

‘What exactly am | looking for?’

If you enter a general keyword, such as ‘mouse’,
you will be offered millions of options — on rodents,
electronic mice, cartoon mice, pest control, science
experiments, mice in children’s story books and

so on. A search on Google Scholar (15 July 2012}
gave the following results:

Search string Number of entries
mouse 289,000,000
fieldmouse UK 219,0000
fieldmouse habitat UK 1,170

fieldmouse urban habitat and owls UK 154

Narrow your search

To narrow your search to more relevant items,
include more keywords in your ‘search string” and
choose your search string with care.

¢ Which keywords best describe what you are
locking for? Which are most likely to be used as
keywords for making electronic links?

& Consider synonyms (words with the same
meaning such as ‘city’, ‘town’, ‘urban’ and
‘metropaolitan”).

¢ Might unrelated subjects share keywords with
your topic? If so, use at least one keyword that
applies onfy to your topic.

& Which specific areas of your topic do you need to
focus on? Which keywords identify these?

¢ To find additional material, use new keywords.

¢ If a search string proves particularly useful, note
it down for future use,

Searching for journal articles online

Electronic versions of journals may be free to
students and available threugh a ‘host’ such as:

® ABI Inform e EBSCO E)S
® IngentaConnect ® Athens AMS

When looking for journal entries, search first for
the name of the journal, not the name of the
article.

You can search journal databases for authors,
journal titles, article titles or keywords, and call up
short abstracts to see what an article is about.

For speed, type in words such as ‘research’,
‘journal’, the names of leading theorists or schools
of thought as well as the topic.

Conference papers

If you have an Athens authentication number,
conference proceedings and papers in your subject
are available through the *Web of Knowledge” at:
http://wok.mimas.ac.uk (select 15/ Proceedings).
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Saving web addresses

For useful sources, save their web addresses as a
‘favourite’, ‘bookmark’ or ‘mark’ it. Set up folders
to group your most used addresses. Name these
clearly, just as you would with your files. If you use
a free social bookmarking tool such as Delicious,
you can save your bookmarks online and access
them from anywhere with online access,

Automated searches using eTOC

Some bibliographic databases let you save searches
and return to them later. For many, you can
request to be emailed details of all publications
that meet your search criteria. For journals that
you find especially useful, request an eTOC - the
electronic copy of its contents. You can receive
these by email, with direct links to the articles.

Core research skills



Narrowing or extending your online search

You can vary your search by using OR, AND and NOT {known in this context as
‘Boolean operators”), and truncation symbals or wildcards. These allow you to
broaden or narrow yeur search in order to find the most relevant pages.

Too many items? Limit your search

AND

if you type AND between two keywords,
the seach will produce only those pages that
include both of the keywords. For example,
field AND mice would find only pages that
contain both field and mice, not those
containing only one of these keywaords.

Inverted commas (“ 7)

In many situations you can use double inverted
commas to specify a phrase rather than a single
word. This will narrow down the search and
reduce the number of items you find, but must
be used with care. For example, “electronic
mouse” would yield references to computer
mice, excluding those that mention rodents,
but equally it would only list pages where those
two words appeared together in exactly that
form.

NOT

Use NOT to exclude items from your search,
For example, to find references to mice but not
to pest centrel, you could enter: mice NOT
extermination

More keyword's

The more keywords you use, the tewer pages
are listed. For example, a library database
search may allow you to specify the author’s
name, waords in the title, the publication date,
and so on. The more of these you pravide, the
maore precise your search will be.

Too few items? Extend your search

OR

Use OR to search for pages that contain one

or more of two or more words. For example,

a search for car OR bicycle would list pages
that include car but not bicycle, pages that
include bicycle but not car, and pages that
include both car and bicycle, This kind of
search is useful when authors may use different
terms for the same topic (often synonyms or
abbreviations): “vitamin C” OR “ascorbic
acid”

Truncation symbol (*)

The truncation symbol can be used to find
variations of a keyword that begin with the
same set of letters (the ‘stem’). For example,
crit* would find critic, critical, critique and
criticism.

Wildcards (?)

Wildcards find variations of a keyword, such
as alternative words in a phrase or alternative
letters in a word. The exact operation of ?
varies between search engines: check the help
systern.

® Alternative words: car 7 would search for car
plus any other ward, and might find used
cars, sports cars, car insurance, car hire,
and sc on. Beware: this may yield a long
list. In a publications database, for example,
Smith ? would list publications by any author
named Smith; it would be better to include a
specific initial to limit the list (Smith W).

e Alternative characters: wom?n might find
woman and women; organi?e might find
organise and organize.

n Core research skills




Advanced online searches

Advanced searches

With some databases you can use a more
sophisticated search string that uses parentheses
( ) to link operations and to specify their order of
precedence, You can continue to use operators,
truncations and wildcards (page 160), within and
between the groups of keywords.

You need to put some thought into what you are
including and excluding. However, experiment
and you will soon get a feel for whether your
search strategy is finding the kinds of items you
need.

Example 1

Suppose you wished to find articles about mice in
cities. You might try this search string:

{mice NOT rat) AND (urban OR city OR

metropolitan NOT field)

The search engine would list iterms in the database

that:

& include the keyword mice but do notinclude
the keyword rat

and also

® include any combination (one or more) of the
keywords urban, city or metropolitan, but not
the keyword field.

However, this search might exclude soeme useful
articles that mentioned ‘rat’ or ‘field’ even once.

Exampie 2
“global warming” AND (glaciers NOT North)

The search would look for itermns that:

¢ include global warming as a phrase {excluding
items that contain the words global and
warming, but not together)

and also
¢ include the word glaciers, but do not include
the word North,

Again, this would exciude any articles that
mentioned the word Narth even once.

SRR Tye RO A |

Efficient search strategies

An efficient search strategy is one that:
® finds the most relevant items

& does not exclude relevant items

& does exclude irrelevant items
® is successful in the fewest attempts.

Advanced searches
1

If you use AND in a search, you are likely to
find additional references. True or false?

2 f you use OR in a search, you are likely to
: find additional references. True or false?

- 3 Which search string would find most iterns?
A global OR world
8 globat AND world
C global NOT world

- 4 Which search strategy would find the fewest

itermns?

A graphic OR design
8 (graphic OR design)
C “graphic design”

-5 How could you enter the keyword “design’

to find references to ‘designs’ and ‘designers’

also?

6 For the following topics, how could
you search for references to items using
alternative versions of the keywords?

A A compendium of nursing methods
B Monopoly as a trend in world trade

7 Which search string is likely to be most
efficient in finding references to the impact
of global design trends on designers?

A global AND design AND trend
8 global? AND (design* AND trend?)
C global* OR (design AND trend)

Answers are given on page 408.

Core research skills
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Using material of suitable quality and content

Using ‘authoritative sources’

Only a small portion of the vast amount of
information available in print and online will be
suitable for academic assignments. Being able
to identify good quality material is an essential
requirement of study at this level.

You can find excellent materials online as well as
in print. Little of what is printed or put on the
internet is subjected to academic scrutiny so itis
useful to know:

# where to find good materials, especially those
that have been peer-reviewed

® how to differentiate between good and poor
quality material for yourself.

New research and theory is developed as part of
an international academic community. As you
read and develop expertise in your subject, you
will come to know the experts in your field and
to recognise reliable information quickly. You also
become familiar with institutions, organisations
and centres associated with excellent work in
specific areas

Who is who?

e Look out for the names that appear in research
papers, book reviews and on the editorial boards
of journals. Do other academics make positive
references to their work?

¢ Google the authors - find out what they have
written more recently.

® Check whether there are reviews of their work in
journals and read these.

# Check the gualifications, experience and
occupation of the authors: are they academics
such as doctors or professors at an HEI, or
otherwise leading experts in the field?

Core research skills

Characteristics of good quality sources

Even if you do not recognise the authors or editors,

you will become familiar with the characteristics

of good quality sources for your subject. Typically,

you would look for:

® where items appear: are they in a reputable
series, in a peer-reviewed journal or by an
academic publisher?

# the number and quality of the references they
make to other experts in the field

e use of original source material and data

® clear references and details of source materials,
such as would enable readers to check these
sources for themselves.

Using peer-reviewed items

‘Peer-review’ means that a recognised group of
experts in the field have scrutinised published
work to quality assure it from an academic
perspective, prior to publication. Reviewers
consider such matters as:

& the appropriateness of the methods used to
gather, analyse and present information

® ethical considerations

# whether sufficient use had been made of
previously published research findings

# whether data were interpreted correctly

® whether the evidence supports the
conclusions

# whether anything is misleading in the way
the material is presented.

Just because a book has been reviewed it does
not mean that errors and inconsistencies are
eliminated or that you need to take on board

its findings in an uncritical way. The issues listed
above are ones that you are also expected to
consider for yourseif. These are covered in more
detail in Chapter 7.




Journals or periodicals

These tend to be good quality sources and many
are now available online. The articles and book
reviews they contain are written by experts

for experts and so assurme a certain level of
background knowledge in the subject.

journals are published at regular intervals during
the year. They are collected into numbered
volumes, usually one for each year. To find a
journal article, you can browse using keywerds,
but you may need to use a specialised database to
find the item. It helps if you know:

® the title of the journal, the year it was published
and its volume number

® the name and initials of the author
® the title of the article,

Use abstracts and book reviews in journals

Most articles open with a short “abstract’ or
summary. Browsing through abstracts and reviews
helps you to keep up to date with research and
publications in your subject, and to identify items
to call up to read in full for your assignments,
Often, the abstract provides sufficient information
for undergraduate assignments, especially in the
first years of study.

Podcasts

A podcast is an audio file or audiovisual file that
can be downloaded from a web-based source onto
your computer or a portable media player such as
an MP3 or MP4 player or mobile phone.

® Lecturers may make some or all of a lecture
available as a podcast.

® Study resources may be available as podcasts:
e.g. www.palgravestudyskills.com

® Good sources for students are: iTunes, |uice,
Podnova, podcast.com and ted.com

® Check details of the speaker in order to find out
whether the material in the podcast is likely to
be reliable.

® Check the date to seeif it is recent.

Advantages of podcasts

You can listen to the material when you like and
where you like, and as many tirmes as you wish in
order to fully understand and remember it.

Wikis and Wikipedia

A wiki is a website to which many people can
contribute by editing or adding to existing items
or creating new pages. There are many kinds of
wiki, from corporate and student-created wikis
through to large free online resources. The best
known are:

® Wikimedia Commons: a large free respository of
materials

® Wiktionary: a large, free, online dictionary and
thesaurus

¢ Wikipedia: a free encyclopaedia that aims to
provide a neutral viewpoint,

Using Wikipedia selectively in your work

Wikipedia can be a useful starting place when
researching a topic. However, it is advisable to use
it with caution for assignments.

® Look up and read its references, and then refer
to these rather than to Wikipedia in your work.

® For academic work, use specialist texts rather
than Wikipedia or other encyclopaediae.

® Use your course reading list
and the references in
academic texts to develop
your infermation trail, rather
than relying on
any one source.

How llova to see so
many refarances
to Wikipedia in a

student’s work.
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Identifying and selecting relevant information

R RSRR B L ot s e

Reading selectively Select by amount

# Use your essay plan to work out a word limit far

Use the reading list each major theme, and then for each topic or

Some courses give long reading lists, and expect example. You will find that you will bave very
you to select items from these. Others provide a tew words to write about any one item.
§hort list, expectingﬁ you to read everything onit. If o |jce your word limits to guide you on how much
in doubt, ask what is expected. to read and note. If you can only write a line or
. . paragraph about something, you probably don‘t
Select the latest information need to read and note very much.
® To keep up to date, look under ‘new titles’ ® Consider whether an article goes into oo much
n bOOkSthS and look for the latest issues depth for yOour purposes: you may on]y need 1o
of journals on the library shelves or in the read the abstracl or one section.

computerised catalogue. ® Keep asking whether material is relevant to the
L ] ChECk Whelher SlalistiCS and Simllar datﬁ dare Up t{ue Of th,e proiect’ essayr ete.
to dale. Are more recent figures available? If so,
should you use these?
Y What do | actually need to read?

Select the most relevant information If you usually read books from cover Lo cover, {ry

e Look for the information that relates most the following exercise Lo see how litlle you could
exactly to your assignment. read and still gel what you need,
.} @ Draw up a lrial essay plan and see what
= information you will need. Which themes came How much do | need to read?
‘é. up in lectures and seminars? ;
ol ® Check the back of the book, the contents list . @ Read any information on the back cover.
and the index to see what the book covers. " Browse the contents page, section headings,
¢ Quickly scan the introduction or conclusion: - and the last chapter. Make a few quick notes
these may indicate whether the book is . on what seem to be the main points of the
worth reading. They may even provide all the - book. Record only the gist of what you read.
information you need. . @ Read the introductory and concluding
# Browse through the headings lo gain a feel for - paragraphs of each chapter. When you
the book. . finish reading, naote any extra important
-~ information.
Select by reliability ® Read the first line of each paragraph. Note
¢ Is the source a well-known one in the field, such any additional important information.
as a recommended academic journal? - @ Now, read the whole book. How much really
e s the source likely to be biased? If so, does the - important additional information did you gain .
bias matter in this case? by reading the whole book? Which parts of
® Does the text have a good bibliography? Is it . the book were essential? How littie could you
clear where any evidence comes from? . have read to grasp the essentials?
® s the source from a publisher respected in your L —

subject area? (Information in newspapers or
from friends is not usually considered reliable.)

® See also Critical analytical thinking, page 187.
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Am | a smart reader?

Do you have stralegies for approaching your reading? Which of the following do you do?

Know exactly what you Use reading lists Examine sources for suitability
are looking for selectively
L| Dot consider the questions Ll Do I use the
I'm trying to answer? recommended
[ Do | consider what reading list?
information | need? [] Do | know what i

need to read?

RECOMMENDED READING 11 eed B read
— Y

For each source, do | consider:
1 Jones, £.(1052). pf. 6680

- TIPS

2 Smith B.[1988). Chs 4 - § g whether !t s on the reading l,m'

3 Ains, J.(1952).  [ntro whether it’s up to date or fairly
recent?

|| whether it looks readable and
manageable?

Activity Practise finding information [] whether it has the information |
quickly want?
© Using an index (at the back of [
9 ! x( o 19 Select relevant parts of
the book): C 6.
Elba 114 the book

_ ® Select an item to look up. olk L:j .
' ® Note the page numbers e [ Dol browse the book
. given. - ; quickly?
. ® Using these, find the item in =1 ' [_ Dol use the contents

the book as quickly as you
can.

page, the headings and
the sub-headings for
guidance?

L Do I identify which parts

¥

' How long did this take you?
Could you get faster? Did you

_ notice that when you know what you're looking of which chapters | need,
t for, your eyes can pick out information on the and put markers in these?
. page more quickly? :
Select relevant parts of the page
Find information — ———— [ Do I read the chapter heading?
quickly ——— U oo | read any sub-headings?
TS = [[] Do I read the first sentence of each

[J Do | make good use of - = paragraph {which should introduce the topic

the index? T .
?
Sy et %\ﬁ‘\-‘_ or Idea)

[ Have got faster with T T [ Do t look at any diagrams, graphs or charts?

practice? T = ) )
“““““ [ Do | read any summaries or conclusions?

© Stella Cottrell (2013} The Study Skills Handheok, 4th edition, Palgrave Macmillan Core research skills  JRES




Use photocopies

[] Do | make copies of
important pages?

[] Do | use marker pens to
highlight important words
and phrases (only)?

[] Do I jot ideas and thoughts
in the margins?

[ Do I make notes about the
points | highlighted, to help
rmyself remember them?

Chart the main ideas

gﬂmti

Make posters to link information

& As you read, make reduced copies
of short key passages, maps and
diagrams. Organise these out onto
a poster or chart for your wall or
waorkspace.

# Link ideas using colour and arrows.

# Annotate with your own notes.

e These posters are very useful for
revision.

-]
—
&
)
jol
w
o
U

[ ] Do I map out ideas so that |
can see how everything fits
together?

Practise prediction

[] Am 1 active in anticipating
what is coming next, or
what the conclusions will

E Core research skills

[ De | think about what I'm point or basic idea
reading? [ have just read?

Read interactively ﬁh 2t i the main

[] Do 1 question what I'm reading?

LJ Do I look for answers to my
questions?

[J Do | make notes of the
impertant points, and ideas
triggered by what | read?

[] Do I challenge the assumptions O
of the writer, the logic of the
arguments, and the validity of
the conclusions?

Canlsumit up
in 10 words?

Uf}

Vary reading speed and
method

[ Do | keep changing my pace,
according to the needs of
the text? (See page 169.)

L] Do 1 scan rapidly for specific
information?

[ Do I read quickly to get the general
sense of a passage, and then read
difficult or dense parts slowly?

Engage with your
reading

Be active in your
reading. As you read,
always have paper and
pen to hand.

© Stella Cottrelf (2013} The Study Skills Handbook, 4th edition, Falgrave Macmillan



There are
thres major

Use markers

[]1Do I label a corner of my
own texts with a keyword
summary?

[] Do tinsert labelled
bookmarks so that | can find
details easily, and need fewer
notes?

[] Do | use tabs and give star
ratings to useful pages,
making them easier to find
later?

Maintain your attention

I read that three
times and | don't

L] Do I take in what |
read?

[] Do 1 make sure I'm

doing so, by:

- summing up each
section?

- taking regular
breaks?

- reading
interactively?

- moving an when
material isn't
relevant?

© Stella Cottrell (2013) Fhe Study Skills Handbook, 4th edition, Palgrave Macmillan

retmembera w:r*_d)

Reading off the computer
screen

[_] Do | read best from screen or from
paper?

[Jpol adapt text on my computer
to make it easier to read?

conclusions ...

Using two recorders

If you have two
recorders, speak your
ideas into one as you
listen to material on the
other.

Listen to yourself read
() Do 1 record myself reading
impaortant passages?

L] Dol listen to these as ) travel, or
work around the house?

Create ideal
conditions

[] Do I read with the
light from behind,
sufficient to light the
page but without
glare?

[J Do 1 sit with a
relaxed, upright
pasture?

Chapter 6

Consider time and place

[] Do I read when | am
sufficiently awake and alert?

(s my study environment
conducive to reading in a
focused way?

Core research skifls SI¥3



Improving reading comprehension
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Do | understand what | read?
Do you:

# understand most of what you read?

# know how much you understand?

# understand material you don't find interesting?
® actively monitor your understanding?

® know how to improve comprehension?

If you answered ‘nc’ to one or more of these
questions, experiment with these reading
strategies to improve your comprehension.

Active reading strategies

Start with something general

Reading is easier if you have a sense of the context
and a general overview of the material. Read a very
basic text first, to familiarise yourself with the main
issues and the vocabulary,

Monitor your comprehension

Read a few sentences, then stop. Without looking
back at the text, sum up what you have read in
just a few words. Say these aloud or jot them
down. If you cannot do this, read back over what
you have read, using an additional strategy from
below.

Guide your reading

Set yourself specific questions to start off your
reading. Write them down. Adapt the questions as
your reading progresses. The clearer you are about
what you are trying to discover, the easier it s to
find it in the text.

Re-read difficult passages

Academic texts often contain difficult passages.
Don’t panic! You are bound to need to re-read
some passages slowly, several tirmes.

Highlight key words and phrases

On your text, photocopy or screen, underline
the infermation you think may be relevant. Look

Core research skills

especially at headings and first and last sentences
of paragraphs. Select a few of the key words you
underlined and highlight them in colour. Use bold
or add a symbol such as a star to indicate the most
important points. Be selective: if you underline

or highlight everything, nothing will stand out as
important.

Cofour-code information

Use different cclours for different kinds of
information - for example, one colour for reference
narmes and dates, and one for each of the main
schools of thought or major theories for the
subject. Later, just seeing that colour combination
on the page may bring back to you what the page
was about.

Ask ‘depth questions’

Look for the underlying issues:

# What point is the writer making?

* Why is this detail relevant?

e (s the writer trying to answer a particular
question?

# What lessons can be learnt from this text?

Apply the C-R-E-A-M learning strategy

Consider how you can apply the C-R-E-A-M
strategy {Chapter 4} to your reading.

Relaxed reading

Reading comprehensicon is improved when the
body is relaxed. Use appropriate lighting; have
music or silence, as you prefer, and drink plain
water. See page 381 on relaxation.

/_Eg Reftection: Smart reading
strategies

# How do | approach reading tasks now?
- # How could | spend my reading time more
effectively?




Improving reading speed

Understanding is the most important aspect
of reading, but you will find it helpful if you

can also improve your reading speed.

How to check your speed

® Find something familiar to read.
® Set the alarm for ten minutes.

® Read for ten minutes at a speed that allows

vou to understand what you read.
# Count how many words you read.

# Divide this number by ten, to find out how

many words you read in one minute.

# Do this using different texts. If you read
fewer than 200-250 words per minute,
even with material that is clear and

interesting, it is worth trying to increase
your speed.

Vary your reading strategies

Inspect

Check the title, the contents page, the index,
the writing style, and the details on the back
cover. Flick through to get the feel of the

book. Do you want to read it? Do you need
to read it?

Scan rapidly

Scan the page. Which key words leap out
at you? You may sense the “pattern’ of the
argument or the general subject matter.

Is information organised in a way that
helps you? What can you pick up from
section headings, diagrams, the first lines of

paragraphs, and conclusions to chapters and
the text?

Question

Keep asking questions: What am | trying to
find out? What do | need to know? Exactly
which parts do | need tc read?

Locate specifics quickly

To find a specific piece of information
quickly, use the index. Go straight to the
right page. Move your eye quickly down the
page to find what you are looking for.

A A B VA s oy

ing?
What is siowing down your reading!

Below is a list of some factors which canlp ;
slow down reading. Do any apply to ):jc] ?
so, try the relevant strategies for speeding
up your reading (page 170}
11 Doyouread advanced texts very
infrequentty? .
(]2 Do you track with your finger along
the line?
{13 Doyou read out loud under?your
preath, or mouth the words!
. |}4 Do youread books from cover 10
cover?
ding before you have
5 Do you start rea
- wor);ced out what you need 1o know,
or what you are looking for??
d by word?
16 Doyou read word &
E 7 Do you keep checking back aiopgtthe
line, re-reading what you have Jus
read? .
iffi before
ou read difficult secions :
s )?c?uyhave worked out the general gist?
119 Doyou find that the words seem to
jump up off the page or that text
moves or giares?

Read at the right speed

Read at the appropriate speed for the task. This may
be fast for case studies, novels and well-developed
arguments, and stowly for texts which condense
detailed information into short passages or use
unfamiliar specialist vocabulary. As you become maore

familiar with the ideas and vocabulary used, your speed
will increase,

Recall and review

Check that you understand what you have read. What
is the basic argument or idea? Does the text answer
your questions? Are you convinced by the evidence
and the arguments offered? How does what you have
read relate to what you already knew? Does it confirm

or challenge your views? What else do you need to find
out?

Core research skills IS
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Chapter &

170

Strategies for increasing your reading speed

For each of the problems noted on page 169, there is
something you can do to improve matters,

1 Read more advanced texts

Reading improves with practice. Your brain becornes
more used to seeing unusual words, and your mind
to dealing with complex sentences and ideas. Also,
look for subjects that interest you and read more for
pleasure.

2 Finger-tracking

Move your finger down the page, directly from top to
bottom, to train your eye to move more quickly down
the text,

3 Know when to read aloud

Some people read out loud from habit. Reading
silently can speed up reading in such cases. However,
other people can only understand what they read if
they hear the words. If you read aloud for this reason,
have a go at recording yourself 50 you can re-read ‘by
ear’ rather than by eye.

4 &5 Read selectively and actively

Be choosy in what you read. Use the active reading
strategies suggested on pages 165-8, such as working
out what you are lecking for. You will finish reading
more quickly, even though your reading speed may
be the same.

6 Read larger chunks

Allow your eyes to take in larger chunks, either by
resting them less frequently along a line, or by taking
in larger sections of text as you browse. Experiment
with holding the book further away, so that your eyes
can take in more at once. This is also less tiring for the
eyes, which allows you to read for longer periods.

7 Build up to difficult texts

Background knowledge of a subject helps to increase
reading speed and understanding. If a text looks hard,
start with sormething simpler on the same subject,

or read the easiest sections first. You can return to
complex sections or more difficult books later.

Core research skills

8 Keep your eyes moving forward

Which of these sentences is easier to read?

A Checking back over back over what what
you have read makes understanding
checking back makes understanding
checking back over makes understanding
difficult.

B Checking back over what you have read
makes understanding more difficult.

Most people find B easter to read because
they can take in a larger chunk of memorable
‘sense’. Encourage your eyes to keep reading
forward to the end of a sentence (to the next
full stop). You will then be reading larger units
of sense rather than just werds and phrases.
You can read the whole sentence again if
necessary.

9 jumping and glaring text

# Coloured filters (such as see-through plastic
folders) placed over the page can reduce
‘jumping’ and ‘glaring’. Experiment with
different colours and see if one suits you
best. Using tinted paper may help.

& Consult an optometrist for advice - you may
need spectacles with coloured lenses or a
particular filter.

e Enlarged photocopies of text can help.

¢ [f the problem is serious and you prefer to
‘read by ear’, speak to the disability adviser
at your institution. There may be specialist
equipment to enable you to scan texts and
have them read aloud to you, or reading
services which record books for you.

Put comprehension first
In some cases slow reading is preferable:

# for texts with condensed information, such
as many science and medical texts

o for detailed instructions

& for formulae and equations

® for close analysis of texts, such as for law,
literature and history.



Making notes

Why make notes?

How many reasons can you find for making notes?
After you have noted some, look at the diagram

on page 172. Are your reasons the same? Which of

these matter most to you?

m Note-making

i Select a passage from a book and make notes
. on the main points of what you read - of find

. some notes you have already made.

: Compare your notes with the suggestions made i
. below. Consider whether you could improve

your note- making

strategies.

the book.

questions.

words.)

comes from.

A method for making notes

- 30 you
¢ your pen down —s0¥
’ ::orzit be tempted to €OPY out of

e If you are typing your notes,
don't type as you read.
e Read — 10 answer your own

in
« Identify and sumup the m;:v i
\deas. (Hear them in your

e jot down @ few words 10
surnmarise these. ‘

& Summarise points. This aisc: e
helps ensure that the note g
in your own w0rfis and nc: .
accidentally coF:ed from te
into assignments. ‘

» :::e exgcﬂy where information

o Note real names and guotatlons
exactly as they are wrttte'n. .
o Leave space 1o add details later.

———

How to make notes

There is no one ‘best method’, but it is worth
considering the following points,

?
what do you need to noteé:
Be selective: write just whatyou
need. Consider:

d this
‘Do | really nee -
* inforrnation? 1§ so, which bits
exactly? . )
o Will | reaily us€ it? When, an
how? o
e Havel noted snmﬂar?
information already’ -

o What questions do 1 wan o,

answer with this informatien:

N o To€ Your notes
€e ReCO rdin )
(Page 7 7¢), 9 and using informatior,
L]
See Organf;fng info

Nl
€
z
o
w0
£
i
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Nudear note-taking style: why take notes?

Note-making styles

Is making notes a useful activity? Why make notes at all?

note

C. Helps understanding if you:

1. focus on selecting info. to

2. think through where
everything fits

3. build levels of detail
outwards from core concepts
and infermation.

A. Useful record

1. of important points for
future use

2. of where the information
comes from.

WHY

TAKE
NOTES?

E. Helps exam revision

B. Helps completing

assignments
1. Helps ideas flow.

2. Helps planning - you can
see what info. you have.

3. Asgists arganisation - you
can rearrange and renumber
notes in a different order.
4, Helps you get started.

D. Helps memory

1. Summing things up briefly
helps long-term memory.

2. The physical act of
writing helps memory.

1. Material is well organised.
2. More info_ i already in

memory.

3. Pattern notes can be
more memorable visually.

See example on page 173,

Linear notes: strategies for making notes

®

11
1.2
1.3
1.4
1.5

@

2.1
2.2
2.3
2.4
25
26

27

28
29

Good note-making: general

Think before you write

Keep notes brief

Keep notes organised

Use your own words

Leave spaces - To add notes later

Useful strategies

Note keywords and main ideas

Write phrases - not sentences

Use abbreviations

Use headings

Number points

Make the page memorable - with colour,
illustrations, and so on

Link up points - using arrows, dotted
lines, colour, numbers, boxes

Note sources of info. exactly

Write quotations in a different colour

@ Unhelpful strategies

31
3.2

3.3

(%) Tidyi

42

43

Copying chunks and phrases

Writing more notes than you can use
again

Writing out notes several times to make
them neater

notes

Shade, or draw a 'square’ around,
sections of notes in different colours to
make them stand out.

Use shading, changes of colour and
headings to divide pages up into clearer
sections and to make each page more
memorable for revision.

Link stray pieces of information by
arrows or colour. Number the sequence
in which to read them.
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Pattern notes: an example

-]
L
w
h—
[
4
£
o

(See Buzan 1993.)
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Shortcuts in note-making

%

Plan for amendments

Leave space in your notes, and a wide margin,
so that you can add new information and ideas
later. (This is quicker than rewriting your notes to
incorporate the new information.) Alternatively,

word process your notes 50 that you can
summarise, edit, highlight and rearrange them

easily.

Make just one set of notes

Aim to have just one set of notes. Visual familiarity
will make it easier to find information later, and to

recall information during exams,

Use sticky notes

Carry these with you and use to jot down ideas
as they occur. Stick them into a plastic folder. You
can add these to charts or posters, moving them
around to organise ideas for assignments,

Chapter &

Symbo\s

ul common

Usef
d
= e:;us in addition o

1
: reater! mote than/

petiel than
smaller fless than

is the same as!equa\

W

©
x]
s not the same @

\ therefore
hecause

\
0 with
woman/femat®
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Number the pages

Label and number pages. Cross-refer to
information already noted elsewhere - for instance,

‘see red file, page 24, Amphibians’.

Use abbreviations

Abbreviations save time. Use them in your notes,
but not in assignments,
& Work out a system you'll remember.

& Stick to your system,
& Introduce a few at a time, so that your notes

make sense.
® Keep a ‘key’ to your abbreviations to hand.

Usef
ul COmmon abbrew‘ations

le.g. for example
lLe i
ete that is, thay Means
C. and the resy
: Mportant, Notice this
Page (pp, ~ Pages)

gara. Paragraph
P chapter (Chs. -

Chapters)

‘edn edition

nfo.  info rmation
cd could

wd would

Gowvt Governmens
.Educ' Education
(;mpt iMmportant
c:.;t development

Nineteenth century

Which abbrey
Subject areas?

ations are used in pou,




Making notes with confidence

L \

Sonja and Charlie ar
e two students who used
accounts ;> WO Use to have great difficulti ;
of how they tackled their difficulties, with he|gp from alirtliiliiss?ﬁklr?; potes. Here are ther
-5KIlls tutor.

Sonja | There are two things which T find difficult about making notes.

Firstly, I am not very confident about using my own words - the book always seems
fo say things better. It is very tempting to use nearly the same words as the
book. I imogine that I will rewrite them in my own words later - but then I don't
have the time, or I forge? which bits are taken from the book, and end up with
the words of the book in my esscy without even realising.

The second thing I find difficult is working out what to take notes abouf,
especially keeping 10 essentials. I worry in case I miss out information I will need
in the future. I can end up with 10 sides of nctes from reading only a few pages.
Tt takes oges and there is Too much to even look at a second fime. When I came
to revise for my first exams, I had too many notes fo revise - there were simply
o0 many Yo read, never mind learn.

Now T spend more time thinking and planning before T even touch a book. T 1ry to
work out what information I want. I draw & mind-map with everything I already
know, and what I need 1o find out. If I have an essay title T do a rough plan really
early, even before I start reading - just to get the shape in my head.

I always start with the casiest book - just to gef a picture of what it is all about.
With other books, I use the contents page and headings fo work out where
information is. At this stage T don't write much except something like ‘gold -
producer countries: p. 248 and pp. 265-9.

When I have more idea of what I am looking for, and where that information is, T
take more detailed notes. Somefimes, I do this by writing @ question and putting
the information as an answer. When I am net sure if T wanf some information, I
just write a few jines onto an index card, saying where T can find that information
later if I really need if.

Charlie

It's takin :

g hotes |

day drift off ;’d '; lectures thet 1 find h

05 T 9o and make o 0 © "0%e anythi ardest s  eith

keep tr ake far more ything, or T er
€p track of what js p, notes than T type not

POINYS at the same time

I find it

) es

emng said ang need. It's hard + N
to select out FMporfo

ant

Reflection: Note-
making strategy

- These are just two approaches f
- to dealing with note-making. :
- Do any of their ideas appeal to 5

- you? Or do you have a better
system?

Vj’e someti
bits of th

Core research skills P




3@ - - . |
't "paed 40} ¢ eaed oy 099 ¢ eaed LL-g dd A.”_,u.wa «sw - ”Mmpmww_a z
GALON SALON auzauwmbae 9-L ad spqqed - ua11saeig |
. gdwexsssperop “ordens 708 xapw a1ep-03-dn ue uRUERKY
| aujod tew : L SJUAUO)
| | esedoyoqu iz eied :691PN16 FSED 'SUDIJEIIPSTIP
z "eaed 40y U a0y — : uu:uv.._a.e 'sa08foud ‘s1aoday
(2 vory29s 4o P|y) {L uolroas 40 9|y) 7 mm_amem : 6 pue g ssadey 235 J— R
GALON S3ALON ; quod wew o), esed SJUBWUBISSY §E 2105 pUE [3q¢T @
7 OO O SI19PI0} JO
i - $3310 SUOI23S JO SIDPIO}
> .ow L sHOMISIND i 1ON ‘sajly oYU UOS @
IRV TE L o
AN ° smppuU 5100 Aeme a1y
Ajlses ash-ai pue puly 0} $310U [9qe] @ : Y yosess :
31415 Bupjer-ajou pandgad IN0A 35N & siadedsmau swloud Sunu
Fsiempead o PRI
S2)IO0N sauopsodal jeybi .
Lo feubip Aseign
sauswadxa (1§-6¢ 1 sabed aas) sasuaiaal
waded 33ua18§u0d pue suoRell> Jo} 511€13p Eo_wm M_ . IOMSUR 0] JURA
! sabe
AN%— £Ql noA suonsanb s ¢
saseqeyep Jyde1boyqiq 305} Aem pasiuebio ue ul 2I01S @ !
v (851 ‘v 1 sabed
39%) UONEWIOIU) 1O} Y2IEas @
suolaegsn|! zobed 2ioeq abpajmony
wouy yrieasay oA ug sdeb ajoN Z
| Bupos ERETT —
pue -G eep
sJquwnu
UBPIAG PpE Seap) pPpe AAQIAL ] \A%mea
n
sjoquifs s5am23 : sajdwexa siybnoyl swbnoyy
sajdutexs ppe s\ie3sp ppe 400G Wo1 o
Buiay By Bry : sa|otue UoREWLIoMI FMouy Apeaie nok op 1eym 14
sredosdde — sa10u wianed aew/upoisursg | _
9jooq
€Ll 160U S 4 2UIYM aruapadxa
sMolie abed 205 WO IO WY ] spodag jeuosiad AL UG
saunueifoad
_ 18|

sajou wianed Jo peyd abaeq 7 SAIPMS 5E)

_ Buipeal ai0)eg 7

FJJom AIOJeIOqR|
uojewsoyul Sujsn pue Huipaodaa ‘Buipeay

9 Jaydeyd

IFLl Core research skills




Plagiarism

What is plagiarism?
Plagiarism is the use of the work of others without

acknowledgement of your source of information or
inspiration. This in¢ludes:

® using words more or less exactly as they
have been used in articles, lectures, television
programmes, books, ar anywhere else

® using other people’s ideas or theories without
saying whaose ideas they are

® paraphrasing what you read or hear without
stating where it comes from.

Even if you change a few words or sentences you
have ‘borrowed’, or if you reordered them, the
result is still plagiarism.

Plagiarism is treated very seriously, and plagiarised
work is usually disqualified. This can have a major
impact on your marks or grades,

Using quotations
Quotations should be:

® used sparingly — and only if the words really are
worth quoting
¢ brief - a few wards or, at most, a few lines.

In writing a quotation you should:

& copy words and punctuation exactly

® use three dots (...) to indicate omitted words

® put ‘quotation marks’ around the words you
quote: “Stunning, " wrote the artist

& state exactly the source of the quotation (see
page 180).

Um - yeah - well,
youdo put things

nteresting essay:
it sounds exactly
like my lecture,

Develop confidence in your own words

Use your own words, even if you don’t think you
write well — they count for more than copied text.

Let aol My words
will not always be
there to help you.

No! Nol My
own weords are

Other people’s words make for a |:Iv'oor survival strategy

How to avoid plagiarism

® Write all your notes in your own words,

® Note down exactiy where you read the
information you put in your notes,

® In your assignment, cite the sources of ideas
and information. Do this even when not giving
a quotation. Make it clear when you are using a
direct quotation.

® At the end of your work, write a full list of
references,

® For details of how to cite your sources and give
quotations, see pages 179-82.

Chapter 6

Avoid accidental plagiarism
i you have a habit of copying:

& Put your pen or keyboard out of reach.

® Read a passage without taking any notes,

® Stop reading and cover up the page.

® Sum up what you have read. If possible, say
this aloud, or record yourself, so you hear
your own words and in your own voice. If
this remains difficult, look back to Improving
reading comprehension (page 168).

® Once you can say what the passage is about,
note it down in your own words.

» If you want to copy material to use as a
quotation, write it in a different colour so
that you can find it easily. The colour will also
show you how much you copy.

Core research skills [RFZd




Detecting plagiarism and copying
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The reasons for appearing 'intelligent’ or not may depend
upen a complex set of factors, all of which interact
(Cottrell, 2013). Butterworth (1992) suggests that we can
even believe ourselves to be incapable of a task that is well
within our capacities. This can occur simply because we do
not recognise the similarity of two tasks when the
circumstances appear different. This view is supported by
research. It has been demonstrated that students who
spend more time early on actively looking for similarities
between writing tasks and areas of existing expertise are
then mare successful at the writing task (Bloggs, 2014),
This suggests that academic success may be more a
question of good strategy and of building upon experience
rather than underlying 'inteliigence’.
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See Answers, page 407.
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Citations and references

Why are references needed?

In academic writing, it is essential to
acknowledge, or ‘cite’ the sources of
ideas and information. Such citations
allow readers to refer back to the sources
for themselves.

There are five main reasons for
acknowledging your sources through
citations and references.

1 Itis a courtesy to the person whose
idea or words you have used or
referred to.

2 By giving the source you make it clear
to the reader that you are not trying
to pretend somebody else’s work is
your own. (You are not ‘plagiarising’
their work.)

3 it helps your readers to find the
original texts or webpages to read
themselves, should they wish.

4 If you need to check something later,
the reference wilt help you find it
again more easily.

5 People will have more confidence in
your assertions if they know where
your infermation comes from,
Thoroughness in referencing suggests
that you will also have been thorough
in checking your facts.

When must you cite your source?

You do this whenever you draw on a

source of information:

® as your inspiration (in general)

e for a particular theory, argument or
viewpoint

¢ for specific information, such as
statistics, examples, or case studies

o for direct quotations, reproducing the
writer's exact words

® for texts and information that you
paraphrase or allude to rather than
quote,

\

What information do you give?

Imagine that you wished to read for yourself a source text

used by another author. What information would you

need to locate that source easily? The information usually

provided includes;

¢ the name and initials of the author(s)

® the title, in full

® the year of publication

e for journal articles, the name of the journal and the
number of the volurme

® the edition, if relevant

® the name and location of the publisher

e relevant page numbers

@ for electronic materials, the URL for the webpage and the
date it was downloaded.

Provide extra information if needed. For example, to find a
photograph, print or manuscript you may need the name of
the library, the collection, and the catalogue number of the
item within the collection. The important question to ask is,
‘Could somebody else find this source from the information
| have given?

Chapter &

Where do you put this information?

Citations in the body of the text

Whenever you refer to someone else’s work, either directly
or indirectly, indicate whose work this is.

Use the format recommended by your tutors. Usually this
will be simply the surname of the author(s), the year of
publication and possibly the page number(s), using brackets
in one of these ways:

... and as noted by Cohen and Smith (2013), there
are many ...

... and as noted by Cohen and Smith (2013, p. 56),
there are many ...

Evidence for this is well established (Cohen and
Smith 2013),

References at the end of the assignment

Write out full details in a list of ‘References’ - see page 181
for guidance, and pages 415~17 for an exampie of such a
list.

Core research skills JRIFA




Citing your sources
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There are various ways of acknowledging
your source materials. Check whether you are
expected to use a particular system for your
course. If not, use the Harvard (author-date)
system.

The Harvard system

When you have used, quoted or paraphrased
a source, acknowledge it. Either within the
sentence or at the end of the sentence, write
in brackets the author's name, the date of
publication and, if required, page numbers,
Full details of the source should be written out
in the reference section.

Text citations
Here are three different ways of using sources.

Short direct quotation - within the text

Nonetheless, the film was deliberately
inaccurate about the jife of josé Marti. esus
Colon (1982, p. 82) pointed this out when
he wrote, ‘José Marti never had a mansion
or a hut of his own. Needless to say, he
never had slaves.’

Paraphrasing

Nonetheless, the film was deliberatety
inaccurate about José Marti, who, contrary
to the image depicted in American films,
spent much of his life in poverty (Colen
1982, pp. 81-2).

Longer direct quotation

A few words, carefully chosen, make the

most powerful quotations, and demonstrate
that you can select appropriately. Avoid long
quotations; they are rarely needed. If the
exact wording of a long quotation is essential,
however, indent it and leave space above and
below (as shown on the right). Incorporate the
quotation clearly into your writing with linking
sentences and by discussing its relevance.

Core research skills

References list

In the ‘References’ at the end of the essay, the
reference to Colon would appear in this form (and in
alphabetical order):

Colon, |. {(1982). A Puerio Ricarn in New York
and Other Sketches, 2nd edn. New York:
International Publishers.

Note that for books you don’t give page numbers
in the ‘References’. For a journal article you give the
page numbers for the whole article.

Useful phrases to introduce references
e As X points out, ..,
e According to X, ...
¢ To quote from X, "...
® X states/suggests that ...
® X tells/shows us that ...

® In an article entitled Mame of Text, X makes the
point that ...

e Referring to ..., X says that ...

e As X stated/wrote/said, ...

® In Name of Text, X wrote that ...

® Writing in Name of Text, X explained that ...
® Writing in 1926, X argued that ...

’

Angry at Hollywood versions of Latin American
history, Jesus Colon wrote:

After pictures like Zapata and Santiago we can
only hope that these Hollywood vulgarisers and
distorters, without the ieast bit of respect for the
history and culture of our Latin American nations,
won't fay their bovine eyes upon epic themes

like the Aztec struggte against Cortes’ conquest
of Mexico, or Sandino’s fight against American
imperialism ... (1982, p. 84)

Here we can see Lhat Colon is very critical of
versions of Latin American history produced in the
USA.



Writing out your references

At the end of your assignment, provide a full list
of your references - all the sources to which you
referred within the assignment, Each time you
draw on a source of information in any way to
inform your own work, record the delails that you
will need for your list of references. See page 179
for a list of the details 1o include,

Reference Management Tools

A nurmber of tools are available free online and
make it easier to record details for references.

Mendeley, Zotero, Endnote, Reference
Manager: all allow you to import references
from digital sources, databases and pdfs, and
use these Lo produce your list of references in
word-processing tools.

CiteULike: useful for storing articles, adding
notes and tagging scurces you might wish to
cite and reference,

Conventions in writing references

® Don’t number the iterns.

® Begin each source on a new line.

e List alphabetically, by author’s surname.

¢ If you use more than one work by a given author
and published in the same year, label these a, b,
¢ ... (2013a, 2013b, 2013¢, ...) in the text and
in your References,

® Order information as in the examples here
{authar, date, title, location of publisher,
publishet) or as recommended by your tulor,

® ltalicise titles of books or journals.

® Use 'single’ quotation marks for the title of an
article within a journal.

¢ Include every source referred to in your
assignment, including DVDs, TV and online
sources, but not dictionaries or reference books.

e Don’t include in your ‘References’ materials that
you have not used for your assignment.

® List additional sources, which you read but did
not use, in a ‘Bibliography”.

Sample references (see also pages 415-17)
A book:

Bailey, P. (1978). Leisure and Class in Victorion
England. L.onden: Methuen.

A chapter in a book:

Humm, M. (1991). ‘Landscape for a literary
feminism: British wormen writers 1900
to the present’, in Forsas-Scott, H. (ed.).
Textual Liberation: Furopean feminist writing
in the twentieth century. London: Routledge,

A journal article:

Jones, C. (1980). "The welfare of the French
footsoldier.” History 65 (no. 214}, 193-213,

Material cited within another text, where you have
not quoted the original source:

O’Connor, |. and McDermott, |. {1996).
Principles of NLP. London: Thorsons. Cited
in Cottrell, 5. M. (2013). The Study Skills
Handbook. Basingstoke: Palgrave.

Chapter 6

An electronic reference (include the URL and the
date on which you downloaded it):

http:/fwwwfoe.co.uk. 6 fuly 2013,

Bibliographies

A bibliography is a list of everything you read for
the assignment, whelher or not, you referred to it
in your wriling. Your lutor may require both. Write
out using the same conventions as for references.

Core research skills “
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Tools for storing, retrieving and sharing information

Saving work

e Always make more than one copy, especially
of assignments. Loss of material is not usually
accepted as an excuse for handing work in late
and penalties can be harsh,

® Save Lo one or more locations: memory sticks,
online storage such as Dropbox, Goagle Docs or
cloud, as an email attachment, and to your hard
drive.

Storing useful websites

Store the addresses of useful websites marking
them as favourites or bookmarks, so your browser
can then find themn easily for you in future. You
can build up named collections of your own
bookrmarks.

You can tag pages that you want to use again,
using keywords relevant to your assignment.
This enables you to retrieve relevant pieces of
information easily from within sources that you
have bookmarked.

Storing with Delicious

If you do this using a social networking tool such

as Delicious, then you can also:

® access these from anywhere with access to the
Internet

e share bookmarks with other students, such as
those in your project group.

Sharing information for group assignments

Mast universities and colleges now set assignments
that require you to work collaboratively with other
students, and some of the skills you will need for
such joint working and group projects are locked
at in Chapter 10. Such groupwork is made easier
by tools that enable you to share information and
work collaboratively online,

Core research skills

Google Docs

e Use to create, store, update and share
documents, data, project work and group
presentations, free and online anywhere.

& Share documents with other students in your
group - and edit them together online from
anywhere with an Internet connection.

& Google Docs lets you see revisions to the
documents made by all users, and to revert to
an earlier version of the document.

Dropbox

Drophox is a free online storage facility that lets
you work on documents online anywhere, and
synchronises thern across multiple devices. You can
invite other people to access your folders and files
and work in Dropbox collaboratively.

Sharing References

Reference management tools

You can use Mendeley, Zotero, CiteULike, and
Reference Manager to share references.

Check whether sharing is permitted

Always check whether such sharing is permitted
within the brief set for your assignment.
Sometimes, sharing will be encouraged, but
for other assignments, you are expected to
undertake all tasks independently without
sharing.

It would usually be reasonable to share
bookmarks with other students, to let

them know about material you have found
interesting on the Internet. You may need to
use shared references and Google Docs more
selectively.




Using information from lectures and taugl'igt sessions

———

During the lecture or
class

Teaching staff vary in

whether they prefer

I've missed
something.

Lectures and other taught sessions are designed
as useful starting points for your study. They give
a general overview of the main ideas, theories,
debates and recent research in the subject, as a
guide to your own reading and reflection.

Before the lecture or class

The better you prepare in advance, the easier it is
to make sense of information in class, what you
need to check and what is worth noting.

& Gain a feel for the subject of the next lecture or
session, Read (or browse) a book about it. Look
for thernes, issues, and headings. Look up any
technical words you don’t understand.

& Write down questions you want answered. Leave
space to write the answers under each question
either during or after the lecture.

® Jot down your own opinion. Notice if it changes
during the lecture.

¢ Gilance through your notes from the previous
class, and look for links with the next one.

questions during or after
the lecture or class. They
usually go through the
subject quite quickly,
and expect you to jot
down main themes and
references.

Everyone else
18 a0 clever!

O

® To focus attention, listen for clues from
the lecturer about the direction of travel.
For example: ‘There are five major
categories of ...", ‘Now, | want to look at
..." or ‘So, why does this happen?’

¢ Good teachers tell you at the beginning which
main topics will be covered and in which order,
or write up headings. Use such information to
help you structure your notes.

& Note down headings, questions, points and
references provided during the session.

& Avoid writing details you can easily get later
from a textbook. Keep your attention for your
listening. If you are not clear on the source of
information, ask.

& Mentally challenge what is said: this helps focus
your attention. Ask yourself, ‘Is this always the
case?’, How representative is this?’, ‘Why is
this?* and ‘Do | agree?’

® Note down interesting questions and points
rmade by other students.

After the lecture or class

& Label and file notes and handouts.

® Read through your notes. Fill in details from
your reading or research.

¢ Discuss the lecture or class with others. Compare
your notes and fill in any gaps.

® Use any
podcasts WUA&
and follow- link new to what
up materials information you already
provided know
online. -
N

183
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How helpful are your notes?

: 9 . )
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Using notes provided for you

In advance of a lecture or class, during it or
after it, your tutors may give you printed
notes. These may be transcripts of their
presentation, PowerPoint® handouts, outline
notes, or background text. They may be
printed out for you or posted on a website,
or available through the Virtual Learning
environment (VLE).

Knowing that you have these materials,
you may be tempted not to make

your own notes — or you may be
overwhelmed by having so much to read
all at once.

® If you are given a large set of notes at
the beginning of term, check how much
you need to read each week.

® Whenever possible, read handouts before
the lecture or class — to help you to follow
what is said in class.

® When you are given printed notes,
make them your own by highlighting,
condensing or annotating them.,

v3
[
&
I
.
Lo
U

Notes for Week 1.

Many of the reasons for making notes outlined on page
172 apply even when you are provided with excellent
printed notes. By working on these notes to produce your
own set, you will:

e ensure that they make sense to you

* make the content your own
® absorb and remember the information.

How helpful are
your notes?

For each of these sets of
opposite statements, tick
along the line depending
on how far it is true of
your own notes.

it

@ Reflection:
Improving
your notes

. Record your ideas
about how to improve

¢ your notes. What is

. the priority?

[ — ]

Easy to read

Brief, to the point

Easy to understand

Well organised

Pages numbered/labelled
Easy to learn from

Well abbreviated

Important ideas
stand out dearly

in my own words

My words clearly
separated from
quotations

Source material clearty
referenced

.................

.................

Hard to read

Too detailed

Hard to understand
Poorly organised
No systemn

. [fficult to learn from

.................

................

No abbreviations
Not easy 1o see
important points
Chunks copied from
books or lectures

Easy to confuse my
words with quoted
material

Hard to see where
material comes from
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Information gained from practical and laboratory work

L,

What are practicals and laboratory work for?

These vary a great deal from one subject to another, but
some general principles are outlined below.

Practicals
Practicals are designed to help you:

® practise using equipment, procedures and techniques

¢ test theory and previous research findings through your
own empirical enquiry

® learn how to design experiments so as to gain the data
needed for specific purposes.

Health and safety

Make sure you know and understand any Health and
Safety Requlations — and follow them carefully.

Laboratory work
Laboratory work is designed to help you develop skills in

e working in a systematic way, usually to an agreed,
planned methodology

& accurate observation

e recording data precisely

® interpreting data

® evaluating your own, and other people’s, findings in a
constructively critical way

® reporting clearly on your methods, findings and
conclusions

¢ clarifying your thinking about the aims and purpose of
specific experiments,

It helps you to develop an understanding of such things
as:

® how and why knowledge usually moves forward in
small, incremental steps, building on what is already
known

e why results are often unpredictable

e why it can be difficult to devise perfectly controlied
conditions that give you results that are straightforward
to interpret.

e e oS b

Basic principles

Be assertive

Make sure you get your fair share of
time using equipment. Don’t be content
watching others - have a go yourself.

Ask

If you are concerned about using
equipment with which you are not
familiar, ask for help.

Find out

Clarify which theory or experimental
findings the practical is supposed to be
testing or demonstrating.

Discuss

Discuss your findings with your lecturer
and with other students.

Read

Read around the subject. How is the
theory or the experiment applicable

to real life? What kinds of resuits have
others gained? What impacts on results?

Record

Record exactly your methods and what
happens. Don’t change your results to
what you think the ‘right answer’ is.
Many experiments work only in ideal
conditions. Your lecturers will know

this and will be looking to see how you
record your method and data, and your
discussion of why you think you got the
results you did.

Write it up

Write up your method, results and
canclusions neatly and clearly. Find
out the required format for writing
up practicals and experiments in your
subject area. Are you expected to
include diagrams, tables and graphs?

Core research skills
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Review

As a student, you will be required to undertake
background work, or research, into the topics you
are set for assignments. This chapter has looked at
generic skills useful for most academic disciplines.
These cover the core processes needed to find and
make use of information for academic purposes,

The underlying research processes are not

necessarily very different from those you would use

for everyday purposes. The key differences lie in

such considerations as:

¢ Being able to recognise material that is of
suitable quality for academic purposes

¢ Knowing where to look for good quality
sources relevant to your subject

® Managing very large amounts of material

e Using effective search strategies so you can
find the right material quickly within the vast
range of sources available

¢ Generating your own data, such as through
experiments

¢ Creating useful notes when reading, from
experiments and in taught sessions, that help
you to make use of information

e Storing and retrieving information effectively,
so you can find it and make sense of it again
quickly when needed

¢ Drawing upon material appropriately within
your assignments

e Citing and referencing sources correctly,
following recognised conventions,

Core research skills

As you move through your course, it is likely
that you will develop further your underlying
skills in reading at speed and with improved
comprehension, being able to focus your
listening, taking more selective notes, identifying
key points more quickly, generating your own
data and working with more specialist texts and
sources. Reading widely will build your expertise
in the knowledge base, concepts and specialist
vocabulary of the subject.

Later chapters look at other skills that support the
kind of research that you will undertake for student
assignments. These include:

® using numbers

® analysing sources and data using critical analysis

» generating your own data and presenting these

» selecting and applying data to meet given
assignment briefs

® writing up your findings within typical academic
structures such as essays, project reports, case-
studies and dissertations.

As you develop such skills and apply them, you will
find that they are mutually reinforcing. The more
critical an eye you bring to your resources, the
faster and more adept you will be at recognising
good quality material and selecting exactly what
you need. The better you are able to manage
information, the better use you will make of your
time and the more you will improve the standard
of your academic work.




Chapter 7
Critical analytical thinking

iearning outcomes ! —

This chapter offers you opportunities to:

® understand what is meant by taking a critical or analytical approach

*® become more aware of how to use critical and analytical thinking when reading and writing
¢ develop criteria for evaluating an argument or a line of reasoning in a piece of writing

o develop criteria for evaluating the evidence given in a piece of writing

® |earn how to identify and draw valid conclusions.

Critical thinking Critical analytical thinking

Critical thinking means weighing up the Critical analytical thinking involves additional processes:
arguments and evidence for and against. ® standing back from the information given

Edward Glaser, who developed a test of ® examining it In detail from many angles

critical thinking, defined it in this way

& examining material in terms of its component parts;
identifying how these relate to each other

® checking closely whether it is completely accurate
supposed form of knowledge in the * chhectklng \:.rgefther each statement follows logically from
light of the evidence that supports it what went betore

and the further conclusions to which ® looking for possible flaws in the reasoning, the evidence,
it tends, or the way that conclusions are drawn

® comparing the same issue from the point of view of
other theorists or writers

® being able to see and explain why different people
arrived at different conclusions

® being able to argue why one set of opinions, results or
conclusions is preferable to another

@ being on guard for literary or statistical devices that
encourage the reader to take questionable statements at

(1941):

Critical thinking calls for a persistent
effort to examine any belief or

In other words, Glaser emphasises the

importance of the following;

® persistence: considering an issue
carefully, and more than once

® evidence: evaluating the evidence put
forward in support of the belief or
viewpoint

® implications: considering where the

. . . face value
belief or viewpoint leads - what e checking for hidd ¢
canclusions would fallow; are these checking tor hidden assumptions

suitable and rational; and if not, should ¢ checking for attempts to Jure the reader into agreement.
the belief or viewpoint be reconsidered?

Critical analytical thinking
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Develop a detective-like mind

To develop critical and analytical thinking
ability, you rmight imagine that you are
developing a detective-like mind.

Reading

Critical thinking when reading involves the
following:

1
2
3

identifying the line of reasoning in the text
critically evaluating the line of reasoning
guestioning surface appearances and
checking for hidden assurnptions or agendas
identifying evidence in the text

evaluating the evidence according to valid
criteria

identifying the writer’s conclusions

deciding whether the evidence given
supports these conclusions.

Writing
Critical thinking when writing involves
comparable processes:

being clear on your position on the issue,
including hypotheses and/or conclusions

2 constructing a ciear line of reasoning — an
‘argument’ leading to your canclusion

3 presenting evidence to support your
reasoning

4 analysing issues from multiple perspectives,
weighing up the evidence for each

5 drawing together information and analyses,
synthesising these to construct your position
in the issues

6 writing in a critical, analytical style, rather
than in a descriptive, personal or journalistic
style

7 reading your own writing critically, as above,
as well as your sources.

Listening

Critical thinking when fistening involves the
same awareness as when reading, plus:

1

checking for consistency in what the speaker
is saying — does the speaker appear to
contradict herself or himself; and if so, what
is going on beneath that contradiction?

n Critical analytical thinking

2 checking that body language, eye contact,
and speed and tone of voice are consistent, or
‘congruent’, with what is being said: does the
speaker look and sound as though he or she
believes what he or she is saying?

These issues have been touched on in earlier
chapters: the following pages explore them in more
detail, and include some basic exercises so that you
can try out your critical thinking skills.

Critical questions

In general, when working in a critical way you
will be asking questions such as thase below.
@ Why?

# How far?

® How much?

® How often?

& To what extent?

® How do we know this is true?

® How reliable is this source?

& What could be going an below the surface?
® What do we not know about this?

® Which is preferable?

e For what reasons?




Critical thinking when reading

Critical thinking when
reading is essential to
academnic success, as much
of the writing you do for
assignments will include
critical analysis of the work
of ather pecple.

1 Identify the line of
reasoning

Most of the texts you are
required to read as a student
will include an argument.
In academic writing, an
‘argument” is:
® a line of reasoning or
& an angle or a point of view
or
# a position that is being
defended or
® a case that is being made
- backed up by evidence
and examples and
- leading to conclusions.

When reading, you need to
keep asking yourself, ‘What
are the main things this writer
wants me to accept? What
reasons does she or he present

to encourage me to accept this?’

Activity 1 Line of
reasoning
Identify the main line
of reasoning - the main
argument - in Passage 1,
" ‘Rochborough Health'. (See
. page 408 for feedback.)

% B

Passage 1: Rochborough Health |
Outdoor play has beneficial effects for chﬂd:t?ntm:f;r::
i ir levels of social inter .
of both their health and their "
i ini } i t by Rochborough's
rding to clinical triats carried ou . _
ﬁct;?th Cguncil Advisory Body in Septembﬁr this y;zg zhélgl;zn
i i in the year
layed outside for over fifty days in t
:i;?wg IL):ng capacity, and 30% fower macr!‘enc:e of gs:\k;n;grs
i iti hildren who played | .
and bronchial conditions than ¢ ed indod
i 150 reported having N
Children who played outdoors a 9 e s
i d indoors. A survey o
friends than those who played survey of
ial Amenities Committe€ foun
py Rochborough Social Com o oors
likely to let their children play out
parents were more € 2y o eed
i i dens or if there were sup
if they had their own gar ' e e
Mr Atkash of Milton Road sab
P ot fe e i he Chiidren’s Meadow on the
did not feel safe playing on the ow on e
i his son had been frighte y
outskirts of Rochborough, as . e
i is little son tooked quite tearfu
a fox there in the past. His litt rulae
’ jes because he has nowhnere
his father spoke. ‘He often cries o nsive t
Bl s e S Rochborough e
rovide. However, only ‘ h e
i health of all its children,
dens. Therefore, to improve the ‘
gzrchborough needs to provide more supervised outdoor play

areas. |
Rochborough Playcouncil Newsletter

2 Critically evaluate the line of reasoning

An argument can be critically evaluated in terms of whether it
contains:

e relevant, contributing and sufficient propositions (reasons)
® logical progression

® false premises

® flawed reasoning.

Each of these is explored below.

Relevant, contributing and sufficient propositions

The Rochborough Health passage makes a number of statements or
propositions. For example:

¢ Qutdoor play improves levels of social interaction.
® Only 18% of Rochhorough homes have gardens.

These are some of the reasons it gives to support its argument,

Critical analytical thinking
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When examining the line of reasoning, you need
to consider whether the reasons given are relevant
and whether they support (that is, contribute to)
the overall argument. For example:

® The reference to the isolated incident of a fox is
not very relevant to the argument about health.

® The reference to the expense of supervised play
areas is relevant to the argument - however, it
weakens or undermines the argument rather
than contributing to it, because the piece does
not make clear how the expense could be met.

it is important to check that reasons and evidence
are both relevant and supportive of the main
argument, as this helps you ta identify whether
the writer’s conclusion is valid. Even if the writer
has given relevant reasons that contribute to the
argument, however, she or he may not have given
sufficient reasons to prove that this is the onfy
conclusion that could be drawn.

——

: Passage 2: injuries

There has been a tremendous fise in the
rate of industrial injury. This year Fhere
were over thirty reports of repgtitwe .
strain injury in the factory {Smilex In;ur)f
Report 2013). All those injured worked in
the fibre department. Ten years ago there
were no reported injuries. This shows that
our wark conditions are taking a maore
serious toll upon our health than in the

past.
| Similex News

l

The writer of Passage 2 begins from the premise
{(starting point) that there has been a great rise

in industrial injury, The conclusion is that work
conditions are having a more serious effect on
health than in the past. The writer gives a relevant
and contributory reason: the rise in the number
of reported injuries. However, the writer does

not consider other reasons why the number of
reported injuries might have increased — such as
whether repetitive strain injury was known about
thirty years ago, or whether people were less likely
to report accidents in the past.

In addition, the writer has not locked at figures
for any other types of injury, or at the health of

Critical analytical thinking

workers in other departments. He or she makes
generalisations based on only one kind of injury
and one part of the factory. The writer may still
be right about the rise in industrial injury, but has
not proved this. He or she has not given sufficient
reasons {or evidence) to justify the conclusion.

Logical progression

In everyday conversation, it is common practice
when someone is speaking te assume that there
is a legical connection between one thing that
is said and the next. For written arguments and
in academic contexts in general, you need to
guestion whether one peint does indeed follow
togically from another. A line of reasoning will:

e begin from a premise

o follow in logical stages (A leads to B; Bleads to
C Cleadsto D ...)

¢ lead to a condusion that follows directly from
what has gone before (there are relevant
reasons, in a logical order, which build towards
the stated conclusion).

The premise in Passage 1 is that outdoor play is
good for children’s health. The logical progression
would be:

® local evidence supports the health argument
(that outdoor play is desirable)

® parents’ attitudes support this argument

® a lack of facilities prevents outdoor play

® mare autdoor play facilities are needed.

False premises

If there were a reason why outdoor play was

not good for Rochberough children, the writer

of Passage 1 would have started from a ‘false
premise’. The writer of Passage 2 may indeed
have begun from a ‘false premise’ - believing that
industrial injury is on the rise in the Smilex factory.
No conclusive evidence of this is given, so it may
net be true,

It is useful to be on the lookout for false premises:
many arguments are based on weak foundations
of this kind.

Flawed reasoning
Here are some examples of ‘flawed reasoning’.

Assuming a causal connection
If two things occur at the same time ar place, it is



easy to assurne either that they must be connected
or that one must have caused the other, For
exampie:

I revised really well for that exam and got a tow
mark, 50 next time { won't revise and | should
get a better mark.

This assumes a connection between revision and
failure, without considering other possible reasons
for failure. Similarly:

The number of cows in Britain has gone down,
and the amount of cheese consumed is on the
increase. Psychologically, people seem to eat
more cheese when they feel that it will run out.

This assumes that the increase in cheese
consumption is retated to the number of British
cows, whereas it may have been for other reasons
such as increased vegetarianism, or a rise in cheese
imports. The decrease in the cow population
might relate only to herds reared for meat -
perhaps the number of milking cows is unaltered.

These examples are chosen to highlight the faulty
logic, but flawed reasoning of this sort is not
always easy to spot.

Drawing general conclusions based on one or
few examples

The woollen jacket caused a serious skin
reaction in the three-year-old, so sale of
woollen clothing should be banned.

Here a generalised conclusion is made on the basis
of a very small sample of experience - just one
example. (The importance of using an adequate
sampie is explored further below.) There may have
been reasons for the reaction unique to that child.

Inappropriate comparisons

In Passage 1 a comparison is drawn between
children who play indoors and those who play
outdoors. However, it may have been that the
children who played outdoors were already
healthier, and those who played indoors did so
because of poor health which might get worse
if they played outdoors. For example, asthma
sufterers are often allergic to polien and might
have been discouraged from playing outdoors.

3 Question surface appearances

Critical thinking requires that you examine these
factors:

® Is the evidence what it appears to be?

& Might there be other explanations apart from
the obvious one?

@ Has all necessary information been given,
or might other details lead to a different
conclusion?

® Are there interested parties who would gain if
the conclusions were accepted?

¢ Are there hidden assumptions or agendas?

® Does the evidence come from a reliable,
disinterested source?

WG 2 Vested interests

| Look again at the ‘Rochborough Health’
. passage.
. ® What hidden agendas might there be in this
. piece?
® What information may be missing that might
lead to a different conclusion?

* (See page 408 for feedback.)

4 Identify evidence in the text

Identifying evidence in the text is usually fairly
straightforward. Look for statistics, examples,
case histories, findings from experiments, surveys,
questionnaires or case studies. The evidence may
be anecdotal — that is, stories told by one or a few
people about their experiences.

WG 3 Types of evidence

_- What evidence is given in the ‘Rochberough
- Health’ passage? (See page 408 for feedback.)

t i —

5 Evaluate the evidence

Itis not enough for a student to write in an essay
or report: 'There is evidence on both sides.’
Evidence is not all of equal weight. How can we
decide which evidence is better? Some basic
guidelines are outlined below.

Critical analytical thinking SR



Use valid criteria to evaluate
evidence

Critical thinking involves identifying
valid criteria against which something
can be evaluated.

For example, in declaring that somebody is
healthy, a doctor takes into account certain criteria,
such as body temperature, blood measurements,
and the absence of known (or common)
symptoms of illness. He or she evaluates whether
signs of potential ill health are matters for concern
and, on the basis of experience and established
medical knowledge, comes to a conclusion about
whether the evidence points more towards good
health than to sickness.

The foliowing sections give some criteria against
which you can evaluate evidence in academic texts
and for your own research.

Check the date of the research

Data may be out of date or conclusions based
upon it may have been revised. How would your
attitude to the ‘Rochborough Health’ article
change if you found out that it was written in
1300, or 1927, or 20137

Check the source of your information

Articles in academic or professional journals and
in recommended textbooks are usually based

on in depth research, and are regarded as more
reliable than findings recorded in magazines and
newspapers. Newspapers and magazines may be
useful primary sources for some subjects such as
cultural studies, but are not generally regarded as
‘authorities’ to quate in essays.

Check for bias in your sources

Bias may not be obvious, and it does not
necessarily mean that your source was being
‘dishonest’ or ‘prejudiced’. If somebody has

a strong interest in the survival of a particular
hospital, for example, the evidence they present
may be accurate, yet not the whole story. When
thinking critically, we need to be continually
qguestioning in cur minds whether there may be
hidden agendas, or reasons why the evidence
appears to poinl one way rather than another.

It is always worlh considering what political or
economic inlerests might prevent the whole truth

Critical analytical thinking

You look healthy to me,
as your teeth are
not blue.

from emerging. Consider also haw easy it would
be, or would have been, for alternative views to
be printed and circulated, For example, in some
societies, such as sixteenth-century Britain, people
who spoke, printed or sold certain viewpoints
could be punished by death or loss of limb.

Today, it can be difficult for small organisations
or individuals to get the funding they need to
research and validate an alternative viewpoint.
The averall picture may be distorted if not all the
evidence has come to light.

Whilst it is not necessary for you to write about
issues of economics, politics and media access in
every essay, it is important to be aware of who has
access to power, resources and information, who
does not, and the possible implications.

Beware the allure of numbers and statistics

It is important to check numerical data, and words
that imply numerical data, as these are often
misused and amounts misrepresented in order to
sway the reader — see Chapter 9, page 219,

Most/many
Netice words such as ‘most’ and ‘many”

Muost people said that they preferred
oranges to apples.

‘Most’ is a very vague amaunt. i it mattered
whether this staternent were true or false, we
would need mare details, How many people were
asked? How many preferred oranges? Under what
circurmnstances?



Percentages Notice when percentages are given.
Supposing, instead, the statement above read;

60% of people preferred oranges; 40% said
they preferred apples.

This looks convincing: numerical quantities are
given. But is the difference between 60% and
40% significant? Here we would need to know
how many people were asked. If 1000 people
were asked, of whom 600 preferred oranges,

the number would be persuasive. However, if
only 10 pecple were asked, 60% simply means
that 6 people preferred oranges: ‘60%’ sounds
convincing in a way that *6 out of 10" does not. As
a critical reader you need to be on the lookout for
percentages being used to make insufficient data
look impressive,

Sample size  Notice also that if just 2 more people
arrived who preferred apples, there would be 6
of each. A very small increase in the sample (the
database of people asked) could easily overturn
the original percentage, changing it to 50% for
apples and 50% for oranges — no difference at all.

The sample size is the number of peaople, animals
or objects used in the research, whether it's an
experiment, a survey or whatever. Small samples
give very unreliable information. Atl other things
being equal, the bigger the sample, the more
reliable the data. A thousand participants is often
taken as a reasonable number for considering
statistics to be 'significant’,

Representativeness The sample should be
representative of the overall group being studied.
If all those asked about fruit preference came from
Seville and made their

Conditions of data collection  If you found out that
those who said they preferred oranges had each
been given one free by the person conducting the
survey, you might wonder whether the participants
had had an ulterior motive in giving their answers,
and whether the data were reliable.

Similarly, if the data were collected in face-to-

face interviews by personnel wearing the logo

of a company kncwn for its orange juice, it is
possible that some participants wished to please
the interviewers. It is important to find out, where
possible, about the conditions in which data were
colflected, to determine how trustworthy they are.
Articles in academic journals usually give full details
about the research conditions.

Emotive language and persuader words

Certain words can be very persuasive, and

can trigger a position of trust in the reader.
Which words they are will vary from subject to
subject. For example, for some people the word
‘experiment” summons up notiens of scientific
accuracy and reliability. However, the fact that an
experimental approach was used does not in itself
mean that the evidence is sound.

Emotive words The use of words and phrases such
as ‘cruel’, 'unfair’, ‘abuse’, ‘natural’, ‘normal’,
‘commeonsense’, ‘innocent child”, "old’, 1ittle”,
‘massive’, ‘unique’, ‘extremist’, ‘radical’, ‘youth’,
‘new’ and even ‘final offer’ can prompt emotional
responses that may lead the reader away from

an accurate appraisal of the evidence presented.
Emotive images, such as people crying, can be
used in a similar way.

Chapter 7

living from oranges,
we might not consider
them to be either typical

A

or reliable as a sample.

Similarly, if all those

asked about their preferences were
women, or aged ten, or from the
south of England, it would not

be safe to generalise from them SN
to the rest of the population. To LYY ;
make the sample representative, SU?‘VE\( E I'ff take thatasa

researchers aim for a good mix of
rmen and women, of different ages,
backgrounds and interests.

-Fru'nt
Prefefence

You do prefer oranges, don't you
- have one, in fact.

yes, thenl
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Persuader words These words and phrases draw
you in by appealing to what they claim is evident,
It may be true that what follows is evident, but
you still need to be on the alert when you see such
words, They include "surely’, ‘clearly’, "obviously’,
it is evident that’, “it is plain to see that’, ‘naturally’
and ‘of course’.

o
C) 4 Evaluating the evidence ‘

. Evaluate the evidence given in the

‘Rochborough Health” passage, using the
. criteria outlined above, (See page 408 for
: feedback.)

6 Identify the writer’s conclusions

Conclusions generally come at the end of the piece
of writing. However, they may also be found at

the beginning of the text or even in the middle.
They are then harder to find and tend to be less
effective.

Often conclusions are indicated by ‘trigger words’,
such as ‘therefore’, 'so’, ‘hence’ or ‘thus’; or by
the use of imperatives - words indicating that
something has to be done, such as ‘must’, "should’
or ‘need to’,

WG 5 Conclusions

Identify the conclusion in the ‘Rochborough
: Health” passage. {See page 408 for feedback.)

Chapter 7

1 —
Sometimes, the conclusion may not be stated

at all - it may only be implied by the arguments
and evidence. There may aiso be more than

one conclusion to draw from a text, with some
conclusions stated explicitly and others implicit.
For implicit conclusions, you need to consider
whether further conclusions are implied by the
reasoning and the context. For example:

In Jonah Smith's new book, the characters are
compelling, the story is interesting, it is very
atmospheric, and there is a surprising twist to
the plot. The book is excellent.

Here, the expficit conclusion is that ‘The book is
excellent’, and the reasons for this judgement

Critical analytical thinking

have been given - the characters, the story, the
atmosphere and the twist to the plot. The implicit
conclusion is that you too would enjoy this book.

MG 6 Implicit conclusions

 For each of the following short texts:

: @ Decide whether there is an explicit conclusion
©and, if 50, say what this is. :
- @ Say what you think the implicit conclusions
would be.
1 You want a plant. You like this one and you

: can afford it.

- 2 The election closed very early, but only :
Happy Party voters had been told this would
happen. Happy Party supporters prevented .
some opposition party voters from voting.

: Therefore, the election was unfair.

: 3 The tree is dangerous. It is leaning over the

= children’s playground. It is heavy, rotten and
could break at any time.

- {See page 409 for feedback.)

7 Evaluate whether the evidence
supports the conclusions

A writer may present evidence which could

he considered reliable, being based on good
research, but then draw conclusions which are
not warranted by the evidence. An exaggerated
example illustrates this:

® Proposition 1
(Verifiable fact.)

& Proposition 2 My mother is a woman. (Verifiable
fact.)

e Conclusion My maother is a woman, therefore she
is a karate champian, (False conclusion.)

The karate champion is a woman.

Check for hidden false assumptions

In the above example, the faulty reasoning was
based on the false assurmption that if one woman

is a karate champion, then afl women are karate
charmpions. This false assumption is easy to spot,
but it is not always 50 simple. Researchers may

try to be objective, but it is very difficult to stand
completely outside of the commonsense views and
ideological context of the society in which one is
writing.



Example

Consider the ideas discussed in the student essays
about Bowlby's influential studies of the 1950s
{pages 325-7). Bowlby’s findings (1951, 1969)
suggested that infants who were separated from
their mothers at an early age had behavioural
and emetional difficulties later. This was used to
argue the case against mothers working outside
the home. The argument for mothers to stay
home was no doubt based on genuine concerns
for children’s well-being, but the conclusion alse
suited the economic conditions of the time, as
there was a shortage of jobs for men who had
returned from the Second World War (1939-45).

Later, the conclusion that children were damaged
by absent mothers and child care was heavily
criticised (Clarke and Clarke 1976; Clarke-Stewart
1988; Tizard 1991). For example, it was argued
that Bowlby's data was based on children in
very extreme conditions, such as frightened war
orphans and sick children in bleak hospitals and
institutions of the 1950s. These children were
not typical, and needed to be compared with
average, healthy children attending friendly, well
run nurseries, who saw their mothers every day.
However accurate Bowlby's research may have
been, his findings may not have justified the
conclusions drawn from them. It is quite likely
that Bowlby was affected by the dominant belief
system of his day, that a woman’s place was at
home with the children, and that this influenced
his interpretation of the data. It is also likely that
his opponents were influenced in their research by
changing ideas such as feminism, or by the rising
number of women in part-time work.

It is quite typical for research to progress in

this way, with advances being made as later
researchers question aspects of earlier research,
such as whether the sample was representative

or whether the research contained assumptions
which were invisible to the researchers at the time,

Activity

- Do you consider that the evidence in the

. ‘Rochborough Health’ passage supports the

. conclusion drawn? What assumptions are made
in the passage? (See page 409 for feedback.)
I

7 Use of evidence

Critical analytical thinking

Now that you have worked through one passage
step by step, try analysing Passage 3, ‘Children at
Play’. This writer covers issues similar to those in
Passage 2, so you can compare the passages.

Activity 6 8 Critical analytical thinking

. For Passage 3:

- @ Is the |ine of reasoning good?

: ® What is the conclusion?

: #® How strong is the evidence?

. ® What are the underlying assumptions?

. ® How well do the reasoning and the evidence
. support the conclusion?

(See page 409 for feedback.)

Passage 3: Chiidren at Play

Chli'dfel'"l heed to play outdoors and
yetit is amazing how few children
get' that Opportunity today. Although
Srryth {2004) argues that 48% of ’
children prefer to Piay inside, Jones
(1 }?6_4) found that 989 of ch,i!dren in
Britain prefer to Play outdoors. 1 spoke
lo_ some parents in Rochborough whe
sa;Fl their children missed out by not
being able to play down by the river or
roam the countryside in safety. Most
children are now television addicts or
worse, are addicted to computer ga rr;e
Ev?rybody knows that this js damagin )
Fh|ldren educationaily, angd yet na:)tﬁing
s done about it, This s certainly trye %
Rochbgrough‘s children, and the mair?
| reason is that they do not have anywhere
;0 Play. Hardly anybody in Rochborough
25 @ garden. It would be better for
their health jf they played outdoors but
parents say they won't let themn unl,ess

Chapter 7

Supervised play areas are provided. The
par'ents‘are worried that they cannot see
their children when they are playing

i V}h?at chance Is there for the health of
Citizens in Rochborough if jts chitdren do

not get to play oytdog |
TV addicts? > andend up as

Critical analytical thinking
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Critical analytical thinking

Use the following checklist to analyse a piece of writing that you need to read
for an assignment. You could also use this list to analyse your own writing.

Critical questions

Analysis of the writing

What is the main line of reasoning
(the main thesis or argument)?

Is the line of reasoning clear both
in the introduction and in the
conclusion?

What is the key evidence used to
support the line of arqument? Is the
evidence presented in a way that
develops the argument ard leads
clearly to the conclusion?

Chapter 7

When was the evidence produced?
is it up to date? Is it still relevant?

Is there sufficient evidence to prove
the case? Is the evidence relevant?
What might be missing?

What (if any) would have been a
better order in which to present the
evidence so as to strengthen the
line of reasoning?

Are there any examples of flawed
reasoning? Attempts to persuade
the reader through an appeal to the
emotions? Is evidence interpreted
and used correctly?

Has the writer given sufficient
consideration to alternative points
of view? Give examples.

E Critical analytical thinking
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Critical thinking w

Critical thinking when writing includes most of the
elements of critical thinking you would use when
reading. 1t can be more difficult to analyse your
own work critically, however, and to recognise and
admit to your own opinions and bias.

Be clear about your position on the issue,
including hypotheses and conclusions

Students” writing is often weakened because their
thinking is not clear before they start to write their
final draft, Time spent in such critical analysis is
equivalent to ‘elaborating the problem’ — a process
which, as we saw in Chapter 4, was one way in
which those who achieved good marks differed
from those with poor marks.

Be clear about your conclusions

It is not unusual for students to hand in work
which shows that although they have done the
necessary reading and even given their work
considerable thought, they are not sure of their
conclusions. The whele of the piece of writing
should lead to its conclusions: if these are vague,
understated or poorly formulated, aff of the writing
loses its force.

As 500N as you are given an assignment, write out
your initial position on the issue and what you
think your conclusion will be: what is it that you
are trying to prove? Put this where you can see it.

Whenever you find out something that requires
you to revise or fine-tune your condusion, write
out a new one. It may seem paradoxical (or back
to front), but your writing will be clearer if you
write your conclusions first. If you are testing

a hypothesis, keep clear recerds of evidence

that either supports or does not support that
hypothesis.

Construct a clear line of reasoning

If your conclusions are clear, your argument or
line of reasoning is likely to be clear also. The
conclusion gives you a goal at which to shoot.

Keep your writing focused, rather than rambling.
Bear in mind four guidelines:

R AT g i

hen writing
o

1 Early drafts help to elaborate and refine
thinking. Your final version should state your
position clearly.

2 Create a writing plan that sets out reasons,
examples and evidence in the most logical
order,

3 Consider how best to link up your material, so
that your writing is not just a list of facts but an
organised, well-developed argument.

4 Keep your argument clear: including too much
detail can obscure it. Draw together your
best material and ideas, selecting carefully.
Shape these to support your argument. Use
paragraphing, link words and phrasing to
signpost points clearly.

Use evidence to support your reasoning

A large part of your assignment will consist of
evaluating and presenting the best evidence to
support your case.

Take multiple perspectives

The best answers identify how and why various
experts agree or disagree on an issue, and
demonstrate how the evidence supports, or

does not support, their positions. This means
considering strengths, weaknesses, and grey
areas. The answer is seldom a straightforward
one of right or wrong. Usually there are many
contradictory pieces of evidence to weigh up and
evaluate against each other. Your final position or
conciusions may be a synthesis of these.

Chapter 7

Analyse your own work critically

Your tutors or examiners will take a critical reading
approach when marking your work. Before
handing in an assignment, analyse it critically as
you would other material you read. Be a fierce
critic of your own work so that you can spot
weaknesses and address them, and ensure that
you are clear about the strengths of your own
argument.

Critical analytical thinking [kt




Critical analytical writing vs. descriptive writing

\7

Critical writing

In general, students
lose more marks
for lack of critical
analysis than for
any other single
weakness in their
work,

Good critical writing generally makes the
difference between getting the highest grades
for a degree and getting a lower grade.
Typical tutor comments on student writing
include:

e ‘More analysis needed.’

® ‘Less description, more critigue.’

® ‘Too descriptive.’

o ‘Descriptive rather than analytical '

® ‘You have told me what the theory is rather
than how you evaluate it.

Finding the balance

Both descriptive and

analytical writing have

their place, Descriptive

writing is needed

to give essential
" background information
y 50 that the writing
makes sense to the
reader, However, this should usually be kept to the bare
minimum - if you use up most of your word limit on
description, you will have fewer words 10 use for the
analytical writing that could bring you high marks.

Skilled writers use descriptive writing in the appropriate
sections of their writing (see Writing the report, page
360), or weave small amounts of descriptive writing
into their critical writing. Some of the main differences
between these two types of writing are outlined in the
table below.

Descriptive writing

Critical analytical writing

states what happened

identifies the significance

Chapter 7

states what something is like

evaluates strengths and weaknesses

gives the stery so far

weighs one piece of information against ancther

outlines the order in which things happened

makes reasoned judgements

instructs how to do something

argues a case according to the evidence

lists the main elements of a theory

shows why something is relevant or suitable

outlines how something works

indicates why something will work (best)

notes the method used

identifies whether something is appropriate or
suitable

states when something occurred

identifies why the timing is of importance

states the different components

weighs up the importance of component parts

states options

gives reasons for selecting each option

lists details

evaluates the relative significance of details

lists in any order

structures information in order of importance

states links between iterms

shows the relevance of links between pieces of
information

gives information or reports findings

i evaluates information and draws conclusions

H Critical analytical thinking



Identifying critical and descriptive writing

Descriptive writing: an example

My name is John. ! live at 33 Acacia Drive. | have
five sisters and brothers. | am good at team
games, and enjoy football, cricket, and baseball.
Team games were encouraged by both my
parents. All of my family took partin sport. Qur
teachers at Beckfield School were very interested
in sports sciences. We were encouraged to drink
lots of water to improve our performance. Our
tearn atways did well, so it seems to have worked.
| also like to go running. I live in the beautiful
Welsh borders, so it is a pleasure to take a healthy
run each day.

Almost all of this passage consists of statements
and descriptions. There is an evaluative
comment (‘our team always did well'} and

this is linked to possible reasans (drinking lots
of water}. However, this link is not analysed

in depth. The passage overall is descriptive.
Compare this with the passage below.

Critical analytical writing: an example

At Beckfield School, teachers took a scientific
approach to school sports over a ten-year period.
In particular, pupils were encouraged to monitor
their intake of liquids. All pupils were required to
drink a minimum of eight glasses of tap water

a day. The school did consistently well in sports
competitions over this period, and the teachers
claimed that this was proof of the importance of
liquid intake to good performance. However, it is
nat clear that the school's sports performance can
be attributed 1o water intake. Beckfield School’s
claims were investigated by an independent
researcher, Martinez (2013). Martinez argued that
although Beckfield's performance was good, its
performance in competitions was consistent with
what would be expected of a scheol of its size.

In addition, interviews with pupils showed that
most had not followed the school regulations on
drinking water. Most pupils stated that they drank
less than cne glass of tap water a day. Although
other research does suggest that water intake
benefits performance {Fredo 2010; Mitsuki 2010),
Beckiield School’s claims about the benefits of tap
water in its sports success have not been proved.

\

This is critical analytical writing. There is a clear line
of reasoning which takes the reader through what
the school claimed and the basis of the school’s
arguments. The writing then weighs the school’s
claims against other evidence. It draws upon
published evidence rather than personal opinion. The
writer considers both sides of the argument, taking
account of published evidence that does support the
importance of drinking water. This research has been
weighed against the facts of the case. The writer
draws conclusions: the ‘school’s claims about the
benefits of tap water ... have not been proved.’ The
conclusion is based upon the evidence.

The passage does contain descriptive writing which
gives background detail, such as the first four
sentences. Although the passage contains many
statements of fact, such as ‘most pupils stated that
they drank less than one glass of tap water a day’,
these statements are ordered in such a way that they
build up the argument, They are also supported

by sentences that intreduce the argument, such

as "However, it is not clear that the school’s sports
performance can be attributed to water intake.’

MG 9 Descriptive or critical?

Identify whether the following passages are
- examples of descriptive or of critical writing.
. (Feedback is given on page 410.)

L A
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Passage 1 ‘
In the West, ali life forms are divided into one of t:vo
categories: plant or animal. Animals move and take
in food. Plants are rooted into the earth in some wayd
and lack locomotion. They photosyn‘thesme thellr food.
Zoologists study animals, and botanists study p :nt;.
Bacteria were classified as plant_s because many mh s
of bacteria photosynthesise their food. However, { Eyt
also have locomotion. Recent research. has shown tha
there is an enormous variety of bacteria. Sorn_e are
able to survive at extreme temperatures and in the '
absence of oxygen. Most plants cannot usually survive
in those conditions. Therefore, even though badfrrlis
photosynthesise, they are not now regarded as pla :

Critical analytical thinking E
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Passage 2
The difficulty in categorising bacteria was
partly based on the assumption that all
life forms were divided into two main
categories, plants and animals. Organisms
that photosynthesised and lacked
mobility were classified as plants; those
that had locomotion and ingested food
were classified as animals. Bacteria were
traditionally categorised as plants because
many forms of bacteria photosynthesised
their food like plants. However, bacteria
aiso have locomotion, associated with
amimal life. Genetic research has now
shown that there are at least eleven major
divisions of bacteria, all of which are more
genetically distinct than plants are from
animals (Fuhrman et al. 1992). In addition,
the minute organisms formerly described
as ‘bacteria’ are now found to consist of
several major kingdoms and domains of
unicellular and muiticellular life (bacteria,
archaea, eucarya) (Woese 1994), This
research is significant as it has shown that
the fundamental division of all life forms
into ‘plant’ or animal’ was an efrof, and
that plants and animals form only a very
small part of a much more diverse range of

living organisms.

Passage 4

Th ' i
Thzsl;rgg;conta_ms millions of neurons
e o |munn:ate with each other ‘
s _(:': electrochemical activity at
neuréfna%s]es founq at the end of each
e C0n.1 e r;hemrcals that enable
g Munication to take place are
neumtras neyrotransmitters. Each
diﬁe;eniﬁ::;:tz; is associated with
m .
$:izages to the bra?;s?n%ﬁ;e?e s
" Ours';::]cigd to events that take place
ooy 0 rnz.ﬂ Or external world. Some
neuro SWn_srrutter.s dre associated with
iy INgs, with depression, with
responses, and so forth ’

ce the way

Critical analytical thinking

Passage 3
Scientists do ne

. ity ca i

actiy i " be link

brainl.t{tf:; :{he right hemfspher:i;c:h

of the two hno“f'n that the biochem; :

d|f‘f emfspheres of th . Is.try
erent. For € brain is

tagree about the extent

Passage 5
Bowlby’s Attachment Theory argues that
child development is affected by the
closeness of the bond between mother
and child. Bowlby claimed that even
shott spells away from the mother guring
infancy could have a profound effect
upon a person later in life, This became
known as ‘maternal deprivation theory’.
According to this theory, the relationship
with the mother during an early ‘critical
period’ gives the developing ¢hild an
‘internal working model’. This model
| then forms the foundation of all future

Lrelationships.




Critical thinking when listening|

When would | do this as a student?

® In lectures and classes,
® When using podcasts of lectures,
¢ When using audio-material online.

Listening to audio material
It isn't always possible to go back over what was
said, so it can be more difficult to catch flawed

reasoning. It is also easier to be carried along by
the skills and qualities of the speaker.

Prepare in advance Read or browse a reputable
text before listening. if you are already informed
about the subject, it is easier to identify flaws in the
argurmnents or evidence.

Identify the thread Focus on the line of
reasoning, or argument, just as you would when
reading. This will help you avoid being distracted
by interesting or emative details and anecdotes.

Question closely what you hear, even if it sounds
plausible or it is your lecturers speaking. Take
nothing ak face value.

Evaluate the evidence Identify the evidence used
to support the argument. Apply the same critical
approaches as when reading.

Check when listening ...

Check whether you are being swayed unduly by

such factors as:

@ the fame of the speaker

e impressive verbal fluency or vocabulary

# clever phrasing

& use of humour

® the passion of the speaker

& appeals to your emotions

e use of possibly irrelevant facts, used to make
speakers sound more authoritative

e repetition used to emphasise some points at the
expense of others

® speakers hopping between topics, preventing
you from analysing their logic

e interviewers’ use of unfair questioning
techniques.

Critical selection of podcdsts
The value of podcasts

& There are podcasts of excellent academic
quality, available as open source, giving you
access to cutting edge research from around
the world.

® You can listen back over the material, to help
you analyse it critically and check the details.

Select good podcasts such as:

¢ Podcasts provided by your lecturers — as
most likely to be relevant for your course.

® iTunesU: offers podcasts from all kinds of
universities and colleges worldwide.

e Podcasts by known subject experts or
produced by academic publishers.

¢ TED www.ted.com: offers free audiovisual
sources in a wide range of disciplines,

Content over style

When listening to podcasts created by lecturers,
such as on iTunesl), listen for the quality of

the content — even if the sound quality and
production values are not excellent.

How could you not trust
someone with an accent
like this?

... s0 that proves the
maooen is made of cheese ...

Critical analytical thinking
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Chapter 7

Review

Critical analytical thinking is an essential skill for
most undergraduate and postgraduate study, and
for many courses it is the most important single
aspect of study.

As a student, you need to read, listen, write, speak,
think, create and work with increasing critical
awareness. You will be expected to bring a critical
approach to every aspect of your study. You will
be expected to examine arguments, evidence and
conclusions closely, as well as the finks between
these. You will be asked to evaluate other people’s
reasoning and evidence, using criteria to guide
you.

Tutors often use the terms “critical analysis’ and
‘analytical writing’ interchangeably. Both terms
refer to the ‘detective-like’ approach outlined
on page 188, and to your ability to explain how
people arrived at different conclusions or results,

The more advanced your level of study, the more
sophisticated you will need to become in the way
you engage critically with the debates in your
subject. As you progress through your programme,
you will be introduced to further teaching
methods and specialist texts that will refine your
critical thinking skills.

iyl Critical analytical thinking

In the debates that you encounter as a student, in
the media or at work, be active. Look for strengths
and weaknesses. Take note of how your tutors and
peers evaluate evidence and theories, and learn
from the way in which they draw on evidence and
argue their own case.

This chapter has presented approaches for
developing your critical skills that build on what
you have learnt from earlier chapters. You should
now feel confident that you have a mental toolkit
that will allow you to approach new material in a
critical manner and to incorporate critical analysis
into your writing.

If you are interested in developing your critical

and analytical thinking skills in greater depth, you
may find it helpful to lock at: Stella Cottrell, Critical
Thinking Skifls: Developing Effective Analysis and
Argurnent, 2nd edn (Palgrave Macmillan, 2011).



Chapter 8
Memory

e —

This chapter offers you opportunities to;

® understand more about your own memory style and about strategies that suit you

¢ [earn general strategies that assist mermory

e optimise the way you use your brain in order to assist learning and memory

e understand how “stages’ of the memory process can be used to assist memory

¢ develop ideas on how to ‘encode’ information so as to make it memorable

@ learn the importance of organising and ‘chunking’ information

¢ understand more about memory in general, and how to use it to your advantage.

Remember, remember ...

There are times when we want conscious recall
of specific information. This may be for everyday
purposes — to have information at our fingertips
when we need it, to save time by not needing
to check information, or for social occasions
such as taking part in a quiz. If as a student

you are required to sit exarns you may be
expected to memorise sorme details, but it also
builds confidence when you know that you can
remember your material,

People generally underestimate their memory.
They focus on what they forget rather than
what they remember, and rarely appreciate how
sophisticated the memory is.

For example, to read this paragraph requires
extraordinarily complex feats of memory. You have
to remember the complex workings of a language
which took you years to learn; you call upon

a memory of thousands of known words; you
match the look, sound and meaning of particular
written symbols to a memory store of thousands
of symbwols. You integrate all of this in memory and
make sense of what you read. You do all of this
within fractions of seconds.

People worry about memory deteriorating with
age. Research by Harris and Sunderland (1981)
suggests that older people remember some things
better than the young. Older people often expect
that their memory will be worse, so notice more
when they do forget — yet greater age means that
they also have more to remember, Buzan and
Keene (1996) argue that learning improves with
age — and learning involves memaory,

Our brains take in much more infermation than
we need: if we don’t make active use of the
information, it is as if the path to it becomes lost or
overgrown, making it hard to access. The way we
take in information also affects what we remember.

The more you know about how the brain and
memory work, the more you can develop
technigues to remember what you want to
remember, when you need it.

Memory
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Individual memory styles
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We each have a combination of memory strategies
that work best for us. We each use varied strategies
to remember different kinds of information.

MG How do you remember things?

Try to recall each of the items 1-6 below. After
each one, note down what you did to help you
remember,

What is your best friend’s phone number?
How do you use a pencil sharpener?
What was your first day at school like?
What did you wear yesterday?

Where are your best clothes now?

How do you get to the nearest postbox?

Oon b W N e
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You probably used different strategies to
remermber the phone number than to recall your
first day at school. You may have used some of the
following strategies — if not, experiment with them
now,

Fact strategies

Many technigues may help in learning a fact such
as a telephone number. You might try:

# chanting the rhythm of the number

# using your fingers to map out the pattern of
movements needed to dial the number

seeing the number in your mind

hearing your voice saying the number

drawing out the digits with your finger

writing the number down quickly

noting any memorable peculiarity of the
number, such as a repeated pattern (2727} or a
reversible number (1331)

# noting any smaller numbers of personal
significance to you, such as the year you were
born or a relative’s house number, contained
within the number.

FUEE Memory
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Event strategies

Trying to recall your first day at schoo! may have

called up different types of memory.

® The emotional memory of the event may have
come to mind - your excitement at starting
school, or your distress at being left by your
mother, or your fear of the teacher. You might
experience this physically in your body, as a
tightening of the stomach muscles, for example,
or a change in your breathing.

® You may have a strong visual memory of the
journey to the school, or of moments during the
first day. These may run through your head like
a filem or a series of snapshots.

® You may be able to hear the noises of the school
- the shouts in the playground, or the school
bell. You may remember certain smells, or even
the taste of chalk on your fingers.

Other strategies

In remembering the six items above you may have
used quite different strateqies.

® To remember how to use a pencil sharpener
you may have moved your hands to guide you
through the sequence of movements.

® To remember what you wore, you may have
recalled the place where you were.

® To remember where your clothes are now, you
probably used a mixture: visual recall of where
they usually are, and a check through your
memory of recent events to see if there was any
reason why they might be somewhere else.

® For the postbox, you may have visualised the
local geography, or remembered a time you
posted a letter, or imagined the walk to the box,
or repeated instructions under your breath,

uﬁ Reflection: Memory strengths

® How good do you think your memory is in
general?

! ® Where do you feel your memory strengths

lie?




Check your memory style

What helps you remember
things? Here's a simple way to
find out.

# Highlight, in colour, 10 words
on the ward chart on the
right.

® Read through the chart for
2 minutes, then cover it
completely.

& Write down all the words you
can remember.

® Read the following section as
you check your results.

What helps you
remember?

Look at the words you recalled.
Does the selection of words

you remembered suggest that
you used any of the strategies
below? If so, you have valuable
clues about how you can arrange
information you want to recall.

Your memory may be assisted by
any or all of the following.
Recency effect L]
You may have remembered best
the words you learnt last.
Primacy effect ]
You may have remembered best
the words you learnt first.

Sound []

You may have remembered
rhyming words, odd-sounding
waords, or words that you heard
together in your head.

Locus (place) ]

You may have associated a word
with a place you know.

i

-

sea Lenin dog
saucer kitchen
cheese circus green
@ glink student
walnut
sick Fred peng
JAM happy sneeze
PR
fog L[’oft’\”{ tutor
bread table
Real names ]

You may have a particularly good
memory far names.

Visual features L]

You may have noticed the look
of a word (such as the words
in capitals or those with shapes
around them).

Visual association ]

You may have linked words with
pictures or mental images.

Visual arrangement L]

You may have remembered
where items were on the page.
{If so, you may find it easy to
recall flowcharts or pattern
notes, or be helped by visual
spacing or making links with a
picture.)

Semantic association L]

You may have remembered
words with meaningful
associations, such as bread,
butter, sandwich.

merry PINK
LOG hobby
Spain essay harp
Joa ills sandwich

e T

&
doctor Gandhi plate Wi
4-'-—‘_ {(?J_
sad @ holiday " __
IR

INDIA hand bandage
book kneel gloom

Being bizarre and unusual [

You may have noticed odd
things, such as the words 'pong’
and ‘glink” which stand out. (If
you did, you may find it helpful
to link erdinary things with
bizarre images or sounds.)

Stories []

You may have linked unrelated
items so that they made a story.
{This can help with the letters of
a difficult spelling. For example,
‘liaise’: Liam Is Always In Such
Ecstasy.)

Chapter 8

Colour and activity L]

If you remembered several of
the words you highlighted, you
may be sensitive to colour; or
perhaps you benefit from doing
things with information you are
learning.

Musical ossociation O
Did you try singing, chanting,

or rapping words? These can be
useful aids to memory.

Memory




Improve your memory

Memory aids

Particular practices can help you remember things.
Below are some that are well known, and you may
have others of your own.

Self-awareness

Know what tricks and methods you akready use to
remember things.

Repetition or over-learning

This is essential. Go over information at least three
times. Check back often, for short lengths of time
(rather than once for a long time).

Association

Link what you need to remember with something
you already know. See also Active learning (pages
108-10).

Mnemonics

Any trick to help you remember is a mnemaonic
(pronounced nem-on-ic). One common mnemonic
is to use the first letter of each keyword to make

a new ‘word’ that sums up the whole subject -
just as "CREAM’ sums up Chapter 4. It

doesn’t matter if the letters don’t make

a real word.

Active listening

Play

Play with information. Lock for the fun in it. Relax
and enjoy the process.

Think about advertisements

Advertising agencies deliberately set out to make
us remember their advertisements. The ‘tricks’
and ‘devices’ they employ to prompt our memory
can also be used to help us to remember what we
study.

memorable?

Reflection: What makes it ‘

Think of three adverts (from TV, magazines,
¢ hoardings, etc.}. What makes these three
~ memorable for you?

Devices used by advertisers

Which of these devices are most effective in
heiping you remember?

Discuss what you're trying to learn with music
friends. Listen to your voice saying or R
reading it. Tape yourself. Exaggerate. ‘4} X (fB C"_'} é)
Use accents. Be dramatic, repetition
Writing things down repetition

7 I . . childhood visual images repetition
In your own wards, write things out memories

—

over and over again.

invitations
to interact

Personalising it

Relate what you learn to yourself. (For
example in what way does it affect you?
Does it remind you of someone you
know, or somewhere you have been?)

competitions

£3vP

encouragement to
identify with characters

encouragement to
telephone in



Using the brain
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‘Left brain’
Logical thinking style

sequence
logic

analysis
numbers
lyrics of songs
language
names
calculation
sense of time
reasoning

chemical formulae

‘Right brain”
Gestalt thinking style

seeing the whole
metaphor
synthesis

image, colour
tune and rhythm
some language
faces

intuition

emotion
imagination
pattern recognition
visuo-spalial skills

Left brain-right brain

The brain is divided into two hemispheres, left
and right. Research into brain damage shows
that different mental functions are affected
depending on which hemisphere is damaged.
This understanding led to the idea that each
hemisphere is generally associated with particular
thinking and memary styles.

& The two hemispheres are linked by over 200
million nerve fibres (known as the corpus
caflosum).

& There is a crossover effect: each hemisphere
controls the opposite side of the body.

# The body is designed to help the two
hemispheres to work together.

# Each hemisphere is also skilled in the mental
capacities of the other hemisphere.

The hemispheres work together

Most activities involve using both hemispheres. For
example, to remember a song, you need to bring
together both the lyrics (left hemisphere) and the
tune (right hemisphere). To remember a person,

you need to link the face (right hemisphere) and
the name (left hemisphere).
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If something in one part of the brain makes
learning difficult, the brain has a tremendous
capacity for finding a different route to learning,
This suggests that if something proves difficult to
learn or memorise in one way, there is likely to be
a different way your brain could learn it.

Many people identify more with either the logical
or the Gestalt thinking style. Do you think you are
mere ‘left brain’ or ‘right brain’ deminant? You can
use your preferred style to link information across
the hemispheres. This encourages the parts of the
pbrain to work better together and makes learning
easier.

Using left and right brain to improve
memory

Although the brain uses both hemispheres for
almast any activity, you can encourage this
process, giving greater brain integration, and

making use of more of your brain.



if you have a ‘right brain’ preference

o Draw a diagram or picture to show how varied
information links up.

® Personalise information - find a way 1o make it relevant
to your own life or experience.,

® Use shape and colour to highlight and organise
information.

» Use different colours for different topics.

® Sing the information you have to learn,

# Move around as you learn — as you do the housework or
walk to the bus stop, see if you can recall what you have
just learnt.

if you have a ‘left brain’ preference

& Write out the information by hand.

# Turn the information into lists.

# Number iterns of information so that the sequence is
clear.

® Use headings to break up the information into different
categories.

¢ Turn information into flow diagrams so you can see
progression.

& Build up frormn details until you get the whole picture.

Locate the information in the brain

Make an experiment. While trying to visualise or recall
information, first look up and to the left; then do the same
but looking up and to the right. Also try looking left, then
right, and then down to each side.

Which direction worked best? Does this hold true for
different kinds of information? When you need to recall
something, look first in the direction that is appropriate for
you for that specific kind of information.

For optimum memory, combine
different methods

Whatever your left- or right-brain
preference, find a way of linking those
skills to the skills associated with the
other side. For example, if you are a
picture thinker, number and sequence
your pictures. If you use lists, then sing
or colour them. ‘Left brain’ thinkers need
to ensure they have the whole picture
and can see how everything fits together.
‘Right brain’ thinkers need to ensure
they appreciate the sequence, order, and
hierarchy of importance.

When learning something, combine a
mixture of memory strategies -

# look atit

® repeat it with rthythm
® write it

# number it

give it a shape

turn it inte a diagram
say it aloud

sing it

draw it

colour it

act it out

make it bizarre

- and use any other device you find useful
from this chapter.

The triune brain
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The brain is also divided ‘top-down” into three
main areas of activity: reptile brain, fimbic system
and neo-cortex. MclLean (1973, cited in Rose 1985)
referred to this as the ‘triune brain’.

However, the nec-cortex is only part of the story:
other parts of the triune brain also affect what can
be learnt and remembered.

The mammalian brain (or imbic system)

The mammalian brain is located above the brain
stem, roughly in the middle of the brain, and
consists of a number of organs which control
functions such as emotions, pleasure, moods,
romance, and immunity to disease.

The neo-cortex

The neo-cortex is what people generally think
of when they speak of ‘grey matter” or imagine
a brain, It controls intellectual processes such
as language, thinking, and handling numbers.



The reptile brain also affects
study

In evelutionary terms the
reptile brain is the cldest part
of the brain. It is situated in
the brain stem at the base of
the head, and manages our
basic instinctual and survival
resporses.

The reptile brain interprets
stress or anxiety as a danger to
our survival, It tries to help us
‘escape’ by drawing the main
resources of the body to the
large muscles and producing
extra adrenalin so that we are
in a heightened, alert state,
ready to run away. Resources
are taken away from the

areas of the brain that we use
for academic study: logical
argument is not needed for
basic survival. Being in ‘survival
mode’ is not very helpful to
study - if we don’t use up the
adrenalin by moving the big
muscles, we may feel tense,
over-alert, easily distracted and
unable to concentrate.

Learning

Learning involves interaction

between these three aspects

of the brain, which are linked
through the limbic system.

Some psychelogists believe

that emotions are the main

link between the three areas.
Emotions are a great stimulus
to memory. The Accelerated
Learning Movement uses music,
images, colour and associations
to create unconscious
ermnotional arousal, facilitating
faster learning.

The triune brain
neo-cortex

(newest part of
the brain)

brain stem
(reptile brain:
survival}

limbic system
fmammalian brain:
emotions, moods, ete.)

A state of ‘relaxed alertness’ helps the imagination, and increases
suggestibility and openness te new information. It can also stimulate
left-right brain interaction (Rose 1985).

Chapter 8

Optimising study with the triune brain

The following guidelines will help you study as effectively as possible.

® Stay relaxed, so that you avoid ‘survival mode”. If you feel tense, go
for a walk, stamp your feet, exercise or move arcund as you learn:
this will use up excess adrenalin.

® Once you are relaxed, give yourself a positive emotional outleok on
the task in hand: that it is easy, enjoyable, exciting, fun, interesting,
full of surprises.

& Use your imagination to ‘reframe’ difficult or beoring subjects as
challenges. Set yourself targets, such as ‘I'll learn three pages in the
next half-hour’ or “This will be the most creative set of pattern notes
I'have made so far’, so that your interest and emotions are involved.

e When studying, listen to music which has an expressive and
recognisable melody played on string instruments, and has a steady
bass rhythm of about 60 beats per minute. Possibilities include
classical Baroque music (such as Bach or Vivaldi), classical Indian
music, and New Age healing tapes.

e Use your imagination to make strong visual links between ideas.

e Make your notes visually striking, pleasant and appealing to the eye.

Memoary LG
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Stages of the memory process

Another way of using the brain to improve
memory is to work with the different stages in the
memory process (see page 211).

Four stages in the memory process

1 Taking in information — noticing or attending
to information, and absorbing it.

Retaining it — in short-term memory.

3 Encoding it - interacting with the
information in working memory so that the
brain can store it in long-term memory.

4 Recatling it - retrieving or remembering
information, whether on purpose, by
accident, or in dreams. Recall can seem
accurate even when it is not.

Stage 1: Taking information in

What we already know and have a name for affects
how we direct our attention, what we notice, and
therefore what goes into memory. We need to
maintain our attention in order to remember.

If you study on ‘automatic pilot’, little attention
is involved so you will remember less. You will
remember more if you:

e direct your attention consciously and
purposefully

e focus in a relaxed way — net with hard
concentration

® take breaks and make changes in what you are
doing, so as to maintain relaxed attention — a
few minutes moving araund or doing something
different is sufficient

# link information to what you know

e give names and labels to information

e deliberately arrange or adapt information so
that it is structured and yet stands out as odd,
distinct, different or more interesting - so that it
grabs your attention.

Stage 2: Retaining information long
enough to remember it

Rehearsing new information in short-term memory
helps the working memory haold onto it. Repeating
it gives the brain time to call up stored memories
to help you make sense of the information and
encode it for storage.

Rehearsal must start within a few seconds, as
information fades quickly. Rehearsal is a useful
strategy for holding onto names, dates, numbers,
formulae and instructions for long enough to write
them down. You can then employ other memory
strategies to remember the information long-term.

Stage 3: Encoding information — the key
to memory?

The brain encodes new information so that it can
be represented in the memery. Codes may be oral,
auditory, kinaesthetic (using touch and feelings},
verbal, semantic (related to meaning), visual,
emotional, or metor (using a muscle sequence).

For example, when you tell a story, the brain
encodes the pattern of fine-muscle movements
you used to speak and stores them. It can also
encode and store the sound of your speech on
your own ear; the images and emotions that
the story brought to mind; the look of the text;
and details such as who was in the room, or the
buzzing of a neon light. The brain links information
it has encoded - so any one aspect could trigger
the whole memory later. The more facets of an
experience the brain has encoded, the more
triggers there are to memory.

It follows that you can assist your memory by
choosing to encode information in several ways.
Some are suggested below, but create your own
too.
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Suggestions for multiple encoding

Use your environment

e Use a different room for each
subject.

® Notice aspects of the environment
such as the light or feel of the room
— how do you feel in that place?

e Attach your notes to the furniture.
Notice their location.

® Associate a different location with
each subject. Associate furniture,
windows, plants and ornaments
with particular topics.

Use your clothes

® Associate items of clothing with
topics in your learning - a shoe
could represent ane aspect of
foreign policy; each button on a
shirt could represent a quotation.
Clothes with patterns, pockets and
buttons are especially useful.

e Wear these clothes into the exam
room as a memory trigger.

Use the parts of your body

wind
tutlb:\‘-'\'&s

eleduic

3eoﬁ\e.fma'. .

climatic change

changing the land

deforestation
afforestation

soil erosion
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Parts of your body are especially land reclamation

helpful as triggers to memory, as your
body will be there in the exam room!

coastal protection
landfill

For example, each hand could urbanisation
represent an essay plan - each finger
one major topic; each segment of
each finger a principal reference you
would use. The fingernails could
represent counterarguments; the
knuckles could be associated with

relevant quotations.

wetlands

Use motor memory

& Study an the move. f you exercise,
associate each movement with
something you wish to remember.
To refresh the memory, go through
the exercise in your mind.

® Writing, drawing and speaking also
use motor memory: the fine-muscle
sequence is recorded by the brain.




Multiple encoding
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Use auditory memory

® Using a digital recorder, record yourself and then play
this recording back.

® Sing an essay plan for a possible exam essay to a well-
known tune. Make a list of which tunes go with each
subject.

& Go over a topic with a real or imaginary friend, or your | kniew that.
cat.

® Read notes aloud in peculiar voices. Over-dramatise to
make the notes memorable.

Use visual memory

* Make page layouts clear and attractive.
® Turn your material into a film sequence that you can

watch in your mind’s eye. =
There are many & Assign to a topic an object such as a car, and label
views of different bits of the object with the things you need
intelligence to remember: the steering wheel with your main
%ﬂdua[s Spearman point; the four wheels with four ma.in theorlists;'
(1927) the doors with examples of practical applications

represent their
worlds

One general IQ of the theory; items in the boot could remind
you of background infoermation or historical
development; and parls of the engine or
objects on the front seat could indicate

future developments.

Chapter 8

® To remember complex lists and
formulae, such as accountancy halance
sheets, use a sequence of images, linked
by a story.

® Use scale (size) and visually distinct
images to separate out similar or
confusing material, such as information

Past

Gardner (1993)  Hebb (1949)  Thurstone ';'::;I’:g about similar theories. Arrange these in
multiple inheritance & (1931) a visual hierarchy.
intelligences environment G types of

intelligence

&
&
&

bad OK acoed excellent best
solution solution selution solution solution
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Multiple encoding

Use colour

# Assign each subject area a different combination of
colours.

# You may find it useful to use a given colour for
references or for formulae throughout your notes,
50 that you can spot them easily.

e Give each theme a different colour. As each theme
appears, highlight it in the colour you allocated to
it. You can then see at a glance which pages cover
what, and which combinations of themes come up
together, This makes reading mere interactive, and
finding infermation faster.

# Use colour on pattern notes (page 173) or
in concept pyramids (page 293) to indicate
information of similar types or levels. Organising
your information clearly in this way can aid
recall (see page 216). You may also find that you
remember different colour combinaticns easily.

¢ To help you recall sequences of information, use
colour combinations that are familiar to you, such
as the rainbow, traffic lights, or the order of stripes
on national flags.

Use verbal memory
# Reduce infarmation to keywords.

® Organise information into hierarchies under
headings (see concept pyramids, page 293).

& Write out your information in the fewest words
possible - this process encourages interaction with
the material, helping recall later.

Use semantic memory

# Spend time considering the implications of what
you have found out. For example, who is affected?
What would it mean for the future? What changes
might arise? What theories could this information
overturn? What are the moral, legal or ethical
consequences?

# Think of a different way of saying what you have
already written.

# Decide which are the three most important aspects
of the subject, or the most impartant thecries or

ideas. Then decide which is the one most impartant.
o Consider all the ways in which one area of a subject

is similar to another.

Stage 4: Recall

Good recall is linked to how much attention
and awareness you bring to the process of
taking in the information and encoding it.

Over-learning to aid recall

If you want to recall information at will, such
as for exams or for complicated sequences that

you use regularly, you may need to ‘over-learn’.

Over-learning is a combination of:
® active learning (see Chapter 4)
¢ using the technigues from this chapter

e checking back over and ¢ver again what you
have learnt, without locking at prompts.

Strategy for over-learning

1 Make a set of pattern notes or an outline
for an essay plan on a large index
card or on paper, so that you have an
overview,

2 Wiite names, dates and keywords for
the references for each topic on index
cards. Check that you can recite or
reproduce the information on the card
from memory.

3 If you can’t, put the prompt card into a
plastic folder (so it won't get smudged)
and carry it around with you. Glance at
it briefly in spare moments, such as at
the bus stop or while doing the dishes.

4 Do this several times over a few days.
Just looking at the prompt from time
to time, or running the information
through your head, will keep the
memory fresh. Little and often is more
effective than simply repeating the
information over and over on one
occasion.

If the information is hard to remember, there
is probably a way of encading it that suits you

better, s0 experiment with something different.



Memory thrives on organisation!

\

Organisation and memory

: T Read List A for 15 seconds, then cowver it.

2 Recite a nursery rhyme (to prevent rehearsai).

3 Write down the words you remember.

4 Check List A and jot down your score.

© Now do the same with List B, including the
~ underlined words. Even if you did not do well
~ with the first list, have a go.

You probably remembered many more items from
List B. List B is more memarable because:

® grouping similar items together helps recall

® using group headings helps recall

® being able to see that there are only four types
of information gives the task manageable
boundaries

# many of the items on List B were also in List A -
and going over information again helps recall.

Organising information into pyramids

Concept pyramids (see page 293) organise
associated information into hierarchies. They are
excellent memory aids.

In an experiment in 1969, Bower and cther
psychologists asked a group of people to learn

112 words. The words were grouped and linked
meaningfully, as in List B above, and organised into
four pyramids. People remembered 100% of the
words by the third attempt.

List A

plum elbow giraffe caravan
- puppy banana  foot apple

pony cherry barge bungalow

List B
Eruit Animal Home Body
plum giraffe house foot

banana  puppy apartment  knee

- apple donkey  bungalow  elbow

cherry pony caravan hand

By contrast, a second group of people were given
the same words, also arranged into pyramid
shapes, but this time with the words randomly
assigned to each pyramid - they were not
meaningfully {or semantically} linked. The second
group remembered only 47% of the words by the
third attempt.

This suggests the importance of both:
& linking information meaningfully, and

® organising ideas into hierarchies or concept
pyramids.

Memoty
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Pyramids, pattern

Some people prefer to organise information as
pattern notes or other images. Combining pattern
notes, concept pyramids and pictures can give an
even greater boost to your powers of recali.

Pattern notes and pyramids

Pattern notes work best when generating ideas
and for recalling information from memory. Well
organised pattern notes are easier to remember.

# Let your imagination wander when you make
the initial pattern. Let the ideas flow {page 173).
& [If the initial pattern shows no clear hierarchy of
ideas, reorganise the words to fit into a concept
pyramid. This may take some time, but it
clarifies your thinking {see Chapter 11).
e Colour-code the different levels of the hierarchy.
For example:
- red for main headings
- pink for less important headings
- yellow and orange for intermediate-level
information
- dark green for key evidence, and light green
for details about evidence
- dark blue for specific examples, and light
blue for details about examples
- violet for references {names and dates),
® Draw rings, boxes or other shapes around
crucial information, so that it stands out.

You may find it helpful to build
up pattern notes as a series

of concept pyramids, or

to work back and

<,

Personalise Wt
1

notes and pictures

pyramids. You may wish to rework only some parts
of the pattern into concept pyramids, and then to

stick these pyramids back onto the original pattern
with glue or Blu-Tack®. There is scope for all kinds

of imaginative adaptations.

Pattern notes can be as big as you want — just keep
adding and linking information.

Pictures and pattern notes

® You can select any image to anchor your
memory — like the car suggested on page 213,

® Associate each part of the picture with one
aspect of the topic you wish to remember.

® You can incorporate images into patterns and
pyramids. Draw them, or cut images out of
magazines and stick them on.

# Add small pictures to increase your interaction
with the material and to make it more visually
mernarable. The better, brighter, odder, and
more exaggerated the pictures, the more
rmemorable the pattern.

The example below develops one section of

the pattern notes on page 173. The initial ideas

have been reorganised into a concept pyramid.

Reworking your ideas in this way clarifies the

relationship between different ideas, and sorts
them into groups and sequences. It can also

highlight gaps in your thinking, and suggest
new ideas.

forth between a 1l

pattern and

3
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‘Chunking’ information

Short-term memory is the aspect of memory that
allows us to store away some information for a few
seconds whilst we focus on a different aspect of
the problem, such as keeping a phone number in
our head whilst we find a pen to write it down, or
remembering to carry and add a digit to the next
column when we add up numbers larger than 10.

Nobel-prize winner Herbert Simon found that we

can generally hold five ‘chunks’ of information in

short-term memary (1974). However, the ‘chunk’

can vary enormously in size: it could be a single

word or number, or a phrase, or a whole story,

of how to count up to a million. Try this out for

yourself,

® Read the list under *Small chunks’.

® Cover the list, then try to remember each phrase
exactly.

# Do the same for the ‘Bigger chunks’ list.

You should be able to remember roughly the same
number of chunks, irrespective of their size - for
example, five sets of two words and five sets of
longer sentences.

‘Chunking” helps long-term memory

The same principle can be used to help organise
information in your long-term memory. This is
especially useful for exam revision, For example,

if for one topic you have ten references to
remernber, arrange the names in the order in
which you are likely to use them, and then make
up a story to link them together into one chunk.
Give the story a simple name. The crazier the story,
the easier to remember. Good English does not
matter for this purpose. In the example, the names
are printed in bold.

This is a useful tactic to use whenever you have
to remember information that does not link up
easily. Most of your course material links up more
naturally, and understanding how it fits together
as a whole reduces it to a single chunk or fewer
chunks.

e L S R T A B e T 1
: T U

Smail chunks (2 words)
Happy Birthda i
Nows y No Smoking

Buckingham Pajace
Photograph album
New Year

Mouth-watering
Small change

Bigger chunks (7-10-word sen fences)
The rain in Spain faijs mainly on the plain
There is no business like show business

Once upon a tim
e there i
by were three ljttle
There s no escapi
ping frorm

conscience, ? your
Somewhere over
high.

'hope you know what youy are doing.
To be or not to be, that is the question
Postman Pat has 5 very nice hat

the rainbow, way up

o
g
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Example
Names to revise
Gordon pilkington z?c:):lrgrass
{ tams
Coflins Rowbot or
Manchu Ellis Webs
Linking story
Bike story

inki in, shouted at
Gordon, drinking gin, $
::a:ssy Mr Pilkington, that the Snodgrass

needed cutting before the _coiickthollins
children slipped off their _b-.kes_ ochi:der
their Rowbottams. The first bike

i [ toffee
Marnichu-ing [chewing] a .
\:r?; fell off because his W-Ellis [wellies]

got caught in the spokes. He fell into 2
spider’s Webster.
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What do we remember?

Flanagan (1997) argues that we remember:

® 20% of what we read

® 30% of what we hear

® 40% of what we see

® 50% of what we say

® 60% of what we do

and

e 90% of what we read, hear, see, say and do.

These are clearly not scientific figures, but they
suggest the importance of interaction with the
material and of using all your senses. This chapter
has aimed to give you ideas on how to work
towards that 90% - or better. Participants in
Bower's research (see page 215) were able to gain
100% recall, and that was without multi-sensory
involvement. By combining all of these strategies,
you can greatly enhance your memory potential.

Memory is an active process. There are
innumerable ways of enhancing it: if one doesn't
work, try another approach which might suit

you better. Work with your own learning style
and memory preferences to try out new ways of
remembering things, Creativity and imagination
are essential ingredients, To remember well, it
helps if you are relaxed, if you have fun with the
memory process, and if you play with information
until you find a helpful mnemonic. Be aware that
what works for one kind of information might not
work for another - some trial and error is involved.

You can enhance your memory by using your
brain fully. Be aware of your ‘left brain’/‘right
brain’ preference, the action of the three parts
of your triune brain, and the different stages of
the memory process. The way you encode and
organise information is particularly important.

Take charge of your conscious memories. You may
achieve remarkable improvements!



Chapter 9

Confidence with numbers

This chapter offers you opportunities to:

@ build your confidence in using nurnbers

® identify the kinds of number-related activities you are most likely to need at university

® recognise and understand the technical terms used in number-related study

& understand how to use fractions and percentages

# calculate three kinds of averages (modes, medians and means) and five-number spreads
® round numbers up or down

¢ understand the basics of interpreting data in graphs, tables and charts.

Mast subjects at university involve using numbers ® You are not alone!l

- itisn’t only science and maths subjects that ® For most subjects, even a little knowledge about
require you to analyse and present data, and to using numbers goes a long way.

perform numerical operations. ® Often universities recognise that students may
Many students feel uncertain about their abilities have difficulties with number skills and provide
in working with numbers. They may struggle to additional support.

remember what they learned at school about ® The topics in this chapter cover the basic
‘percentages’ and ‘averages’, or feel perplexed nurmber skills required for most study

about terms such as ‘mode’, ‘'median’, or programmes.

‘quartile’. If you don‘t feel
confident with numbers,
it may be tempting to
skim quickly over texts
that contain figures, data
or mathematical terms,
hoping that you can avoid
thinking about them.

Gaps in basic numerical
skills can make study seem
unnecessarily daunting. If
numbers worry you, then
it may be reassuring to
know:

Il leap through fire, walk on
burning coals, clean dishes
for a year - but please don’t
make me do fractions!

But surely everyone
loves fractions?

Confidence with numbers
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Chapter 9

What do | need to know?

What kind of number work is necessary?
The amount, level and type of numerical work all
vary with the study programme, course or unit.
Simply through practice during your programme
you will probably become used to working with
numbers as required.,

What do | need to be able to do?

Find out whether you will need to do each

of the following. Tick those that apply.

[ Make sense of numerical information in
texts, charts, graphs and tables.

U1 Recognise what is significant, relevant,

valid or misieading about number-
based information.
1 Coltect information for projects, reports
' and other assignments.
[1 calculate averages and percentages.

] Use fractions.
] identify numerical trends.

L1 present findings from experiments,
surveys, questionnaires of research

projects.
L1 Use specialist statistical software.
] Attend training or workshops for any of

the above provided by your college.

]

|
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How do numbers add value?

When you are making an argument, you can
generally make a better case if you can present

numerical data that support what you are saying. A
numerical table, for example, may sum up a great

deal of information concisely and clearly, saving

you thousands of words. The numbers you present
must be accurate and well selected, and it should be

clear why you have included them.

For example, ‘Many students have jobs' is vague —
it could be interpreted in different ways. Compare

this vague statement with two precise numerical

Confidence with numbers

statements; '75% of students from the University
of Aremia are employed part-time’; ‘Almost 40%
of students at Exford work part-time in bar work or

sales.’

Note here that the accompanying words help
to define the context and the meaning of the
numbers. Your presentation needs to show this
¢ombination — the right numbers and the right
words to explain them.

Subjects that require specialist skills

Some subjects require specific statistical methods
or other specialist knowledge: if so, these are
usually taught as part of the programme. If you
find that you are struggling, ask your tutors for
additional support or set up a student group to
practise the numerical work together.

Areas I want to improve
pages

L] Building confidence with

numbers 221-2
I Managing distrust of numbers  223-4
[] Working with fractions 225-7
[] Understanding percentages 228
L] Converting fractions to

percentages 229
| Rounding up and down 230
| Understanding averages 231
] Calculating averages: means 232
[] Calculating averages: medians 233
L] Calculating averages: modes 234
] Making five-number summaries 235

] Using graphs, tables and charts 23740
U] Collecting and presenting data  351-6
L] Analysing numbers critically 191-3

‘ My priority areas are:




Build your confidence with numbers
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The first obstacle many students face

is anxiety. If you feel you ‘can’t do

maths’;

& Stay calm,

& Work through the steps
systematically.

® Don't rush.

® Recognise your weak spots,

® Practise - then practise sorme more.

Overcoming your barriers

If you lack confidence in using

numbers:

® Look at the barriers cutlined below
and on page 222. Tick any that
apply to you.

# Think about how you could
overcome each barrier.

1 | don’t understand
numbers at all L]

A lot of basic number work is actually
quite easy if you just follow a set of
steps in sequence. Easy-to-use tools
can also help. Maths may seem
mysterious, but if you learn the steps
and follow themn exactly, you will

get the right answer. The more you
understand what you are doing,
however, the more confident you will
feel and the likelier you will be to spot
an answer that doesn’t look right.

Don't over-complicate your thinking. Most maths
that you will need will build on a few simple
basics such as adding, subtracting, multiplying or
dividing. It is highly likely that you can do such
calculations, even if you do occasionally make
mistakes.

2 | make too many little mistakes [

# it is easy to make minor errors — don't let this
discourage you.

* Many mistakes happen simply by missing a step
from the correct sequence, or in basic adding,

lcan’t get this
to add up!
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Chapter 9

subtracting, multiplying or dividing. The secret
is to check back carefully over your maths, just
as you proof-read written work.

e The more you practise, the more you will notice
the kinds of mistakes you are most likely to
make. You can then check for those in particular,

& [f you are better with words than numbers, write
out instructions in a way that makes sense to
you.

# Set out the sequence of ‘how to do it’ for each
operation. Using a layout that you can easily
follow:

- write only one step per line
- leave space between steps
- highlight key points in colour.

Confidence with numbers JF¥al
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3 | can’t track numbers L]

® [f you find it hard to track down columns of
figures, check whether it is easier if you work on
graph paper.

® If you still switch columns, colour adjoining
columns or rows differently — this will help lead
your eye down each column.

® Using a calculator or “speaking calculator’ may
help.

4 | quickly forget how to do maths []

# As stress makes memory worse, focus on what
you can do.

& Write down formulae for the mathematical
operations you need, such as calculating a
percentage (see page 229).

# Put these formulae where you can find them
easily when you need them - in your diary,
perhaps, or in alabelled file on your computer,

#® Use the formulae from time to time: this will jog
YOUr memory.

® To help you recall the operations you need most
often, devise personal memaory jogqgers (see
pages 212-17).

5 I'm no good at basics such as
multiplication and division ]

# Multiplication just means adding the same
number over and cver. ‘17 x 20" means adding
17 repeatedly: 17 +17 + 17 +17 ...

4 Often there are several different ways to get the
right answer: find out which way works best for
you. In the example above, you could just write
the number 17 twenty times in a long list, and
then add up the list.

¢ Simple calculators make multiplication and
division easy, and your computer will usually
provide a calculator in its accessories.

- Muitiplication Enter the first number, then a
multiplication sign {x) orf an asterisk {*), then
the second number, and press ‘Enter” or the
‘equals’ sign (=).

- Division Enter the amount you want to
divide up, then the diagonal line (/), then the
number you want to divide by, and ‘Enter’ or
the ‘equals’ sign (=).

® You could refer to a visual table (such as that
on page 399) or learn multiplication tables for
speed.

Confidence with numbers

6 | can’t do things you're supposed to
know, like calculating averages and
percentages

If you don’t often use these, it is easy to forget
how to do them. This chapter explains the
common operations that many students need.

7 1 don’t know the technical terms []

Don‘t be daunted by technical terms in maths. The
basic processes are not complicated - you can pick
them up through instruction and practice. (See
page 241.)

8 1don’t trust numbers and statistics,
so | don’t want to work with
them ]

Knowing how to interpret data helps you know
when to trust numbers, It also enables you to
identify flaws in other people’s arguments, and to
detect occasions when figures are being cleverly
manipulated. (See pages 223-4 and 191-3.)

9 | don’t know how to interpret
information in graphs and charts [

Graphs and charts are important not only

in presenting your own work but also in
understanding what you read. Practice will help.
(See pages 23740 and 191-3.)

10 | need to collect and present
numerical data, but | don't know
where to start C

The key to caollecting and presenting data is to
focus on the purpose of your research. What are
you trying to find out? What data do you need to
find the answer? (See pages 351-6.)

Reflection: Working with numbers

: & What do you think are your main barriers in
working with numbers?

. & What would help you overcome these?

- & What will you do to overcome these?




Can you trust numbers?

How useful are numbers?

Many people have strong opinions
about numbers, especially statistics. It
is easy to assume either that numbers
‘prove’ a case or that all statistics

are “lies’. In reality, numbers simply
provide information, and the value of
that information depends on what else
you know about it and whether it suits
YOUr pUrpose,

What are ‘statistics'?
‘Statistics’ has two meanings:

# the methods and technigues for
measuring, organising, interpreting
and describing numerical
information (data)

& specific sets of data produced to
measure a given subject.

Populations and samples

The total numbker of instances of something — all
the plants in a meadow, for example - is the
popuiation. It is seldom possible to measure every
individual in the population, so instead you can
measure just some of the individuals - a sample.

If the sample is typical of the population,
statements that are true for the sarmple are

also true for the population as a whole: such a
sample is said to be representative. If the sample is
untypical of the population as a whole, however,
it is said to be unrepresentative, or bigsed. If the
samples are representative, you can use them to
draw inferences about the whole population -
these are known as inferential statistics.

Good measurements must be accurate: they
should measure in full what they say they measure
and should not be measuring anything efse.
Measurements gathered for one purpase cannot
necessarily be applied in other situations - you
must judge whether or not data tells you what you
need to know.

Chiropody’s the job
for me! If oniy folks
washed their feet,
how wondrous life
would be ...

The relevance of the numbers

Whether or not data are relevant depends on
what is being asked of them. When considering a
specific set of data, ask yourself:

® Does it provide useful insights? Does it indicate
oddities | need to investigate further?

® Does it help me spot any trends?

® Does it affect how | should think about a
subject?

Know the context

To interpret data, you need to know about the
context in which they were collected. Suppose
someane won a TV songwriting competition by
gaining 56% of the phoned-in votes. Would a
music producer be wise to invest in this artiste?
The producer would need to know more. How
many people watched the show? What proportion
of them phoned in? Were they representative?

Perhaps:

® the winner was supported by peaple who
phoned in more than once

® the winner was popular with phone voters but
not with people who buy recorded music

e the phone lines were not working properly.

Confidence with numbers
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Questioning numbers and statistics

Do numbers provide proof?

Numbers may appear to be convincing, but they
may not be as reliable as they seem. When using
any set of data, be objective and critical. Consider:

® Do these data measure what they purport to
measure?

® Are they likely to be accurate?
¢ Could they contain errors or misprints?

® How were they collected? Might this have led to
mistakes or inaccuracies?

¢ Who wanted them collected? Why?

@ When were they collected? Are they up to date?
If not, does that matter?

e Are they representative? Or do they refer
only to particular sets of people or particular
circumstances?

® Do they cover exactly what you are looking for?
Do they throw useful light on the issue you are
investigating?

Are the data based on estimates?

Some data are based not on actual counting but
on estimates. For example, a newspaper report
of the size of a crowd at a public demonstration
may be no more than an “informed” guess. The
estimates made by the organisers and by the
police may differ — and neither may be correct.

Are the data likely to change?

Estimates may change rapidly or over time.

For example, the first estimate of casualties
immediately following a disaster may differ from
estimates made later as more accurate information
becomes available. Data about the overall

impact of the disaster may change as long-term
consequences, such as environmental effects,
gradually become apparent.

Are the data still up to date?

Check whether there is a later or an earlier set
of data that is more accurate or with which you
can compare the current data. For example, if a
shop claims that it won a ‘Customer Satisfaction’

Confidence with numbers

survey ten years ago, you would probably wonder
whether current customers are satisfied.

Remember, too, that it takes time to collect,
analyse and publish data: some are out of date
even before they are published.

What was actually measured?

Historical data need to be treated with caution.
During some historical periods, whole sections of
populations were simply ignored when making
counts. For example, the number of casualties
typically cited for the Great Earthquake of San
Francisco in 1906 omits the Chinese casualties,
even though the Chinese population at the time
was significant. For much of history, only the views
of people regarded as ‘important” were counted:
we cannot know what ‘most people” thought if
they were not allowed to vote or to register their
opinions.

What kind of ‘sample’ was used?

We are often presented with claims about the
average number of televisions in each home, how
the average voter will vote in the next election, or
what proportion of pets prefer a particular foed.
Such figures do not measure every home, every
voter or every pet — that would take too long

and be too expensive. Instead, a sample is taken,
much smaller than the whole population, and is
treated as if it were representative of the whole.
For the result to be reliable, the sample must

be big enough to be a fair representation of the
population — if not, ¢laims about proportions or
rising or falling trends will be unreliable.

What kind of ‘averaging’ was used?

Different kinds of average may throw a different
light on an issue. Which sort is being used? Is it
appropriate? (See pages 231-4.)

For more about examining data critically, see
Critical analytical thinking, pages 191-3.




Fractions

A fraction is part of a whole. We acknowledge this

in everyday speech:

® ‘Buy this at a fraction of the cost ...

® ‘If you had the right tools, you’d get that done
in a fraction of the time.’

In maths, a fraction represents one of a number

of equal parts of a complete unit. Thus a fraction
could be a part of a price, a time, a width, a group
{"set’), or any other unit.

The language of fractions

The language of fractions is straightforward. For
example, if you cut a cake into 8 equal slices, each
slice would be one eighth. If instead you divided

it into & equal parts, each part would be a sixth.

If you shared it out in 20 equal slices, then each
piece would be a twentieth of the whole cake. If
you then ate 3 of those 20 equal pieces, you would
have eaten three-twentieths. If you gave a friend 2
of 5 equal slices of the cake, you would have given
two-fifths.

One-tenth
(Y0} of the
cake

Three-tenths
(%0} of the
cake

'_-\

Written fractions

The lower number or denominator, such as the
4 in %4, represents the total number of equal
parts into which the whole unit is divided.

The top number or numerator, such as the 3 in
%, represents the proportion of the equal parts
into which the whole is divided.

Fractions of a set

The set of stars below consists of 28 jtems. They
are divided into 7 equal parts, or fractions: each
line represents V7 of the total. The shaded area
caovers 3 of those 7 parts, or %4

Example: fractions of 28

A set of 28 items divided into 7 equal parts
consists of 7 groups, each of 4 items. With
the items laid out as below, you can see the
relationship between the total set and the set
divided into sevenths.

1 % W k%
r &b & &b ¢

Chapter 9

2
3
4
5
6 % % % W
7 % % ok

® As you can see, V7 of 28 items is 4 items.
@ 3% of 28 items is 3 x 4 items = 12 items. To
check this, count the items.

Proper and improper fractions

In a proper fraction, the top number is smaller

than the bottom number (e.g. 34). In an improper
fraction, the top number is bigger than the bottom
number (e.g. 43): the fraction is greater than 1. A
mixed number combines a whole number and a
proper fraction (e.g. 1V3).

Confidence with numbers JPPR) .
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More about fractions

Comparing equivalent fractions

The chart above shows equivalent fractions. By

tracking across, you can count, for example, how

many one-twelfths are equivalent to two-thirds.

® The height of each column is divided so that you
can compare fractions visually.

& The items in each column add up to the same
total number {24}, so you can also count out the
relative proportions.

Comparing fractions

When fractions have the same bottom number
{denominator), it is easy to compare them. For
example, with %1z and %1z you can tell that 5
portions are more than 3 portions of the same size.

When the bottom numbers differ, however,
comparison is more difficult. Which is bigger,

V4 or %07 You need a new denominator that can

be divided bath by 4 and by 9. The easiest way

is to multiply these two different denominators
together to find a common denominator. In the
case of ¥ or % a common denominator is found
from 4 x 9 = 36. Each of the two fractions can then
be expressed as a number of Vas™:.

You then need to work out the equivalent
number of ¥36'™ for each fraction. To maintain

Confidence with numbers
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the proportion, multiply the top number {the
numerator) by the same number as the bottom
number (the denominator} in that fraction:

e For Va: To get 36 at the bottom, you multiply 4
by 9, so multiply the top,1, by 9 also. The result
is 958 (that is: Va = 93s).

® For %%: To get 36 at the bottom, you multiply 9
by 4, so multiply the top, 2, by 4 also. The result
is 856 (that is: 36 = %46},

The guestion, ‘Which is bigger, ¥4 or 267, can
now be answered by substituting the converted
fractions, ‘Which is bigger, ¥4 (%%6) or %6 (%%5)?' It is
now clear that Y4 (%%s} is bigger.

Adding and subtracting fractions

Once you have converted numbers so that they
have a common denominator, you can also add
and subtract fractions easily. You simply add or
subtract the top numbers:

s+ Bhe =748

535 + 146 = 1945

¥ - Ba= Vs
30%he — 1055 = 205




Using fractions
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Uses of fractions

We use fractions in everyday life:

® to share any item in equal parts

® (o share out profit in proportion to the level of
investment

® to work out a sale price when items are reduced
by a fraction, such as "4 off’.

Calculating the fraction of a quantity

We can also calculate actual numbers and total
amounts when we are given fractions. For
example, if we know that in a survey of 800
people, three-quarters were wommen, we can work
out how many women were questioned.

In 800 participants, % were women.

1 Divide the total number (800) by the bottom
number (the denominator) in the fraction {the
4 in ¥a): 8004 = 200,
(That is: 800 =44, so Ya = 200.)

2 Multiply the result by the top number (the
numerator in the fraction {the 3 in 34):
200 x 3 = 600.
{That is: 200 = V4, 50 3% = 6040.)

Example 1
To calculate ¥ of a sample of 200;

1 Divide 200 {the total) by 4: 200/4 = 50.
2 Multiply the 50 by 3: 50 x 3 =150.

Example 2

A shop is offering an itemn for V4 off its usual price
of £120. This means that the item would cost you
% of £120. To calculate this:

1 Divide £120 by 3 (bottom number):
£120/3 = £40.
2 Multiply £40 by 2 (top number):
£40 x 2 = £80.
The reduction (V4) is £40; and the cost {33) is
£80.

Multiplying fractions

When you multiply fractions of a whole number
you are multiplying a part by a part, so the result is
even smaller. For example:

# a half of a balf (2 x ¥%) is a quarter (V4)

# a half of an eighth (12 x 18 is a sixteenth (Vie).

Top-heavy fractions

Semetimes you see a fraction in which the top
number is bigger than the bottom number. This
simply means that the fraction amounts to more
than one whole itern or set. For example, 7 is the
same as %6 + Y6 or 1%.

WG Using fractions |

In each case, which fraction is larger?
a Ysorls ¢ Yror¥
b %sorim d “Sor%

- 2 Add each of the following fractions:

Chapter 9

a Yaand % d ‘iand2s
b ‘“sand ' e Zrand¥%
¢ Yzand % f ‘Yeand ¥

3 Calculate each of the following:

a “hof£750 d 4 of 81
b %10f160 e ¥ of 620
c Ysof 72 f 2% of 9N

: 4 Calculate the total, given that:
a %=100 e 3=120
b Y%=100 f “=10
¢ Y3=50 g =10

- d %3=50 h 45=20

- 5 Multiply:

: a lax d Yaxa
b 1axVs e Yaxl
¢ Vaxla f Zax'%e

© Answers are given on page 411,

Confidence with numbers
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Understanding percentages
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What is a percentage?

A percentage (%) is a way of stating any
fraction as a proportion of 100.

A proportion of the ‘'whole’

The whole of anything - the fuil amount of an itern
or a group of items - is 100%.

If you divide this total amount, 100%, into smaller
parts, each part will be a proportion of the whole
100%. All the pieces together add up to 100%.

Example

Consider this cake, which has slices of different
sizes. The five slices of the cake add up to 100%.

if sorme of the cake is eaten, the remainder ¢an be
expressed as a percentage of the original whole
cake.

75% remaining

Confidence with numbers

25% gone

BT L

Percentages written as fractions

Percentages can be written as fractions, in which
the bottom number is always 100;
Vi =1% (1 percent)
Bop = 23% (23 per cent)
%00 = 59% (59 per cent)

Why use percentages?

If proportions are stated relative to a standard
number, 100, it becomes easy to make direct
comparisons. For example, suppose you want
te compare how effective two sports clubs are
in attracting student members. If there are 17
students in a total of 34 members in Club A, and
13 out of 52 in Club B, it is hard to make direct
comparisons between the clubs. if the figures
are both converted into percentages, however,
they can be compared easily on this single scale:
17434 = 50%; 13/52 = 25%.

Reliability

The reliability of percentages depends on the
sample size: see page 193,

Percentages: ‘more than one cake’

Imagine two cakes of equal size. The ‘whole
ameount’ of cake, 100%, is two cakes. Now suppose
that 75% of one cake and 25% of the other

cake are eaten. Although the amount eaten is
equivalent to 100% of one cake, itis only 50% of
the ‘whole amount’ of cake — two cakes.

25% of Cake 1 eaten
= 12.5% of the whole
amount (two cakes)

75% of Cake 2 eaten
= 37.5% of the whole
amount (two cakes)

Total amount eaten = 12.5% + 37.5% =
50% of the whale amount {two cakes)



Calculating percentages from fractibns

AT AT Y T R ik S ?ﬁ\'éﬂ'ﬁ SO
LT eyt 0] 5 1

A fraction is a part of a whole, such as a half or
third, When it isn’t easy to see how fractions or
proportions of different items compare, then it is
worth converting fractions into percentages.

Converting fractions to pércentages

1 Divide the part by the whole.
2 Muittiply the result by a 100.

Easy conversions from fractions and
percentages

On page 228, the proportion of students in
the membership of one club was shown to be
17/34 or 50%. This fraction is easy to corvert
to a percentage if you recognise that 17 is
haif of 34 — ‘half’ is always 50%. Other useful
conversions are listed below.

Example
17/34 = 0.5 (17 = ‘the part’; 34 = ‘the whole’)
0.5x100% = 50%

If you didn’t recognise 17/34 as 50%, don’t
WOrry — you can use the formula above to
convert any fraction into a percentage. Using a
calculator, key in the operation, in order, as in
this example:

AEABIE ARl

-

~Turn the following fractions into percentages.

Calculating percentages from
fractions 1

For this activity, ignore any numbers that follow .

- the decima) point on your calculator. Example:
3 27;‘1 34 x 100 = 20.149. Just write 20.

One-half = % = 50%
One-quarter = Ya = 25%
Three-quarters = % = 75%
One-third = 14 = 33%
Two-thirds =322 =2x33% = 66%
One-fifth = 15 = 20%
Two-fifths =2 =2x20% = 40%
Three-fifths =3 =3Ix20% = 60%
Four-fifths =% =4x20% = B80%
Onessixth =% =16.7%
Two-sixths =% =1 = 33.3%
One-eighth = s =12.5%
Two-eighths =% = = 25%
Three-eighths = 3% = 3x12.5% = 37.5%
Four-eighths = 43 = % 50%
One-tenth = Yo = 10%
One-twentieth = Yo = 5%
One-fiftieth = Va0 = 2%
One-hundredth = %m0 = 1%

It is worth playing with these basic fractions
and percentages, and looking for relationships
between them. For example, to find three-
fittieths, multiply one-fiftieth (2%) by 3 to give
6%.

Activity

Calculating percentages from
fractions 2

in a sample, 6 of 11 plants are deciduous.
What percentage is deciduous, and what
percentage is not?

- b In one school, 41 out of 230 children have

reading difficulties. What percentage have
reading difficulties? What proportion do
not?

é ¢ Out of a population of 234,560 peaple,

23,456 people went to see a film. What
percentage of the population saw the film?
What percentage did not?

. d 873 of 9,786 participants took part in the

Look for proportions that help you calculate a
percentage quickly in your head. For example, ‘24
out of 96" is the sarme proportion as ‘1in4' (4 x 24
= 96) or 25%. If you know your ‘tables’, you will
find it easier to recognise proportions. .

competition online, 2,314 by texting, and
the rest by phone-in. What percentage
participated by each method?

Answers are giver on pages 417-12.
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Rounding up and down

Chapter 9

Strings of digits can be hard to read and to work
with. ‘Rounding’ makes them easier te manage.

Whole numbers

A whole nurmber is one with no fractions or
decimal points attached to it, such as 75 or 921.

Numbers followed by decimai points

decimal part of a number,
whole point amounting to less
number than the number one
decimal

23162719 7 deim

/ \ {rullhonths)
first third

dellt:?:i second decimal
decimal place
(tenths) place (thousandths)
{hundredths}

The digits that follow a decimal point represent
only a part of a whole number. However many
digits follow the decimal point, they represent less
than the number 1,

When you convert a fraction into a decimal, there
may be more digits after the decimal point than
are useful. This is where ‘rounding’ helps.

Rounding money

You may be used to ‘rounding up’ or ‘rounding
down’ when using money, rounding to the nearest
pound, dollar, Euro, or other unit of currency.

For example, if you owed a friend 4 Euros and 75
cents, you might ‘round up” and repay 5 Euros,
telling your friend to keep the change. Similarly, if
you owed 4 Euros and 10 cents, your friend might
‘round down’ and accept just 4 Euros.

Rounding numbers

Example: rounding down 986.748

Rounding nurnbers follows the same principle as
rounding money. To round 986.748 to just its first
decimal place:

Confidence with numbers

® The digit in the first decimal placeis 7.

e If the digit immediately to the right of the 7 {in
the first decimal place) is 4 or less, round down -
remove everything following that decimal place.
Here the digit in the next decimal place is a 4,
so round down, removing the 4 and the 8, and
leaving 986.7.

Example: rounding up 986.752

# The digit in the first decimal place is again 7.

@ If the digit in the next decimal place is 5 or
more, round up - increase by 1 the number in
the decimal place you want. Here the digit in
the next decimal place is 5, 50 you round ug,
removing the 5 and the 2, changing the 7 to 8,
and leaving 986.8,

You can round up or down t¢ whole numbers, or
10 one or more decimal places,

More examples

To round 756.483921 to the nearest whole number
Fverything before the decimal point is the whole
number: 756.

To round 756.483921 to two decimal places

The digit immediately to the right of the second
decimal place is 3. For ‘4 or less, round down’. As
3 is fess than 4, round down: 756.48.

To round 756.486111 to 2 decimal places

The digit immediately to the right of the second
decimal place is 6. For *5 or more, round up’. As
6 is more than 5, round up: the 8 in the second
decimal place increases to 9, giving 756.49.

MG Rounding numbers

. Round these numbers to one decimal place.

a 4134675 d 9988 g 66.55
b 912,172 e 1.714 h 6.10987
¢ 22222 f 10.08

. Answers are given on page 412.




What are ‘averages’?

Discussing a set of numbers

Many kinds of research involve collecting data by
counting. For example, you might want to know:

® how many people take holidays abroad, and
where they go

® how many plants and animals there are on a
piece of seashore

& how many children are immunised in different
communities, and against which diseases

® how much students earn.

For instance, suppose you were investigating road
safety and you were measuring the traffic through
avillage. You might count how many people there
are in each vehicle that passes through the village
in a given period of the day. You might collect a
set of numbers such as this:

3,2,5,41,1,76,1,97,3,1

It would be hard to discuss

Choosing the average number

(n choosing one number to represent a set, we
need to decide which would be the best number
to use. The lowest one? The highest? The one in
the middle? The one that appears most often?

fn discussing students’ income, for example, we
might choose as an average;

@ the medion - the amount that falls mid-way

between £0.00 and the income of the highest
earner, or

® the mean — the amount that each student
would receive if their total earnings were equally
divided between all of them (as if sharing out a
pool of money equally between members), or

® the mode - the amount that students earn most
frequently.

this list in your report
bacause the number of

people per vehicle varies
between 1 and 97. It
would be even harder to
make comparisons, for
example with the figures at
a different time of day or in
another village.

Averages

One way to deal with this is to use a single number

that in some way summarises or represents the set
of numbers. It needs in some way to be typical of
the set. It needs to be an average number.

* An average would help us work more efficiently
with {arge sets of numbers.

® It would help us spot patterns and trends.
® |t would help us compare numbers more easily.

Calculating averages

The three averages are not all the same. For
instance, for the list of numbers already given -

3,2,54,1,76,1,97, 3,1

— the mean is 23, the median is 3, and the mode

is 1. All three averages might be useful in different
contexts,

The following pages lock at how to calculate these
three commonly used representative averages.

Confidence with numbers Y
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Calculating averages: the mean (‘equal share’)

E I

What is the mean?

Most people, when they refer to an “average
number’, are talking about the ‘mean’ number,
This is the method you would use to find out how
to distribute money, objects, time or other items
into equal shares ar amounts.

Calculating the mean

Calculating a mean is relatively simple,
especially with a calculator, You just:

1 Add up all the numbers in the set in order
to find the grand total, or 'sum’, of the
numbers.

2 Divide the sum by the number of items in
the set: that gives you the mean average.

Example T
Consider the set of numbers given on page 231:

3,2,541,1,76,1,97,3,1

To find (he mean for this sel:

1 Add the 10 numbers together:
342454+4M+1+764+1+97+3+1=230

2 Divide the total passengers (230) by the
number of vehicles (10):

Mean = 230/10 = 23

‘23" might seem a sirange number to consider

as ‘representative’ - most vehicles carried far
fewer passengers, and 7 of the 10 vehicles each
carried only 1-5 passengers. Nevertheless, this
figure could still provide a point of reference when
comparing overall information about volume

of movement from one place to another, or at
different times.

Confidence with numbers

Example 2
This set of numbers records the number of US
dollars held by each of 6 tourists:

$34, $31, $200, $17, $19, §88

To find the mean for this set:

1 Add the 6 numbers together to get the total
number of US dollars held by the 6 tourists
altogether:

$34+ 831 +35200+ 311+ 379 + 388 = $383

2 Divide the total doliars ($383) by the number
of tourists (6):

Mean = $383/6 = $63.8

If the tourists shared their money equally between
them, they would each have $63.8,

ms Calculating the mean

Calculate the mean number, or average, for
each of the following sets of numbers.

a 1,2,3,567,8,9,11,15,17

b 234,19,1, 66,2002, 7

< 7,7,6,8,9,811,7,6,11,2,14,5

“d 11,22, 33,44, 55, 66, 77, 88,99, 111

e 7,14,19,8,6,11,21,32,8,19,21, 5
f 23,36, 42,56, 57, 58, 59, 59, 59, 69, 69

. Answers are given on page 412.




'Calculating averages: the median ('middldz number’)

What is the median?

The median is the mid-way point in a set of
numbers that have been put in order of increasing
size.

Calculating the median

1 Lay out the numbers in the set in order,
from smallest to largest.

2 The median is the middle value. The way of
calculating this place depends on whether
there is an odd or an even number of items
in the set.

Odd number of iterns Find the middle item
in the ordered list: this value is the median.

Even number of items Find the middle two
items in the ordered list. Add them together
and divide by 2: this value is the median.

{  Werepresent the median heightﬂ
N

Example 1: odd number of items
Here is a set of exam scores:
23, 36, 42, 56, 57, 58, 59, 59, 59, 69, 99

There are 11 scores in the set, and they have
been laid out in order from lowest to highest. The

median is the number that falls in the middle. For
11 numbers, the middle is the 6th place. The 6th
value, the median, is 58.

Example 2: even number of items

Here is another set of examn scores:
36, 42, 56, 57, 58, 60, 61, 69, 69, 70

Here there are 10 scores in the set, and again they
have been laid out in order from lowest to highest.
For 10 numbers, there s no single middle value.

® The two middle numbers (5th and éth places)
are 58 and 60.

® 58 +60=118.

® The median is 118/2 = 59 {59 is the mean of the
two middle values).

o
m(_) Calculating the mean

Calculate the median for each of the following
_ sets of numbers.

1,2,3,56,7,89 11,1517
234,19, 1, 66, 2002, 7

7,7,6,898 11,7,6,11,2,14,5
11, 22, 33, 44, 55, 66, 77, 88, 99, 111
7,14,19,8,6,11,21,32, 8,19, 21,5
23, 36, 42, 56, 57, 58, 59, 59, 59, 69, 69

Chapter 9
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- Answers gre given on page 412,

When is the median useful?

The median is especially useful for small sets

of numbers, as in the examples above. Other
averages are often affected by extreme differences
between the numbers, known as “extreme values’,
such as the 99 in example 1. The median is less
affected by extreme values, so it may be more
representative of the set of numbers as a whole.

233
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Calculating averages: the mode (‘most frequent’)

Chapter 9
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What is the mode?

The mode is the number in a set that appears the
most frequently.

Example

Look again at this list of exam scores, sorted into
ascending order:

23, 36, 42, 56, 57, 58, 59, 59, 59, 69, 99

The number that appears most frequently in this
set is 59; this is the mode, In this set, 59 is the
exam score thal occurs most often.

When is the mode useful?

The mode is especially useful when you have a
large set of data in which there is only a small
range of values. For exampile, national data on
family size would be a large data set, with perhaps
millions of numbers, yet the range of values would
be quite narrow — the number of children per

family is likety to be between 0 and around 12 at
most. If, in practice, most families had 3 children,
it might well make better sense to use this value -
the most frequently occurring number of children
in a family — rather than to use a mean or a
median, which would probably be a fraction such
as '2.12' children. The mode can be valuable when
making comparisons within large populations, as
when carrying out research regionally or nationally
into the effects of family size on health or income.

However, using the mode can make it harder

to see trends. For example, if there were a new
trend in which increasing numbers of families

had 3 or more children, this trend would not be
apparent if one knew only that 3 children was the
most common number in a farily. In contrast,

the mean, a more precise decimal number, might
show a rise in average family size, such as from 2.8
to 3.3.

Comparing means, medians and modes
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23, 36,42, 56, 57, 58, 59, 59, 59, 69, 99

® In this set, the mode - the number that occurs
mast frequently - is 59.

& The median - the number that falls in the
middie place - is 58 (calculated on page 233).

® The mean - calculated by adding all of the iterns

in the set (617} and dividing the sum by the
number of items in the set (11) —is 56.

These are all accurate statistics, but they do

not match. This is one reason why ‘statistics’
sometimes seem to ‘lie’. As arguments are often
based on comparisons of averages, it is important
to know:

® What was included in the data set? (For
example, were all the exam scores included, or
were any omitted?)

o Which method of calculating the average was
used? ts this kind of average suitable?

Confidence with numbers
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e Would a different methed of calculating the
average give a different outcome? (It might,
depending on the numbers involved.}

® When averages are compared in an article or
report, were these averages calculated using the
same method, whether mean, mode or median?
{Each average might be higher or lower,
depending on the method used.)

Activity

: . Find the mean, median and mode for the

. following numbers. Consider how extreme

~ values {unusually small or large numbers) affect
each average.
a 1,1,1,3,3,477,.10
b 28,614, 21, 28, 26, 62

cc 19,170,117, 19,19, 16, 20

_ Answers are given on page 412,

Calculating averages




Five-number summaries and quart#jles

What is a five-number summary?

The numbers in a set may be similar and closely
related, or they may be varied with features such
as very high or low scores — extreme values — which
are quite unlike the other numbers in the set. The
variety of numbers and the way in which they are
clustered or spread in a set is called the distribution,

If you know just an average number for a set and
nothing else, you cannot tell anything about the
distribution of numbers in the set, and whether
it is in any way unusual. Are the data refiable, or
might they be distorted or unrepresentative in
some way? Can they be used as they are or do
they need further investigation?

The effect of extreme values

Suppose, for instance, that in a group of 12
students (a small sample), 17 students received
exam marks of 64% and 1 student received just
3%. You might expect the average mark for the
whole group to be 64% — after all, that is what all
but one of the students received. If the average
used was the mode, it would be 64%. If the
average used was the mean, however, it would be
around 599%0.

The single mark of 3% in this set is an ‘extreme
value’: it skews the results for the set as a whole,
When data sets are small, or when means are used,
extreme values can be quite misleading. In larger
samples, extreme values have less impact.

T -

The five numbers

Extreme values are just one of the possible sources
of distortion when one chooses a particular
number to represent the whole group. To address
such problems, statisticians have found that in
describing a set it is helpfui to state not just one
number but five numbers,

First the numbers in the set are put in sequence,
from the smallest to largest. Then five numbers can
be recorded:

1 Minimum number The first in the sequence.

2 Maximum number The last in the sequence.

3 Median The mid-peoint of the sequence,

4 lower quartife (LQ) The value one-quarter of
the way along the sequence.

5 Upper quartile (HQ) The value three-quarters
of the way along the sequence.

Summaries and averages

The table below shows a five-number summary.
Consider this information compared with that
provided by averages. It may help to note that:

® The mean for the marks, by calculation, is
47.29%. The mode is 70%,

® The mean is brought down by the 2 extreme
values, 2% and 3%. It would otherwise have
been 51.36% (1130/22).

® Without the 2 lowest and 2 highest scores, the
mean is 49.5% (990/20).
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Example: a five-number summary

Below is a set of class exam scores for 24 students. These are placed in order, from lowest to highest,
and the number of their place in the sequence is written below for ease of reference. The positions of
the lower and upper quartiles must be calculated (as for medians: page 233).

. Mark (%) 2 3 40 41 42 43 44 45 46 47 48 49 50 51 52 53 54 55 56 57 58 59 70 70

Place 12 3 4 5 6 7 8 9101112131415 16 17 18 19 20 21 22 23 24
Minimum Lower quartile (LQ) | Median Upper quartile Maximum
1st place The value mid-way The average of vaQ) 24th place
=2 between the 5th and | the 12th and 13th | The value mid- =70
6th places places way between the
| =425 =49.5 18th and 19th

places = 55.5

Confidence with numbers



Using five-number summaries
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Examples of five-number summaries

Class A
For Class A, a set of 11 exam scores is:
23, 36, 42, 56, 57, 58, 59, 59, 59, 69, 99

The five-number summary for this set would be:

1 Minimum number 23
2 Lower quartile: LQ {3rd score) 42
3 Median number 58
4 Upper quartile: UQ (9th score) 59
5 Maximum number 99
Class B

For Class B, a set of 16 exam scores is:

7,27,27, 27, 55, 55, 64, 65,
66, 66, 67, 68, 69,70, 71, 78

The five-number summary for the set would be:

1 Minimum number 7
2 Lower quartile: LQ (4th score) 27
3 Median number (mean of 65 and 66) 65.5
4 Upper quartile: UQ (12th score) 68
5 Maximum number 78

Using the five-number summary

Consider Class B. If the only fact you knew
about the scores for this class was that the mode
(the most commen score} was 27, you would
gain a quite mistaken impression of the group’s
performance.

Even without a list of all the class scores, however,
the five-number summary would give you a
much more accurate picture. Looking at these
five numbers only, you could see that the scores
in the class were widely distributed, from 7 to 78,
and that at least haif the group must have scored
65.5% or higher.

Similarly, if you knew only that the mean was 55%,
you would be unable to appreciate how well some
students had done while others had struggled. The
five-number summary makes the distribution clear.

Confidence with numbers

The five-number summary thus gives a better ‘feel’
for the whole set of numbers. When you have
large sets of numbers, such a summary can be very
useful.

Presenting five-number summaries

Five-number summaries can be used to compare
two or more sets of data. The numbers can be
presented in table form so that the equivalent
numbers can be compared easily. For example,
the two exam scores for Classes A and B would be
presented as below.

Table to compare exarn scores for Class A and
Class B, using a five-number summary

Scores Class A Class B
Minimum number 23 7
Lower quartile (LQ) 47 27
Median number 58 65.5
Upper quartile (UQ) 59 68
Maximurm number 99 78

Five-number summaries

Activity

¢ Draw up five-number summaries for the

: foflowing sets of numbers, as in the examples

- above.

“a Setof class scores: 10, 31, 39, 45, 46, 47,
48, 55, 56, 57, 58, 59, 61, 63, 64, 65, 66,
67, 68, 69, 71

b Number of pets per household: 9, 0, 0, 0, 0,
0,0,01,1,1,1,1,1,1,2,22,2,2,2,2,
3,34, 4,517

¢ Life expectancy for males in sample families
(in years): 32, 39, 41, 56, 58, 64, 65, 67, 69,
70,71, 71,73, 73,73,73,74, 77,77, 78,
81, 84, 89, 92

- Answers are given on pages 412-13.




Using tables, charts and graphs§

Tables, charts and My money - income
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graphs provide
a kind of visual My money - income
shorthand - they i 5 -
condense complex
information and * \& ¢
resent it clearly. *
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Why use tables, graphs and charts?

¢ Good tables and charts present information in
clear, orderly, systematic ways.

® You can 'see’ key information more quickly than
when you read it as text.

® You can see relationships, detect patterns and
trends, and draw comparisons easily.

* You may find visual information easier to
interpret.

# You may see aspects to tables and charts that
their authors did not see - that is, you may bring
an additional interpretation.

Read the labels

Headings and labels help you to interpret the data
appropriately.

# Headings Read

the main headings
carefully. Note each
word or phrase, and
be sure you know
exactly what the
graph or table is
meant to represent.
Labels Read the
labels on rows and
columns, axes and
lines. These should
tell you precisely
what each represents.

104 My money — debts

| A 1 r
Jan Feb Mar

i
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® Key If colour, shading or symbols are used, look
for the key that explains how to interpret these.
This is usually a box above, below or to the side
of the table, and teils you the meaning of each
colour, shading type or symbol.

Take time; be systematic

Each table presents information differently, so take

time to understand what the table is showing you.

® Familiarise yourself with the style, symbols, and
measurerments,

¢ Note dates and the source of information,

e Work your way systematically along each row,
column, line, and so on.

® Keep checking back to the key and the
measurements,

& Work cut amounts. Look at any "totals’ that are
presented — what do these tell you?

10
My money — debts
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-A s
Jan Feb M;rA;Jr_é\\;"( |
_— T

ust one word can change the meaning of the graph
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Interpreting graphs

Why use graphs?
Graphs are useful in indicating trends, including

how one aspect, or variable, changes in relation to
another. For example, a graph might show:

e how income rises or falls over time, or in relation
to a factor such as world oil prices

& how sales vary relative to cost

& how an insect population increases or decreases
with seasonal temperature or rainfall.

Heading

This should state
exactly what the ™
graph is meant to
show, including

Average income
dates. -

Average earnings in Aremia, Jan—Dec. 2012

Drawing graphs

A graph has two axes, horizontal and vertical. Fach
axis is divided into equal measures and labelled to
specify the scale and unit of measurement being
used, such as "‘Weight in grams’, "Volume in litres’,
‘Income in £1000¢’, or ‘Temperature in degrees
Celsius”.

Reading graphs

Read all the textual information, such as headings,
labels, and units of measurement.

Follow one line on the

graph. Track it in relation

to measurements on the
horizontal and vertical axes,
From these measurements,
note the changes as you move

($1000s) along a line.
, 50 Are there any sharp rises or
o Axis label 45 falls? What do these suggest?
M Fach axis should Y
=l be labelled to state 40 D This graph
8 exactly what it X Heemmmm T X
& y - L This graph indicates that in
% represents 35 -
) K /X Aremia in 2012 women's
30 Ly average income was lower

than men’s average income,
but that women's income was

Vertical axis et

25 X
This is divided mh; /
equal measures. ’ /

rising more quickly.

(Here the axis scale 15 Women
marks intervals of = === Men 6 Interpreting
$5000.) L N Whole W graphs l
51
. a What was the average
Horizontal axis OJ;n A‘Pr Ju[ bct Dec : ?slgrzt‘fjot:;?remlan men
This is divided into Sourge: Aremia Cfficial Statlstics, 2013 b In which quarter did

equal measures.

{Here the axis scale

marks intervals of

3 months.)
Source and date
The date and
source of the
information should
be stated.

Confidence with numbers

Aremian women’s
earnings rise above

$20,0007
Labels or key . Answers are given on page
Lines are iabelled . 473,

or a key is used to i
indicate what each
line represents.




Interpreting tables

The table below provides raw data for two student groups, A and B, with names,
courses and test scores for 24 students, Examine the data to see what it tells you. For
example, at first view, which course seems most popular? Which group does best in

the test? Are these interpretations reliabie?

Data set: 24 students’ test scores, by subject and group (Aremia University, 2013)

Test scores for Group A
Student  Course Test score  M/F
Belinda Geology 67 F
Darren Oriental Studies 41 M
Diishad History 54 F
Elizabeth  Maths 64 F
Femi English 61 M
Francis Oriental Studies &0 M
Geraint Psychology 65 M
Omar Geology 67 M
Patrick Geology 72 M
Rosa Geology 71 F
Sunijit Geology 54 M
Thandi Geology 58 F

Test scores for Group B
Student  Course Test score  M/F
Assunta Politics 60 F
Chiara Social Work 57 F
Diane Maths 55 F
Horace Psychology 68 M
Joachim Film 23 M
Joseph Nursing &9 M
Kiran Arabic 53 M
Matasha  Film 49 F
Niall French 44 M
Otto Physics 62 M
Soraya Film 57 F
Zoe Fine Art 31 F

A set of only 24 students is unlikely to be
representative of a large university population. You
probably noticed that the most popular course
overall is Geology, selected by 6 of the 24 students
(25% or a Y4 of students). Unless this is a specialist
university, it is unlikely that a quarter of the
students all study one subject.

If we looked only at the data for Group B, it would
seem that Film was the most popular course and
as if nobody studied Geology. Each group shows
considerable variation in subject choice. With only
one or two students taking each subject, in most
cases, the sample size is too small for us to make
generalisations about subject popularity.

This data on programme choices is unstable - if
we were to add data about additional groups, it is
likeiy that the proportions who had chosen each
subject would change.

The mean test score overall for each group would
allow one comparison between the groups. The
total number of marks for Group A is 734 and in

Chapter 9

that group there are 12 students, so the mean
score is 734/12 = 61 marks. The total marks for
Group B is 628: the mean score is 628/12 = 52
marks.

This is a big difference between the two groups. To
interpret this data, you would need to know more.
For example:

® How were these two groups selected?

® How do marks for these groups compare with
those for the university overall?

® Does the high number of geclogists in Group A
distort the data?

® Are there other particular differences between
the two groups, such as the proportions of
men and women or the proportion in part-time
employment? Do these differences affect group
marks?

You would also want to know what was being
tested. For example, if the test were in geology, we
would expect the geologists’ scores to be higher!
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Interpreting charts
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Showing relationships Pie charts

Tables, graphs and charts can be used to present
two or more sets of information in a way that
makes it easier to see how one set of information
relates to the other, to find patterns and trends,
and to draw comparisons.

Pie charts are useful in indicating the refative
proportions of the various components that
make up a whole. They cannot provide statistical
precision, however.

Consider the information about recruitment to
two groups on different programmes (page 239).

Bar charts

arc The pie charts below compare the data for the 24
Bar charts contain less detail than tables, but students with data for the university as a whole.
summarise data in a way that makes it easier to .
read Distribution of students by subject, 2012-13

For example, the chart below presents the average

marks for two student groups, A and B (page 239), Groups Aand B
and for their university as a whole. It breaks the combined

data down to show the mean figures for whole

sets, and also separatety for men and women.

Note that the marks are shown from 50 upwards. "] Geoloay

Ky Fitm

Mean test marks by group 2012-13 ] Nursing and

o o Medicine
ok | 70 -
Eé- 68 E] All EB Maths X
g"; 66 4 ™ Women Paychology
] 64 1 o 3 Men Oriental
gg l Studies
sa 1 | | . [ Others
86 1 BN .
54 1 B e
52y | |.. Ao ]
BO - - L _— . _—
University Group Group Arernia University
overall A B totals
Source: Aremia Assessment Report, july 2013 !
Source: Aremia Official Statistics, 2013

Actr'vity 6 Interpreting bhar charts
Z P : Interpreting pie charts

© From the bar chart above, is Group Aor Group - - . )
_ B more representative of the university as a . - Examine the two pie charts. In what ways
whole? .. were the 24 students representative or

. unrepresentative of the whole university?
How do mean average scores for these groups :

. compare with those for the university overall? i Answers are given on page 413. :
L —

| Answers are given on page 413.
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Technical terms
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Average A number that is in some way ‘typical’
of a group of numbers, and that can be used
to ‘represent’ them. What is meant by "typical’
depends on the context, and three kinds of
average are commonly used: mean, mode and
median. {See below and pages 231-4.)

Data ‘Data’ is the plural of the Latin word datum
{meaning ‘samething given”), Data are facts,
observations and measurements; collectively
data provide information. Numerical data are
collected by sorting, measuring and counting.
For example, measurements of peeple’s heights
and weights, or of sales or industrial production,
or even of conditions on Mars, all provide
numerical data.

Data set A complete collection of information
on a particular topic. For example, all the data
collected in a survey of transport in Landon,
Zagreb or Jakarta would together provide the
data set for that survey.

Denominator The bottom number in a fraction
(see pages 225-6).

Elements The basic categories of data used
for collection, counting and analysis, such
as ‘Income’, ‘Pieces of broken pottery’,
‘Respondents to the survey about font styles’.

Extreme values Numbers that are much fower
or much higher than the rest of the set. For
instance, in the set 16, 55, 56, 56, 56, 57, 59,
61, 61, 63, 64, 68, 88, the numbers 16 and 88
would be ‘extreme values’.

Mean The middle point of a sequence. This Ts
the usual meaning of the word ‘average’ in
everyday conversation. {Calculation of the mean
is explained on page 232.)

Median The middle number in a sequence: one
way of expressing an average. (Calculation of
the median is explained on page 233.)

Mode The number in a set that occurs most often;
one way of expressing an average. {Calculation
of the mode is explained on page 234.)

e

Numerator The top number in a fraction (see
pages 225-6).

Percentage The number of occurrences in each
100 instances. For example, suppose 25 out
of every 50 people are able to swim. The same
proportion can be given as 50 people in each
group of 100 people: ‘50 per cent’ or *50%',
{Calculation of percentages is explained on page
229

Prime numbers Numbers that, without resulting

in a fraction, can be divided only by themselves
or by the number 1. For example, the number

7 can be divided only by 1 or by 7 - division by
any other number gives a fraction. The same is

true of 3, 5,11, 13, 17, etc.

Qualitative data Information that comprises
subjective descriptions rather than objective
measurements, For example, a survey of pets
might record owners’ reasans for choosing a
particular animal, and how they feel about their
pet. {See page 312))

Quuontitative data information that comprises
objective measurements rather than subjective
descriptions. For example, a survey of pets
might count the number of each kind of animal,
and the annual cost of keeping it. {See page
312

Raw data The basic information as collected, with
no interpretation. {(See page 239.)

Chapter 9

Rounding ‘up’or 'down’ Replacing a number with
a simpler number that is no longer as accurate
but is easier to work with. (See page 230.)

Statistics Sets of data, and techniques for working
with them. (See page 223.)

Variables The aspects of the elements (or
countable items) that may differ from one itemn
or group to anather, For example, a shopping
survey might consider the kinds of product
bought, the quantity of each, the number of
shopping trips each week, the amount spent,
the age and gender of the shopper, and so on.

Vulgar fraction Another name for a fraction (see

page 225).
Confidence with numbers



Review
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This chapter has provided information about,

and practice in, several aspects of working

with numbers. The areas covered - such as
warking with fractions, calculating averages,

and interpreting graphs and charts - challenge
many students at times, even when they are

good at other aspects of number work. Although
the necessary mathematical operations are not
particularly difficult to learn, they are easy to forget
if you do not use them regularly.

Here are some key messages from the chapter:

® You can overcome obstacles and barriers to
using numbers, even if you have found these
difficult in the past.
o Numbers must be interpreted — in themselves,
they provide no authority.
© In using numbers to find answers or make
interpretations, you can be much more
confident if you:
- don‘t rush at the task
- take time to absorb what is required

-
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- work systematically through a sequence
of steps or rules for working out the right
answer

- check your answers repeatedly

- practise often the numerical operations and
tasks that are relevant to your course.

e If you are providing data in charts, tables and
graphs, present these clearly. Use precisely
worded headings and labels,

® Words can be just as important as the numbers
themselves, Make sure you read the instructions,
labels, headings, explanations and any other
verbat information carefully.

If specialist techniques or statistical software
packages are required for your course, your
university or college is likely to provide sessions
that explain how to use these. To cope with
these mare specialist areas of your programme,
however, you will probably need first to be able
1o understand and perform the basic numerical
functions outlined in this chapter.



Part C
People skills

10 Working with others: Collaborative study

Although ‘people skills’ may not seem to be an
obvious study skill, on most courses you will be
expected to interact with others as an integral
part of the learning experience. This can be
true of both distance learning courses as well as
those based on campus or in the workplace.

As academic work in Higher Education is
developed within a learning community, you
need to understand how to work alongside
others, to give and receive support and share
ideas whilst also maintaining the academic
integrity of your own work. As a student, you
will benefit from understanding how groups
work, and how you can play an effective role as
a team member.

Depending on your course, you may need to
demonstrate good communication skills in
listening and in making your point, to be able
to give and receive criticism, and to take part

in group tasks in class or for group projects. In
some instances, your input to the group, or to
group outcomes, may contribute to your averall
marks and grades.

This section covers, in brief, a range of people
skills that will help you as a student. These
range from in-class participation through to
skills needed for specific tasks such as making
presentations and managing group projects.

People skills
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Chapter 10
Working with others

Collaborative study
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This chapter offers you opportunities to:

® consider the advantages of working with others

® develop your communication skills

® build your confidence in participating in discussion groups and seminars

® understand what makes groups werk and how to be an effective team member

® develop strategies for particular aspects of collaborative study, such as peer support, offering
constructive feedback, contributing to seminars and group projects, and making presentations.

Academic study at university level generally
focuses on the achievements of individuals. In
part, this is to ensure that each person is awarded
a qualification purely on the strength of his or her
own work. Increasingly, however, courses require
collaborative working in groups or teams. Such
activities vary, but typically include: peer support
groups, making presentations in seminars or
group tutorials and contributing to the discussion,
providing constructive feedback on cther students’
ideas or work, and undertaking and presenting
group projects.

There are a number of reasons for encouraging
students to undertake collaborative working.

or in employment; good interpersonal skills are
essential to many graduate jobs and are highly
valued by employers.

® Learning community: to enable students to learn
from each other, sharing knowledge as active
members of a learning community.

e Diverse viewpoints: to encourage an This chapter looks at skills and general principles
appreciation of what can be gained through for working well with others, whether face to face
taking multiple perspectives on board. or online. It looks at such issues as:

® learning styles: to provide varied teaching ® being open to what others have to offer
methads, in recognition that students learn in ® getting your own message across clearly

different ways, including through social learning,  # giving and receiving constructive criticism

groupwork and discussion. ® giving and receiving support from others, whilst
¢ Cohort effect: to provide opportunities for group retaining your own academic integrity

bonding and mutual support; these tend to lead

to whole groups achieving well.

® Graduate skills: to prepare students for life
after their degree, whether in research teams

® playing a useful role as a group member,
contributing to group effectiveness.

Working with others RS



Studying collaboratively

Contexts

Using the course material provided to you, »:

find out which of the following contexts are The value of collaborative working

likely to arise for collaborative study on your Which of the following aspects of collaborative
course.

working do you value? Select v all that apply.
|: seminars D discussion groups

[] 1 Enjoying a sense of group solidarity
L chat rooms [] work placements

| 7] 2 Sharing ideas and stimulating eacljdother's
[ group projects (L] support groups | thinking, so everyone gains more eas

T 3 Gaining new and diverse perspectives
[ class wiki [] mentor schemes (| 4 Tapping intoa wider pool of experience, y
[ 1ab groups L art “crit’ groups background knowledge and styles of working
Others: [] 5 Developing skills relevant to employmenF
[} 6 Learning to stay on task even when working
T with people whose company | enjoy
; - uld
The challenge of collaborative [ 7 Achieving greater outcomes than [€o
working alone ibility
: responsibi .
In collaborative study tasks, you gain a chance | L_) 8 Havinga chance to take on _ﬁp \ team .
to hone skills that are valuable to being part ! [} 9 Having achanceto take on differen :
2 of a research team as well as more generally. roles :
o, These include awareness and understanding (110 Learning ‘give and take’, rather thefn :
I of group dynamics, of how others think and B dominating a group or being dominated by
“5 feel, of what motivates others, and of how to others in it
deploy a team’s skills and time to best effect. o hts through
my own thoughts 9
It means thinking about how you can help n g::ég;;gn Y
others to contribute well, whilst taking on O i . soa my viewpoint v
board what others say about your own role. (112 Gaining confidence l: assertlln?ﬁnz difficFL'Jlt :
- ; i eople
Developing such attributes can be challenging 113 Learnl-l‘lg 0 worlk w|t; ciallznge and criticism
as this requires greater self-awareness, which [114 Learning to deal wi ] A
can be unsettling. It can also mean putting | [ 115 Receiving support when 1 need it
group interests before your own. k 116 Helping and supporting others. f’”
o Reflection: Skilful collaborative
work
. : )
. Identify one occasion when you were in a @J Reflection: The value of collaborative
. group that worked particularly well. 5 study
- ® What made the group successful? ' Which of the above d
: L © you value most, and why?
. ® How did that group differ from others? ¢ . Y Y
. @ What skills and qualities do you think : How would skills in these areas help your future
- are important to effective collaborative . career or life ambitions? :
working? :f —
L S—
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Collaborative working: what studentib say

‘-'—\

Studying con be quite d solitary
activity - you are on your T:S\rnor
with your Thoughts o; b:.l::“ sor
t of The hme,
our essay 6 10 i
‘i’T was actually a reallyor:ce
change wo . p-

My group bonded very well, We got very close and
hed a laugh. T worked so hard on that project
because I knew others were relying on me and I
didn't want Yo let them down. I even worked haorder

on my other assignments because the group

= | members kept asking how they were going and
Texting me with encouraging comments.

I really don't like discussion groups much but we had to
be in one. T am very focused and I hate it when groups
wander of f point. The turning peint fer me was when
some of these meanders went in directions T wouldn't
have thought of. Some were really unexpected, really
good. This made me a bit less vain about my own

.| thinking, which was probably a goed thing.

(RS R T S CS AT

j work. I¥
] 1 enjoyed grouP .
\ mn’: rsn?"rhing. 1 found it slow ::;?ve
":a::d wasting time. T am c'ampe.
a +
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how the skills yo :
. mg\fse; wouldn't have thaught :O* .
i \d i:e a good jeader a8 .I am A
o \able Type but 1 like Y0 9

i bit of a shock Y0 me
pots groupfe\:lzae;o:s?:etple person. I am v:;:!fp
At ; a\; guite hard to hear Thfl'f ?hig
T sh wldw'r pbasically, talk jess and listen "
e Shauh 'u ht T was jistening, but the g‘J "
ZL?;' ?d?dl: agtua'.ly take on b:s{r:a;\r'r::; E; gpag\’ N

. a :
poih sm‘mfu?:? :?s Z::é'}hicng 1 needed %o L:f:‘t;lw, it
‘ hezpo*r:‘elsof the most useful parts of the €0 " ,

EET

d
wni iz 10 others, an
xplaining Yhis e
izzngpeverything gels orjgamse
am interested in ?ev:}’:zamgo L toakon
T ther.
dership skills TU
ln_:jer(?::'up\a.rcar'hn differently. ]

AL i i

The thing that used to annoy me about callaborative working
was people not pulling their weight. T have learned that right
at the start, you need to spel! out the ground rules, whc') is
Fioing what, and what wili happen if someone doesn’t do what
Is agreed. If you do that, then yau can get a really good
group going.

RS B A

PR SRR oy et

i e e
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o
§ Self-evaluation: studying with other people

S\

B R L e T

Rate yourself on the following aspects of studying with others.

Aspect very weak K good |excellent| See
weak page
1 Appreciating the value of
: 248
collaborative work
2 Creating a supportive environment
249
for groupwork B
3 Creating an effective environment
249
for groupwork ) -
4 Setting ground rules for groups 249, 259
5 Sharing out roles and responsibilities 249-50
6 Getting the most out of discussion 251
7 Knowing how to be an effective ' ' 251 -
group member _ .
8 Kr@wmg hpw to deal with ‘ 249, 254
__difficulties in a group
o 9 Listening to what other people say _ 252
L 10 Making a point effectively in groups T 253
- . . - —
[+R
PR | 11 Giving criticism effectively 255
o ;
12 Receiving criticism effectively 255
13 Understanding how to deal with ) " 256—
unfairness in groups _ ] _ - ) _ o
14 Setting up study groups _ 257
15 Knowing how to share study "
; - 258
without cheating o _ _
16 Managing group projects : 2614
17 Contributing effectively to seminars ' - - ' )
. 269
and taught sessions
18 Making an effective oral 265-8
presentation

=

Reflection: Working collaboratively

Which of the above skills would it be helpful for you to develop further?

Working with others & Stella Cotirell (2013) The Study Skills Handpook, 4th edition, Palgrave Macmillan



Making a group work

Although there are many
benefits to working in groups,

it isn’t always easy. Dealing

with the challenge of the group
develops a range of skills. The
following guidefines are helpful
for varied types of groupwaork,
from class and seminar groups to
study groups and enline project
groups,

Create a supportive group
atmosphere

Be aware of peopie’s feelings

Peaple are often more anxious
than they seem, and worry
about being criticised or found
wanting. Be constructive in your
comments. Aim to be kind,
rather than t¢ score points.

Address anxieties directly

Groups work best when
members bond, In the first
session, give time to checking
how everybody feels about the
group or the course. What were
their concerns before arriving?
Did ethers feel the same way?
It helps to know that you are
not the only person who has
concerns, Discuss how the
group could turn anxieties into
opportunities,

Make ground rufes

This is especially important if you
are forming a study or project
group. Ground rules should
address directly the anxieties
raised by the group. Also
include:

¢ expecied attendance,
punctuality and commitment

# behaviour or comments that

would be unacceptable

¢ what the group will do if
someone dominates, does not
pull their weight or ignores the
ground rules. See page 259,

Set clear boundaries

Be clear what the group will

or won't do to support those

in difficulty. Be supportive and
encouraging, but avoid being
drawn too deeply into others’
personal difficulties or trying to
‘rescue’ them. Help them find
the appropriate support services.

Plan to prevent difficulties

If you are going to work
collaberatively with one or more
people over a period of time,
think through what you hope

to gain from working together
and what might go wrong. Write
down your considerations under
three sets of headings:

® 'Advantages’
* 'Potential difficulties”

® ‘Ways we could deal with
these difficulties”.

Co through all the advantages
together. Consider each potential
difficulty and brainstorm ways

of dealing with it, Be creative in
looking for strategies. If you are
truly stuck, speak to a tutor.

Create an effective group
environment

Clarify the group’s purpose
Keep the group focused on its

purpose and on what it was set
up to achieve. This might be:

* a particular product or
outcome such as a report,
wiki, research project results?

® to develop interpersonal skills?
® to gain personal insights?

& emotional support?

® social interaction?

® solidarity?

Set clear agendas

® Be clear about the purpose of
each meeting.

® Set an agenda for meetings,
decide how long to spend on
each item, and stick to this.

® Meet in a suitable venue. If
it isn't a social group, avoid
social venues,

® Arrange meeting times and
venues well in advance, 50
that everyone can attend.

Check progress

If the group does not seem to
be warking well, address this
directly. Each person in turn
should say what they think could
be done to improve matters,
including what they personally
could do differently. Consider:

Chapter 10

¢ Does the group need to bond
through a social activity, or
meet earlier to socialise?

® Are tasks shared fairly?
® Is somebody dominating?

® Are you considerate enough
about each other’s feelings
and ideas?

Aim to avoid negative criticism
or allocating blarme,

Working with others



Making a group work

Taking responsibility

The responsibility for the group lies with each
member. Everyone needs to play an active part. If
a problem arises, even if it seems to be the fault of
one person, everyone has responsibility for sorting
it out so that the group can function.

Investigate group strengths

Find out the range of skills and experience in the
group. Who prefers to organise, run meetings,

write? State clearly what you would like to do. If
several people want to do the same thing, rotate

roles or share tasks out. Ensure everyone has a role.

Task allocation and group roles
For each session, decide who will take which role.

® Be clear who will do what.
® Set clear deadlines for completion.

someone really cannot do what was agreed. Be
clear what the group will do if someone doesn’t
pull their weight. Talk through whether, for this
group, it is better to assign tasks according to
individual strengths — useful if the group needs to
produce an outcome at speed or in a competitive
context, Alternatively, if a key aim is to learn to
work collaboratively, consider rotating roles so that
everyone has a chance to develop a range of skills
and experience.

Manage potential ‘saboteurs’

Be alert to individuals or groups that seem to want
to divert time and attention by complaining about
the nature of the group or shortcomings of the task
set. Avoid being drawn into this. Keep bringing

the group back to task. Consider what next step
the group can take towards achieving its purpose.
Focus on potential sclutions rather than problemns,

Chairperson

Although everybody should help, the
¢hair helps the group to draw up an
agenda and keep to it, ensures that
everyone gets to speak and that their
views are heard, keeps the group
focused on the point being discussed
and sums up the main points,

Chapter 10

Timekeeper

The timekeeper ensures the group
keeps to time schedules. Sometimes, in
meetings, they allocate each person a
set time for contributions.

Record-keeper or secretary

The record-keeper notes who is going
to do what and when, and any other
decisions made.

Task or project manager

The task manager checks, between
meetings, that everyone is doing what
was agreed.

Sharing groupwork fairly

Consider what is fair in the
circumstances, and what to do if

Working with others

Group sabotage

It is quite easy to sabotage a group. Often this happens
unintentionally, because people are nervous or worry about
being judged by cthers.

—1
S

orry I'm late,
everyone,

\1 L&)
| :
Yes,youget a ]

aood buy there.

2

MReﬂecﬂon: Sabotage

. How might you sabotage a group unintentionally - for
. example, by being late, not preparing, whispering or
. chatting? What could you do differently?

k IE—




Being effective in group discussioiﬁ

Cetting the most out of discussion

Before ¢ jot down guestions to ask.
@ Ensure you have done any tasks agreed  If you don’t understand something, ask.

for the group. ® Link what you hear to what you aiready know.
 Read around the subject. Think about it. e Make contributions - for example, raise points
® What questions do you want answered? that interest you.
During After
e Check that everyone can see and hear # Go over your notes and summarise them. Add

any new details and thoughts.

® Check that you know exactly when you will do
activities arising out of the group. Are they in
your diary?

everyone else.
® Be open to hearing something new,
# Jot down useful information.

Enabling good discussion

Be encouraging
Encourage cthers. For
instance, you might say, ‘|
found it interesting that ...".

include everyone
Speak to everyone in the
group, not just particular
individuals. Make sure that
everybody has a chance
to speak.

Use “body language’
As yau listen, show your
attention by smiling, by
nodding agreerent, and

so on. If you want to speak,

make clear signals.

Listen to other students
Your fellow students deserve
your respectful attention as
much as does your tutor -
just as you deserve theirs.

Chapter 10

If you disagree

Instead of just rejecting the
other person’s ideas, explore
them: "What makes you think
that?* ‘Have you thought
about ... ¥

Indicate when you agree
Express your agreement:
'So dal ...’ “Yes, that's
true ...

Help the flow

® Contribute to the discussion —
but don't dominate it.

# Ask questions — but not too
many.

¢ Take responsibility: don't leave
everything to one person.

® Encourage the group to keep to

the subject.

Admit mistakes
Acknowledge your errors,
and apologise: ‘Sorry,
my mistake”; ‘Oh, | see! |
"~ misunderstood ...

Make suggestions
Share your ideas;
"Why don't we ...

Sum up for the group
‘Well, have we agreed on
these two points so far? First,
...7 And second, ...?'

Offer information
Share your knowledge:
There's some useful
information on thatin ...

Buifd on other people’s ideas
‘That’s an important point you
made, for several reasons ...

Be willing to share idem\_/"

Let others know if you have found a good source or if you have a different perspective on the
issue. Have the courage to ask the group for their input on ideas that you are working on.

Working with others P}




Chapter 10

Speaking and listening skills

Good communication is a two-way process, It
requires both good listening skills and participation
in the discussion.

Do you talk to people, or at people, or with
people?

# People who talk at you are listening to
themselves. They leave no space for a response.
® People who tafk with you are keen for you to join

in.
e People who talk to you consider you, and your
response, carefully.

Non-verbal communication

We indicate to other people how well we are
listening through our verbal responses, and also
through non-verbal communication, such as:

@

,——s/_\(?

shiling a:::b <
* N eye contact

@asurmg nods and gesturey @

( position - whe has to ‘look up te'
\ someone to listen?

& Y

expre ssion

k sniffing, snorting or fidgeting )

o

Working with others

How well do you listen?

& Ask someone to watch you while you are
listening in a group.

# Ask for comments about your non-verbal signals
to various group members.

& Are you surprised at this feedback?

# Do you come across to others in the way you
imagined?

® If not, what would you like to change?

A\

Reflection: Listening skills

In your journal, consider how well you listen to
: others. Do you:

. @ take in what other people say?
. @ give other people room to speak?

# let other people finish before you start?
. @ use encouraging non-verbal signas?
. @ ‘switch off’ when bored or if you dislike the
. person?

Could you do anything differently to put others
_ more at ease when they are speaking?
. Which non-verbal communication are you
. sensitive to? What do you find encouraging?
. What do you find discouraging?

/M\ Better listening /\,/\’\\/\\//\\/\«

Make a conscious effort to tune in to speakers.
Some of these technigues may help:

f

e consider the speakers’ feelings
¢ find ways of encouraging them

# focus on the content - think of some way this
could be of value to you

# listen for key words and jot them down

e think of a question you could ask {(when they
have finished speaking)

e link what they are saying to something you
already know

¢ find one positive comment you could
contribute.



Speaking u

Playing your part

Discussion sessions in class or within groups
are most effective when everyone makes a
contribution. This requires each student to take
personal responsibitity for:

# creating the kind of environment where
everyone has the chance to contribute

® having the courage and making the effort to

contribute.

Professor Locke’s discussion group wasn'‘t
an instant success

Reflection: Taking your space

- Are you someone who needs to focus more on:

_ & creating the space for yourself to speak,

- and making more of a contribution in class/
groups?

* @ leaving more space for others to speak?

Speaking in a group
I you are anxious at the idea of speaking out in a
group, the following may help.

Before the group

¢ Make a decision to speak at least once during
the group — even if it is only to hear yourself say
‘yes” out loud. Build up from a small base.

# Get to know other group members, if possible,
s0 that you feel more at ease.

SRR AR

During the group

® 3it next to somebady you find reassuring.

® Write down what you want to say - if necessary,
read it out,

¢ Think of an example, or evidence, or an
illustration to support your point.

® |f you are nervous, breathe out slightly more
slowly than usual.

® Take your time when speaking — aim to speak
mare slowly than you would usually.

o Make eye contact with at least one person in
your audience.

e Be brief. When you have made your point - stop.
Avoid going back over what you have already
said,

@ Be clear. If something sounds confused, say
‘Il make that clearer’, or check people have
understood.

® Speak up so everyone can hear. If people have to
strain to hear you, they will be less sympathetic
10 what you are saying — and you may have to
say it all over again.

® Act as though confident, even if you don't feel
it

® Don’t apologise — smile!

Chapter 10

After the group

e Congratulate yourself on any progress,

® Keep any mistakes or stumbling in proportion -
it s not the end of the world.

@ Decide what you will do next time.

Being judged by your voice

Many people feel self-conscious about the way

they speak, or about their accent. If you feel

anxious about your voice, remember:

® your voice is an important part of you -
everybody has an accent, and no accent is
better than any other

# your voice, or accent, is less impartant than your
ideas and opinions

# other people may be just as self-conscious about
the way they speak

® concentrate on getting your message across and
making sense, rather than on pronunciation

® there are many successful people with all kinds
of accents.

Working with others ERE]




Dealing with difficult moments in the group

Strong emotions in a group

When strong emotions are expressed, people may
feel nervous — yel these emetions are often honest
expressions of what sormeone is feeling.

Emotions arising from strong opinions

A strong attack on somebody’s views can be
distressing; people often identify themselves with
their own opinions. If you reject the opinion, the
person may feel rejected. The group may need a
ground rule that opinions can be challenged, but
not the person who holds them.

Emotions arising from group problems

If the emotion arises out of the group not working
properly, then address how the working of the
group could be improved.

For example, it might be that some people feel
their views are ignored. What would make them
feel they were being heard? Would that be
realistic? Can a compromise be found?

Emotions arising from outside the group

People bring into any group events or emotions
from everyday life. This can be disrupting, as it
is not clear where sudden strong emotions are
coming from,

It may help to take a minute or two at the start of
each session to say what has been going on for
group members. You may also need ground rutes
about strong emotions — such as, ‘If one person is
aggressive towards another, the rest of the group
will intervene.’

Tears

If people are distressed, for whatever reason, let
them have a few minutes’ quiet or some space to
express their emotions. Don’t worry about tears

— ¢rying can release pent-up stress. Distressed
people may need to be alone, or to speak with just
one other person quietly for a few minutes. Show
kindness. Ask the person what he or she needs.

Working with others

Silences

Silences often seem longer than they realty are.
This is because we so rarely experience silence.
Silence can be very productive, however, Sit with
it and value it, especially if the group needs to
discuss something of weight. Don't feel obliged to
fill silences with questions or jokes.

Dead-ends

if silences suggest stagnation or stalemate, try a

new approach.

® Think of several different ways to break the task
into smaller parts.

® |5 there a way of turning the problem on its
head?

@ Brainstorm ideas — might one work?

Imbalances in group interaction

Group discussions can easily become unbalanced
if:

¢ one or two people dominate

® two people are locked into an exchange

® there are no spaces in which quieter people can
gel into the discussien.

The chairperson or group members can address
these imbalances directly:

® by thanking dominant members for what they
have contributed, and reminding them that
others may wish to speak

e by asking if anybody who has not spoken would
like to

® by pointing oul any imbalance so that the group
can discuss it and deal with it.

Some contributions — such as updating Lhe group
at the start of a session aboul your day or week —
are importanl, but can drift on too long. Set lime
limits in such cases.



Giving and receiving feedback and criliicism

One of the mest difficult aspects of working
collaboratively is offering constructive feedback/
criticism on other people’s work or contributions to
the group. You may be asked to do this either formally
or informally.

What is meant by constructive?
Constructive criticism is feedback to others that:

& provides insights or suggestions that benefil Lhem,
that encourage them in the right direction and that
they can apply to improve their work or achieve
their goals

& is offered in such a way it does not belittle or
undermine the recipients.

DUl e 6

Reflection: Giving criticism

" How skilled are you at giving criticism in this way?
| What, if anything, could you do better?

Receive criticism in a constructive way

It can be hard to hear any criticism, whether
positive, in the form of compliments, or as areas for

improvement. However, we can learn a great. deal if

- we are prepared 1o listen to feedback. This is now a

. requirement of many courses and in the workplace. :

. @ Be open to hearing what people say, even if you
. find it difficult to sit through.
& Assume that the person giving feedback wants
to be constructive and is on your side, even if it
. doesn't feel like it.
. ® Listen attentively. Take time to think about what
i has been said. Look for the truth in it.
. @ Hear the main message, rather than questioning
. whether the speaker has understood everything
 about your intentions or the issue.
® Ask questions to clarify anything you do not
understand. Ask for examples if you are not sure
what is meant.
® Thank people for their feedback: they may have
found this chalfenging to do.

Offer constructive criticism
When to offer constructive criticism

® if you are asked to do so by the recipient

e if it is a requirement of your course to do
50

® if it is a ground rule set by the group

® if you have something worthwhile to offer
that you consider that the recipient is
willing and able to hear.

How to offer constructive criticism

1 Be sensitive: comment on behaviour,
actions, products or outcomes, not on
people.

2 Be current: refer to what is going on
now, rather than delving back into
history.

3 Be balanced: point out what is good,
as well as what could be improved. It
is important that the recipient knows
what is goed, so that they can build on
their strengths.

4 Be honest: don’t say things you do not
believe. When listening, jot down a list
of positive peints and ways of making
improvements, so you have something
concrete to refer too.

5 Be productive: start with what you
can praise. This may help the recipient
to be open to relatively negative
comments later.

6 Be selective: choose cne ar two areas
for improvement that would make a
real difference.

7 Be helpful: phrase your suggestions
in ways that can lead to practical
outcomes. Suggest ways forward,
rather than just stating what is wrong.

8 Be realistic: only suggest changes that
can be achieved.

9 Be precise: give a clear example of what
you mean.

10 Be kind: use a voice and a manner that
help others accept your criticism.

Chapter 10
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Being fair to everyone in the group

| Chapter 10,

When groups don't act fairly towards all members, everyone
loses out. The group isn’t working to the best potential of the
whole team. Individuals may experience stress, or ill health,
and be unable to contribute to the best of their abilities. It
can also produce tensions and anger, which affect the study
of everybody in a group or on a course.

Avoiding unintentional unfairness

Some people set out to hurt others deliberately, but a great
deal of unfaimess and discrimination is unintentional, caused
by thoughtlessness, awkwardness or not being aware of the
issues. Many people are concerned to find out they have
unintentionally caused distress to somebody else.

The atmosphere may become very tense

Unfair treatment

This may take the form of:

® not being given the chance to undertake certain group
roles

@ not being listened to

o contributions being ignored or not heard - especially if
another person makes that point a few minutes later and
gains the credit for it

® being overlooked or left out of activities

® experiencing discrimination on the grounds of <olour,
ethnicity, appearance, disability, age or other such reasons.

Working with others

Reflection: Experience of
unfair treatment

: Think about an occasion when

; you were treated unfairly, because
. of somebody else’s attitudes.

- For example, can you recall an

occasion when you were blamed for

. something you did not do, or when
. people tried to embarrass you for no
. goad reason?

What were your feelings and attitudes

- then?

© Did the incident have any longer-
© term effects, such as on your trust
- and confidence?

When you have completed this
. exercise, compare your ideas with
. those on page 413.

play

* ® There are dozens of ways in which

mernbers of a group could be

unfair to its members, maybe
without anybody realising. Jot

down as many such situations

as you can think of, drawing on
experiences of previous groups or
things you have seen on TV or read
about.

e What questions could you ask

yourself to help you monitor
whether everybody in your group
is being included, or whether
someone is being left out?

e What could you do to involve
everyone in a fair way?




Study groups

Types of study group/support network

Some courses organise a study group ot
network. This may be led by a ‘mentor’ - a
student from the year above. If no such group
exists, you may like to set one up yourself.
You could communicate by telephone or
online, or meet after class in a study area, café
or somebody’s home. Follow the principles
outlined above for other groups.

What a support group can do

The work of the support group is limited only
by your imagination, but the following activities
are generally heipful to most students.

v Select aspects that interest you. Decide when
and how you could arrange these activities with
others.

Encourage each other

] Arrange to ring, text or Skype each other to
encourage work on 2 particular activity.

[ Talk through your difficulties and concerns
- others may feel the same way. Help each
other to find solutions.

[J Comment on each other’s blogs.

[ Let others know what they do well, If you
appreciated a particular contribution, tell
them!

Befriend each other

Simply listening to each other can be very
helpful — den’t underestimate its value,

[ Meet up for coffee, suggest a group goes
out for a meal, or organise a social event
such as a trip.

|| Befriend each other on social networking
sites. Send supportive texts or tweets.
Leave comments in group members” social
networking accounts.

[J Setupa support group, chat room, or
discussion board for students in your
subject, year, college or club, or for mature
students, work-based students, or for those
studying on a particular project.

e

Review lectures

[ Go through your tecture notes together. See if
you picked out different points. Each person notes
different things, so by sharing information you
each gain a fuller set of lecture notes.

Share ideas and study tasks
[J share ideas about how to tackle assignments and
strategies for coping with work, study and life.

|| Divide different aspects of your study between
you: for example, you could each check a different
library or organisation for information, or act as
guinea pigs for each other’s project questionnaires.

[ share background reading. Read different texts
and summarise verbally the main points.

[J Discuss your ideas about what you read.
OJ Help each other to revise material for exams.

Signpost each other to good resources

[J Let each other know about helpful learning
resources, workshops, services, places to study,
discounted products, and local events.

Learn from each other’s marked work

Chapter 10

L Share essays once these have all been marked.
What differences do you notice?

Action Learning approaches to study

e Give one persan, ‘person A, 5 minutes to
describe a current study problem while the rest
of the group listen without interrupting.

® As a group, spend ten minutes clarifying the
issues. Brainstorm ideas for dealing with the
probtem, whilst A listens without interrupting.

® Person A has 5 minutes to use the suggestions
to identify action to take, set a timescale for
doing this, and negotiate support from the
group.

® Repeat the process for each group member. At
the next meeting, check that you all carried out
your actions, and set new ones.

¢ See Beaty and McGill {20013,

Working with others &Y



Sharing work without cheating

A G TR 1

Some kinds of work can be shared with other
people, whereas sharing other activities would be
considered cheating. Below are
some guidelines. If you are in

vk
any doubt, however, always gfof o
check with your tutors. g

All in your own words ...

In general, any writing
you submit should either
be in your own words, or
referenced as described on
pages 179-81.

® When you discuss ideas in
a group, write them down
as notes with bullet points.
Avoid writing sentences
you have heard - others
might write down the same
sentences and copy them
into their assignments, and this
would be seen as cheating.

® If you record discussions, do not
type out what is recarded. If you do,
you may accidentally copy someone else’s
words into an assignment - this too would be
cheating.

® You may be asked to work as a group to
design a project and collect data together,

In such cases, always make your own notes
about the design, methods, data collection,
results, discussion, and conclusions. Write the
final account from your own notes — not from
anyone else’s.

# Don't share out writing tasks between group
members, It is usually a requirement that the
whole of an assignment is written entirely in
your own words.

® |f text is sent to ycu by other group members,
never Copy and paste it into an assignment —
this would be cheating. The person who sent it
might also use the text in their own assignment,
and this would be noticed.

o Don't let anybody see your writing before
the tutor has marked and returned the whole

Working with others

Chapter 10

group’s assignments. If soreane copies your
work and hands it in as their own, you may also
be held responsible.
® Always write your own references. Mistakes
easily creep into references, and tutors are
usually good at detecting copied errers,

Accidental cheating?

Tutors are usually adept at finding identical
and near-identical sections in students’
work. Software is available which can
help them to find work copied from the
internet or from other students.
If your tutors find the same wording in
more than one assignment, they wil
suspect that cheating has occurred.
This could mean that you would
have to retake the whole module.
You might even be asked to leave
your course, Cheating is a very
serious academic offence,

Tasks that can be shared

There are many tasks that can be shared
out amongst friends, support groups or
project group members. These inciude:
e deciding on the group project titie
¢ clarifying each other’s understanding of course
material, by discussing lectures, notes, texts,
cases, experiences, ideas
¢ discussing new ideas and publications

® sharing administrative tasks, such as booking
rooms, keeping agendas of meetings, or writing
for permission to interview people

® undertaking a literature search, and then
identifying key texts and sections that everyone
should read

® discussing and deciding on a methedology

® checking out useful websites

® collecting data

¢ discussing data, and what it means

¢ helping one another to use software packages
® encouraging each other to succeed.



Communicating as a group

Deciding on group communications

Good communication is essential to effective
group-working. For some groupwork, you will
need to negotiate the following factors.

Access: How long will it take for members to
travel to face-to-face meetings? Which forms of
communication can all group members access?
Do they all have home Internet connections?

Group knowledge and skills: Do some students
need more encouragement to speak than others?
Does everyone know how to use the preferred
apps? Do they all use Dropbox or Google Docs?
Can you share these skills within the group?

Shared interests and understandings: Do

Setting ground-rules |

For all kinds of group interactions, it 1s ,

worth setting ground rules for a group's

communications, and renegotiating these ?s

the group takes shape. Be clear for yourseld

what you would want addressed as groun
rules. Select / any that apply.

"] The group’s staying focuseq on its core
purpose and/or on the subject of the
discussion/chat room)

[7] Use of the group’s meeting time ’.co
arrange outside meetings or to discuss

other items
members have the same attitude towards [ punctuality for logging in or arriving at
meeting up or using social networking sites? meetings

Do they share the same values for privacy, use

of texting or Skype, or speed of responding to
messages?

[ Attendance, including leaving or logging
off early
(] Contributing fairly to activities and
discussion
] “Lurking’ (reading messages but not
contributing)
) *small talk’ and socialising
] Making personal comments
[] showing respect towards other
participants
[ Unacceptable behaviours S},ICh as
aggression, belittiing, flaming, trolling
and cyber bullying
[} mManaging disagreements
() spelling, grammar and use of ‘text-
speak’ o
iquette and securty (€-9.
= g:gtirc?i?\gq::ch others’ online identitin.i:s;
agreeing who has access to the group’s
personal information qnq project
materials; keeping anti-virus software up
to date if sharing files).
Other:

Using a group moderator

Page 250 looked at the roles typical of face-to-
face groups. For online discussion groups, it can
also be useful for a group member to have the
role of ‘'moderator’ to facilitate interactions, such
as the following.

Chapter 10

Set up the group

# Set up the chat room or discussion board.

# Let group members know that it is there.

e Invite the group to set ground rules and to
decide actions to take if these are not followed.

Help generate discussion

® Stimulate debate by asking key questions,
making comments or offering useful prompts.

® Summarise the discussion so far.

® Respond to comments,

# Bring cut links between contributions.

# Encourage new discussion threads.

Keep it live
Archive material that is not in use,

Allocate tasks to group members.
Check that ground rules are being followed.

RIS HETEIES  E R
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Group projects

Student projects

You may be asked to undertake different kinds of
group project throughout your course. These can
vary in size and length but, typically, you need to:

# investigate a topic, for which you may have a
choice of the topic and title

® decide a method for your investigation

& gather information and data together

# share your findings with each other as a group

® report as a group, such as through a presentation
in class or a seminar session, or through a group
report, wiki, blog or poster

& write up the details of your preoject either as an
individual or as a group.

Managing your project

Effective project management draws on the skills

Using a group wiki

A wiki is a website containing information
that multiple users can edit. You can add your
own contributions to other people’s ideas,
and they can add theirs to yours. Using wikis
can develop useful collaborative working and
team skills in researching, negotiating, and
co-writing.

Your group may wish to create a wiki:
® 10 draw together information on the topic

# as a resource for students on your course

¢ to build knowledge of a topic that group
members find challenging

¢ to build understanding and critiques of a
difficult text or theory

¢ to develop the group report together

¢ o publish the results of a project or to
commuynicate this to others in the class.

covered throughout the book, and especially:
For more information, see:

® the collaborative working skills referred to in this et .
http://en.wikipedia.org/wiki

chapter, and
# research project skills covered in Chapter 13.

Chapter 10

Group project "To do’ List

on the group preject. Leave plenty of time to write
up your report and, if relevant, prepare and rehearse
the group presentation.

Working with others

Using a group blog

1 Communications: Decide how you will Ablog is a web-based log or electronic
communicate as a group {see page 259). Decide journal written by an individual or a group,
whether you will use toods such as a wiki, blogs or which others can read online. You might opt
social networking to support the group’s work. to use this:

2 The project brief: What learning do you have o matntalzac;‘eseaé‘cfh c:;.ary’ recohrdlng -
to demonstrate? Does this relate only to subject group methods and findings as these arise
content or are you required to demonstrate how ® to keep team members up to date about
effectively you functioned as a group? the progress of those aspects of the project

for which you each have responsibilit

3 Roles: Decide the range of roles needed, how these of ¢ Iy t h P ) Y
will be allocated, and who will fill each (and for how oF mutual SUpport, to share expenences
long, if relevant). See pages 250 and 261. with other group members, especially if

' the assignment brief encourages reflective

4 Planning timetable: Make a detailed list of all the analysis of your project work
things to do. Draw up a timetable detailing clearly @ as a group, to communicate with others
what will be completed by when and by whom. about your project.

- 5 Reporting: Be clear how you are intended to report



ng a group project
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1 Communications

Agree what combination of
communication methods will best suit
the group. Check whether anyone has a
disability or other difficuity that prevents
them from making full use of any
methods. Select v methods that suit your

group.

(] Face to face [] By phone

[ Email [ E-messaging
[ glog [J shared

[ ] Chat room electronic space
L other:

Ground rules and processes

Discuss the following. Select v when
completed.

0 Setting ground rules (see page 259
above)}.

[ How will you allocate roles?

[ what do you expect from one
another?

[ 1 Have group members any concerns
about working together on the
project? If sa, how can you resolve
these?

[[] what agreements about
communications are needed? How
often should members log in?

[ 1 Do you all wish to assign someone
to manage communications for the
group.

2 The project brief

Check the project brief carefully, Discuss the
following. Mark off v once completed.

(] what are you required to do as a group?
] what will be assessed, and how?

[] what are the marking criteria?

[J what must be produced collectively?

[ 1 what must be contributed individually?

Outputs

Select v the required outputs from your
project.

] Report ] website

[ Database [ Newsletter

[ 8log [ Group

(] wiki presentation
[ poster

L] Other:

3 Roles and responsibilities

Decide which roles are needed and who will
fill them. Some possibilities are listed below.
Select v those that apply for your project.

] Project leader (] Fundraiser/

[ Secretary treasurer
] chair [ Deadiines
manager

L] Timekeeper

[] Record keeper

C] Design aspects
[] Moderator

[ ] research manager

() website manager
U Blog manager
[ wiki manager
[ Technical aspects

© Stella Cottrell {2013) The Study Skilfs Hanobook, 4th edition, Palgrave Macmillan

Other:
[ Data manager U
3 Communications
manager
T
Working with others
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é" Managing your group project
%
?\- AR R L e, s e et Ao

Project name
Project team
Name Phone Email

i S
Tutors
Name Phone Ermail
Project communications

. ——

Email address Chat room address
Blog address Wiki address
E-messenger address Website
Other Other
Roles and responsibilities
Role Who Role Who
Project Manager

Project brief

Working with others & Stella Cottrell (2013) The Study Skilts Handbook, 4th edition, Paigrave Macmillan



Project outputs

Project outputs (e.g.
project website,
reports, posters,
leaflets, presentations)

Ground rules for the project team

1

L= - N = L R LT N S

10

| Project resources: websites
Web address Useful for Web address Useful for

o
-
—
U
=
(=3
i+
i
L

Project timetable

Task Details By whom | Deadline

© Stella Cottrell (2013) The Study Skills Handbook, 4th edition, Paigrave Macmitlan Working with others



End of project: date

Group presentation

Order of presenting

Material to present

Order Name of group member {s)

Working with others
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Making a presentation or giving a talk

What is the purpose of a presentation?

Students are often asked to give presentations,
alene or in groups, in order to:

® start off class discussion

® produce a variety of perspectives

& give opportunities to those who are stronger
¢ develop a skill required in many occupations.

How are presentations assessed?

Find out from your tutors which criteria will

be used. In general, the important feature of a
presentation is that you have an audience — and
you need to communicate information to them.
This means that the talk should be very focused on
audience needs. Group presentations should be
well coordinated with everyone contributing.

* Make a few main points. Don‘t swamp the
audience with everything you know.

# Select a few concrete examples which are easy
for the audience to visualise.

® Structure the talk very clearly, using just a few
headings. Know who is presenting points, for
how long, and in which order.

® Repeat main points, and summarise what you
have said. When people take things in by ear
they need to be reminded of the direction
your talk is taking, and how the major points
link up. Use a handout or overhead projector,
numbering three or four main areas you are
going to address.

Preparing your talk

It always takes longer to say something than it

does to read through it in preparation. Also, you

need to speak slowly in a presentation so that

people can take in what you say.

® Prepare only what you can deliver at a
reasonably slow pace.

® Divide your material into the essentiol points that
you definitely want to make, and extra material
you can use if there is time.

® Prepare a strong closing summary.

The postcard technique

# Break your talk into sections.

# Give each section a heading.

& Write one heading, and a few easily-read
prompt words, onto each card.

* Number the cards in the order that you want
to introduce those points.

# These will give you cenfidence that you have
structure and content for your talk.

Using audiovisual aids

Slide presentations

If you use PowerPoint® or similar software:

® Use large text: at [east 28-point.

# Introduce new slides from the same direction.

® Use only one PowerPoimt® slide for every 2-3
minutes of the talk.

® Avoid animations, sound effects and flashy
graphics, unless these are really essential.

® If you use video clips, keep these very short,
typically under 2-3 minutes.

Posters
If you are using posters:
# Make these large, bright and informative.

& Use blocks of text beneath large, numbered
headings.

® Avoid overloading the poster,

e Use a simple, clear structure so that it is obvious
which order to read the information.

Practising

Practise your talk several times, going slowly and
timing yourself. If it is too long, edit it down. For
group presentations, plan what each person will
say, for how long, the transition from one person
to the next, and the agreed cues for each speaker,

Working with others
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Chapter 10

Overcoming nerves

Many people spend so much time worrying about
giving a talk that they leave no time to prepare
what to say. You can reduce nervousness in the
following ways.

® Prepare carefully — be confident about what you
are going to say, and how you are going to say
it.

e Make a conscious effort to relax (see page 381},
especially 2-3 hours before the talk.

& Arrive early so that you do not need to worry
unnecessarily about the journey.

® Be in the raom before everybody else. Instead
of suddenly being confronted by a sea of faces,
it’s your space. Smile at your audience as they
arrive.

e Have water to drink.

Giving the talk

* Read the section
Speaking up (page 253).

#® Use a clock to time
yourself.

o Wait until everybody is
settled and quiet before
you start speaking.

¢ Tell the audience
whether you would
prefer questions at the
end or during the talk.

# [f possible, speak from
your postcards, from a
poster or from memory,
rather than reading. The
talk will flow better and
will be easier to listen
to. However, if you are
unabie to give the talk
in any other way, write it
out in full and read it,

® Remind yourself to speak
mare slowly and loudly
than you would usually.

Working with others

I've brought along a few
audio-visual aids.

You would never believe she was shyl

@ Don't apologise for anything you feel could be
better, Act as though you are quietly confident
that your talk is exceltent, and you will be
halfway to convincing your listeners,

® Look up. Make eye contact with at least two
people in your audience,

® At the beginning, summarise what you are
going to say - and in which order.

e Go through your cards or overheads in turn,
Make each point clearly.

& Pause and take a breath after each peint. This
gives your audience time to absorb the point. It
also makes you look mare professional.

# At the end, briefly sum up what you have said.

® Prepare a good line to end with. If you're not
sure how to end, simply smile and say ‘Thank

’

you,




How effective am | in giving present
and talks?

e
qhions 2,

<
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Chapter 10

audience give me?

Aspects of giving a talk Rating How could | improve this aspect?
low high
1 Was my main argument clear? 123435
2 Did | begin with a brief 12345
outline?
3 Did | stick to my outline? 12345
4 Did | sum up at the end? 123 45
5 How good was my opening? 12345
& How well did | finish? 12345
7 How appropriate were my 12345
handouts or audiovisual aids?
8 Did | move logically from one 12345
point to the next?
2 Did 1 give good exampies to 12345
support my points?
10 Did I answer questions well? 12345
11 Did | make eye contact with 12345
most of those present?
' 12 Did everybody feel included? 12345
13 Did | respect the different 12345
viewpoints of those present?
14 What feedback did the 12345

© Stella Cottrell (2013 The Study Skills Handbook, 4th edition, Palgrave Macmillan
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Being aware of your audience

PSR S MR

The more talks and presentations you
give, the more you will gain confidence
in adapting the talk to suit the audience.
Here are some useful things to remember.

® Your audience’s attention will tend to
drift: key points may be missed. State
essential points more than once, using
slightly different words.

® Your audience’s attention span may be
short. Break up your talk into a few clear
sections. Make planned brief pauses
between sections.

e Focus on the key points, Avoid
unnecessary details, and don’t go off
at tangents - you may confuse your
audience.

# It is harder to follow a complex
argument or a sequence of points when
listening rather than looking. A clear
chart or handout will help your listeners
follow you.

e If you run short of time, don’t gabble to
fit in more material or more overheads.
Instead, edit the talk to fit the available
time. {You can plan such reductions
when you practise your talk.)

® Audiences usuatly like ‘stories’. Use a
strong structure and relevant examples,
images and case studies to engage their
attention.

Chapter 10

Reflection: Speaking
formally to an audience

- ® How aware am | of my audience
when | make a presentation or give a
formal talk?

e Which techniques suggested in this
chapter would help me to interact
better with my audience?

. @ Which three things would be most

. useful to try out first?

Working with others
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Seminars and class-based audiences

The most typical audiences that you will face as a student
are [ikely to consist of other students, particularly in
seminars, workshops, larger tutorial groups or other class-
based groups.

These tend to occur on a frequent basis throughout your
course, offering you many opportunities to gradually hone
your skills in working with, and communicating with,
others. Whenever you speak in these contexts, you also
have an audience.

Speaking and contributing in seminars and class gives you

opportunities to:

® practise speaking to different kinds of audience

& make both formal and informal contributions

& gain valuable feedback from people who may be
observing you over several weeks, months or years

® observe group dynamics, so you can gain insights from
how other people interact with an audience and then
apply these to your own group contributions.

Reflection: Speaking informally to an
audience

~ Drawing on the information that you have covered in

~ the chapter so far, complete the evaluation on page

© 269. Use this to stimulate your thinking about how

- strong a contribution you make to seminars and classes.

: # When in class, how aware are you that you are

- speaking to an ‘audience’? :

. ® How well do you bring in other people, or leave space
for themn to speak, during class-based sessions? :

. @ How much of the classes’ time do you take up,
compared with others in the group?

~ @ How do you think other members of the group, as
your audience, view your contribution to the group?

- What changes, if any, would you like to make?

Discuss your performance with a friend or other group

~ member. Ask this person to tell you three things you do
- well, and three things you could improve.




|
How well do | contribute to semlnﬁrs ‘{a
‘and groups? Y,

Unit/module: Seminar:
Aim of this evaluation Strategy
® To make seminars and groups waork more ® To evaluate my contributions using this chart,
effectively, both for me and for others. discussion and reflection.
® To ensure that everybody feels included and  ® To compare my self-evaluation with a colleague’s
safe in contributing. evaluation of me.
® To ensure that, as a group, we cover the ® To use our evaluations to develop a joint strategy
material we need to cover. for better seminars.
Self-evaluation chart 1: considerable room for improvement 5: excellent
1 Had | done the necessary preparation for
the group or seminar? 1 2 3 4 5
2 Did I make contributions during the
session? 1 2 3 4 5
3 Did | speak for more than my fair share of
the time? 1 2 3 4 5
4 Were my guestions and comments
relevant to the discussion? 1 2 3 4 5 9_
5 Didl listen to, and consider, points raised 2
by oth le? 1 2 3 4 5 5
y other people? '6
6 Was | encouraging to the main presenter
or other speakers? 1 2 3 4 5
7 Was | as encouraging as | could have
been to the less confident peaple in the 1 2 3 4 5
group?
8 Did I take a full part, or was | shy or
withdrawn? 1 2 3 4 5
9 Did | take relevant notes and references?
1 2 3 4 5
10 Did | keep my attention on the sessicn or
did | get distracted? 1 2 3 4 3
11 Did | make all my contributions to the
group, or were some to my neighbour 1 2 3 4 5
only?
12 Am | clear what | have to do for the next
seminar/group session? 1 2 3 4 3
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Review

it is likely that you will be expected to work with
others during your time as a student, whether in
seminars, support groups or project groups, and
in any case you will find yourself in groups just by
being around other students on campus. This may
be on an informal basis although, increasingly,
skills in collaborative groupwork form are assessed
as part of graded assignments.

Overall, it is easier ¢ work with others if it is clear
what the boundaries are, what is expected, who is
doing what, and when, and if everyone acts with
everyday consideration for the feelings of others.

Nevertheless, it [s quite natural for groups to
present challenges. For example, they can bring
out people’s anxieties, some of which may appear
as aggression or failure to contribute. In dealing
with such difficulties you will develop a wider
range of interpersonal and problem-solving skills.

Working with others

As in other areas of study, there are strategies
which can both be applied to study and which are
valuable in life more generally, such as listening
skilfully to others, getting your point across clearly
to an audience, planning out project work in

an organised way, and being able to offer and
receive feedback constructively. Reflection on,

and self-evaluation of, your own contributions are
especially important in developing and fire-tuning
your skills in working collaboratively with others.

If the groups you are in work well, you will gain.
You will benefit frem different perspectives and
views. Your own thinking will be stretched, your
ideas refined, and you will gain good sources of
support. You will also be able to develop skills that
you will find essential in the workplace once you
graduate. Whatever groups you are in, it's in your
interest to help them function at their best.



Part D
Task management skills

11 Writing at university level

12 Developing academic writing
13 Research projects, case studies and dissertations

14 Revision and exams

For most courses of Higher Education, students
are required to complete written assignments
in order to demonstrate their understanding
of some or all of their course material. These
assignments tend to consist primarily of essays,
reports, case studies or exam answers in the
earlier years, and longer pieces of work such as
larger research projects or dissertations in the
final year.

To complete such assignments, you need to
combine basic academic writing skills with
an understanding of the relevant writing

conventions. Thinking about academic
assignments as tasks that can be managed
helps you to identify a range of skills that can
be applied to non-academic contexts, from
interpreting briefs to project management.

This section looks at assignments and exams
from all three angles. It looks at ways of:

e developing academic writing skills
¢ within the conventions of Higher Education
® and as tasks to be managed.

Task management skills
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Chapter 1
Writing at university level

This chapter offers you opportunities to:
® becormne better at managing writing tasks

® become more aware of any writing skills that you need to improve
® develop the writing habit if you have been away from formal education
® get started on a piece of writing and overcome writer’s block

® understand how to examine assignment titles

® develop a procedure for writing essays and other assignments
® recognise what is meant by concepts and ‘concept pyramids’ and how you can use these to help

you in your study

® develop strategies for organising your ideas, planning your writing, and structuring assignments
& consider how to complete the basic steps of writing an assignment, such as writing drafts, editing,

and presenting your work.

Academic writing

Writing a good assignment is both a challenge
and one of the most rewarding aspects of study.
Almost all students find their writing skills develop
significantly at college. This is due partly to the
additional practice, and partly to an increase in
critical awareness developed by analysing issues
from many perspectives.

Writing tasks cannot be separated from other
processes such as reflection, goal-setting,
organisation and research. Although this
Handbaok, of necessity, addresses these skills in
separate chapters, in practice you will find that
they are interrelated. You will make best use of
this chapter if you are already confident about the
material in Chapters 4 and 6. Before you complete
your next piece of writing, you may find it helpful
to look at Chapters 7, 12 and 13 too.

This chapter looks at skills and stages common
to many types of academic writing assignment.
It takes you step by step through the different
processes involved in writing a piece of course
work such as an essay or report.

As your writing skills develop and you become
more aware of what is required, you can be more
flexible and creative in your approach to writing
tasks. However, be wary of tutors who say they
value ‘individuality’: this often means ‘be individual
within the conventions of our subject area’. Make
sure you know what is acceptable, and what is not,
in each subject.

Writing at university level



On the chart below, tick the appropriate box and rate how you well you

perform the skill now (9 = excellent, 1 = weak/needs a lot of work).

How good am | at managing writing tasks?

Dol know how to ... Yes | Rating Fjust Not No See pages
need sure
practice

# get into the habit of writing? 275-6

* get started/overcome writer’s block? 278-80

o_wnte an essay? 281; 325-38

® analyse assignment questions? 284-5

® organise information? 288-9

# use and organise concepts? 293-6

® structure an essay? 290

® structure a report? 358
- & plan assignments, organising ideas? 289-93
'-E * write good paragraphs? 298-301
§ ® write a persuasive ar_gument? 317-18; 196

® use critical analysis? 188;197-9

® use acade.mic writing styles? 287; 315-22

# use personal experience in writing? 322

_"0 draft, edit and proof-read? 297; 302-3

® present my writing? 304-5

® get good marks? 323

# use feedback to improve my marks? 324

Reflection: Improving your written assignments

What are the two main priorities for improvement in your next written assignment? Highlight these
two in colour.

Repeat this self-evaluation when your next piece of writing is returned, using the tutor’s feedback.

Writing at university level
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Writing for the fearful 1
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Make any mark
rather than
worry about a
blank page

If your writing skills are very rusty, try some of
the following short exercises. If you are more
confident, skip forward to the next section that
you find useful.

Get the writing habit

® Write one word ten times, in different
handwriting styles. Which is most comfortable?
& Write out a story you enjoyed as a child.
® Write to a friend saying what you hope 10 get
out of being a student.
® |ot down ten words you like the sound of. Write
a short piece which includes all those words.
Be as crazy as you like.
® ‘Just a minute’: give yourself one minute to
write about one of the following:
(a) The worst thing | ever ate ...
{b) The rnost embarrassing thing that ever
happened ...
{c) I'm lucky because ...
(d) What gets on my nerves is ...
{e) Anything you like.

Write for five minutes

1 Choose any subject.

2 Don't stop to think. The idea is te get
used to writing continuously, whatever the
content. Just write as much as you can.

3 When you can write for five minutes,
extend the time to ten minutes and build
up your limit.

R T T IR L, - R

Write from prompts

pictures photographs music
v ! -
£ = i
9
% dreams things you see in the street
o ® =F 2P
=7 = [ﬁm YouTube

conversations W B ovideos
with friends reading =5

Let yourself be inspired by what you see, hear,
think, or dream.

Make a life chart

¢ Inciude important events in your childhood,
family, education, interests, wark, and so on.

¢ Write a few lines about each itemn.

® Choose one item and write about this in more
detail. Describe what happened, how you felt
about the episode at the time, how it affected
you in the long term, whether what bappened

was unusual, and so on.
|’2_+1: \

LIFE CHART

71998 - Gran bought
me a red toothbrush

2& 4o

Chapter 11

1995 -
brn s == =a> S ‘7@'@
ﬁ e ’0
_“"“/
— '1 999 -
started
; 9chool
cried a]lday
2000 went to
France, by plane
20017 ~we got 7
Internet! i ~ -
=
- —— June 2002
i - severe
Feb. 2002 - synburn
2002 - very bad year appendicitis
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Developing your writing
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Most experienced writers rewrite their work over and over, refining their thoughts, finding a better way of
saying something, making a long-winded section a bit briefer, or adding more details to develop an idea.

Rewrite 1
Filling out the writing

# Take one piece of writing
you have done.

® |ot down a list of five extra
details you could add to
give a fuller picture.

# Add something you know
ahout sormeaone else’s
ideas: from television,
radio, or reading.

® Add a personal opinion
about some aspect of what
you wrote.

# Rewrite the piece, adding
the new detail.

Rewrite 2
Playing with your ideas

Play around with what you

have written. For example,

you could:

e change the order of the
sentences around

® change some of the words

¢ add more details

® change the order of the
paragraphs

& ask a question and turn
what you have written into
the answer

& write from the opposite
point of view.

Rewrite 3

Organising your raterial

# Select one of your pieces of
writing.

@ Read through it, underlining
each major idea in a different
coleur. For each change of
subject, change the colour. If
a subject comes up again, use
the colour you used before.

# When you have finished, check
how often the colour changes.

# Rewrite the passage so that all
the parts underlined in a given
colour are grouped together.

Anxieties about writing

A .
m%i%.ewﬁwm@-;w:-r--:L

T R I e oo v

Typical comments from students

Anxiety about writing is very common at

university level.

ha A e s

What stops me from writing?
(] The blank page/screen is very off-putting.

Ll My mind goes empty.

[J I don't know where to begin.

[ 11just can’t get down to it.

[]1am not as good as other people.

[] The ideas go round and round in my head.
[] 1 am embarrassed about my handwriting.
LI 1 am embarrassed about my spelling.

L1 1 worry about grammar and punctuation.
'Some peaple just write out a report in L] Other reasons.

a night = | have to write it over and over __m

again.’ .
Reflection: Getting started

~ In your journal, note down your thoughts and
: observations about any difficulties you have in
. getting started with writing tasks.

‘| start a sentence, cross it out, start it
again, cross it out, throw the paper in the
bin, start a sentence, cross it out ...’

‘I just see the essay title and panic. | think,
“I don't know anything about that!™’

‘I can’t get down to it — | keep putting it
off and then I'm in a huge rush to finish it.”

Maybe some of these comments strike a chord
with you? What do you find difficult about
getting started on a piece of writing? The list
below may clarify your thinking.

Writing at university level




Similarities between academic writing tdsks and

Every day you are
involved in situations
that require you to plan
and to make decisions.
Think of one activity you
completed recently, such
as planning a heliday,
choosing this course, or
organising a party. Write
down what you did, from
start to finish.

The activity probably
involved six stages. In the
box opposite, tick v the
stages you went through
to complete your activity.

Getting organised
[} 1 Deciding in general what to

other activities

------ e T T TR

do.

[} 2 Collecting relevant

information or rmaterials to
compiete the task.

] 3 Planning the order to do

things.

[0 4 Carrying out the plan.

5 Checking that you were
- going about the task in the

right way.

[] 6 Reflecting on how you would

do it better next time.

Academic writing follows
a similar pattern of
planning and decision-
making. Suppose you
were asked to write about
‘The influence of theories
on ¢loning animals’.

You may know very little
about the subject, and
you may have no clear
opinion. But you can
approach the writing task
much as you did with

the activity you analysed
above.

-
(_) Approaching a writing task

To plan a piece of writing you
would probably take the steps
shown in the table, but not in
the order given.

® Rearrange the steps in the
order you would be likely to
carry themn out.

® Consider a second order you
could use.

® Then look below and compare
YOUr responses.

® Would your own suggested
order suit you better?

Possible sequences
I 6 21 1L 01
9 Z tL t L 8 F S

L 0L 6 LL €I
9 ¢l e 8 LYV S

-
| Steps tak Ord <
ps taken rder 5
1 Decide how you would do better next time §
2 Make an outline plan G
3 Put the ideas in order
4 Research the subject (reading, interviews,
experiments, etc,}
5 Examine the assignment question and decide
what is required
6 Write a rough draft
7 Take notes fram your reading (or interviews,
experiments, etc.)
8 Select the relevant information to include
9 Write the final draft -
10 Write out the references (baoks and other sources
of information}
11 Read through the writing, checking for sense and
small errors; make corrections
12 Check if your text is within the word limit
13 Separate main ideas from supporting detail and
examples
L —————

€ SteMa Cottrell (2013) The Study Skills Handbook, 4th edition, Palgrave Macmiflan
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Overcoming writer’s block

CEREERR N lavewen L

The faliowing activities can help to overcome writing
blocks. Which would be most useful for you?

|| Seribble

Scribble ideas fast, in any order - whatever comes
into your mind — then rearrange what you have
written and rewrite it.

LI ‘It's only a draft’

Think of each piece of writing as something
you will develop through several drafts. As it’s
just a draft, it doesn't have to be good - it's just
something to work on.

L_| Write in pencil or type in an unusual
colour

This will remind you that your draft is a rough one
— mistakes are allowed!

[J Write on loose paper — not in a book

If you don’t ltke what you have written, you can
throw it away. Alternatively, you can cut it up and
rearrange it.

[] Ignore mistakes in early drafts

Don't worry about minor corrections, such as
spellings - you can sort those out in the final draft.

[ ‘For your eyes only’

Remind yourself that nobody but you needs to see
early drafts. Handwriting, untidiness and mistakes
don’t matter at this stage.

[] Experiment

Try out different starting methods - see Tricks for
getting started (page 279). Which ones work best
for you?

[] Start anywhere

Write things in any order that suits you - you can
rearrange them later. For example, it may be easier
to write the introduction last.

Writing at university level

[] Mark the paper

If blank paper puts you off, make any mark or
doodle on it so that it's not blank. The paper is
only a tool - it can't judge you.

[] Write by talking

If you find it hard to express yourself in writing, say
it out loud and record yourself. Then copy this out
and redraft it.

[] Take one step at a time

Break the task into manageable steps. Look back
to the C.R-E-A-M strategies (Chapter 4), such as
setting mini-goals.

|| Word process it

On a computer or mobile device, it is easy to
change what you have written. You can use a
spellchecker, and nobody sees your handwritingl

L] Quick fire headings and bullet points

Brainstorm a series of possible headings. For each,
jot down a set of possible areas to follow up.
Rearrange on screen in the best order, editing or
adding further points. Alternatively, jot ideas down
fast onto sticky notes and rearrange these on a
large board or piece of paper under headings.
Rewrite the bullet points as continuous text.

L1 Use specialist software

Use software (such as inspiration®) which allows
you ta brainstorm and organise ideas both as
pattern and linear notes. You can colour-code ideas
on screen and print them out. This can be useful if
you find it difficult to organise your writing.

|| Rest and relax

If your mind goes blank, you may be tired or
stressed, See Managing stress (page 380),

@ Stella Cottrell (2013) The Study Skilfs Handbook, 4th edition, Paigrave Macrillan



Tricks for getting started
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Lot it A Ll

Here are some ideas for getting started on a piece of writing.

& You can combine several of these,
& Which ones do you want to try?
® In your journal, keep a record of which work best for you.

e
Talk out loud to yourself
\ &

1find it helps to discuss
the work with others

Note down all the
guestions you can
think of for a given
topic

In an deas notebook
On a set of index cards
Where? On a sheet of paper

» when you get
‘writer's block’

key idea one idea per
inside @ I spoke On a lap top or mobile device
the 2
wheel example | Add questions at
any time
» at the begihning of
an assighment

keywor‘é evidence a

example 2 d
P Questions:

* focus your reading

* help you structure and organise
your writing

* help you develep an idea further

* generate ideas

| *stimulate revigion

look To the centre to
focus your thinking — use this
early on to get ideas rolling

GETTING
STARTEP(

Free writing

*  Give yourself three minutes Summmg up
*  Write as fast as you can - Brain storming Sum up your main idea in a few words or
all your ideas — as they in one sentence
arrive Write down everything
. Don’t bother about you know and think
sentences or punctuation — about the topic r - -
it's only a draft to get going Start typing
Word-processing allows you to
L_,\NMW » type headings and bullet peints

e

* type outideas as they occur
am ’ choof.-‘»ejust onhe aspect and write
P — T ) ; 4 about it
ree association write e T Come back later to rework what
a coe e .: 1 P
o word R \ you have written ) '

and phrases fast _in a?’ order

or any ideas if you want Palt:tern Lists )
redraft notes
— ediv a. Write ideas as they come. (2
. =] 173, ey e
keeP Lseful pipg reorder section? ¢ page b. Write in questions. (3)
t oo . You can re-number the points later. (5)
chop up your noves . enjoy yourself d. Thig is a useful method if you find spider notes
— and pattern notes messy. (1)
e. Cross out irrelevant points. (4) J
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Students’ solutions to writing blocks

 Chapter 11

Marco

L R
R T T M e

At S

:-Clleeraes an.\lro sl:udenl§ des.cribe how they incorporate some of the
entioned in this chapler into their own way of working

WHAT I USED TO DO

1 used to find myself staring at the blank page.
not knowing where 0 begin. I had done the
reading. T knew in my head what I wanted %o say.
Nonetheless, getting started on a piece of writing
seemed harder than climbing Everest. The page
was too empty. Whatever T wrote seemed wrong.
T used to write the first line ond cross it out
twenty or thirty times - maybe more - get @ fresh
piece of paper. and do the same thing again.

WHAT I DO NOW

1 realise now that T used 0 aim at writing my
good draft long before I was ready. My plans
were too skimpy o be useful. T was actually $rying
to develop my ideas, organise information, write a
final draft and compose good academic English all
at the same time. No wonder I found it hard.

The first thing I do now is draw a face smiling up
ot me. It reminds me that this is only a draft -
not my best copy, so it does not matter if T make
mistakes. Next, T look away from the page or
screen, and stop writing. L think of a few things I
want to include in my writing and jot them down in
a list. When the list is getting long, I turn it into

| amap or chart of all the ideas = T think other

| people do it the other way round but it seems to
work OK for me like this. T push each part of the

How would you adapt their methods Lo suit you?

it by asking questions ~
(who? why? how often? always? everywhere?

map as far as I can take

example? how do L know this? etc.) As I read or
go through my lecture notes, I add bits to the
map.

When I have all the information I need on my
map, I look at the main themes and number them
in the order they should be inmy writing. T do the
same with the topics T will cover under each
theme, and any other materigl - s0 L know exactly
where everything fits. T draw @ dif ferent-
coloured ring around each theme on the mind-map
so it stands out. Sometimes I turn the mind-map
back into a list to be cleer what T am doing.

T then start with whatever topic looks easiest and
just write the basics « not being too fussy ot this
stage about whether it sounds good - it's just a
starting place. I remind myself that T am free 1o
write any senfence or bits of sentences in any
order that I find easiest ¥o do. I con always
correct and edit and move things around later.
When I come to rewrite it, lo¥s of ideas and
obvious carrections come quite eagily, because 1
have something te look at.

By the fime I write my best version, T am already
nearly there. By working in stages, there is not
that owful moment when writing actually ‘begins’ -
'+ has developed bit by bit.

1 I have m i
. evolutioni
| Do ‘ sed my writi
fhesinlgusf t::ud points' (1, 2 3'} ;nisr T
oy Thenw:.: "!': is organises ev::);fii? -
: I e . o g
N, Jeining up +
Every :his:nfence or two cn!:%‘c:m.-“fJ ezzhdat's. ;
et Im‘g?funt:her' one heading is g e
fnmc“‘":ﬁcme ;1)‘: conclusion, ang Thzﬂmgf‘ﬂph-
. I kee i
g0 et P correcting tiny bi
% endg hcl.i;:}:rn ¢ perfectionist T sy i
' 1¥s an essay, T er‘as;a 'rh:plfosz s
eadings,
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Essays and other academic writing

Academic writing

The following pages look at the basics of:
® what an essay is

# a seven-point procedure for approaching
writing tasks

¢ analysing the title
& structuring your writing
¢ drafting, editing, and proof-reading.

® An essay is a piece of writing with a
particular structure and layout (see page
290).

@ Usually it is written in a formal, academic
style: the language is different from
the way you speak, or the way you
would write letters to a friend - it is not
conversational (see page 315},

® You are expected to keep very strictly
to the task set. You
are usually given an
essay title: often this

The next chapter looks at more advanced features of
academic writing tasks: aim to read the two chapters
quite close together.

What is an essay?

An essay is a piece of writing which is written to a set
of writing conventions. The diagram below gives some
brief answers to questions many new students ask.

In each essay you can:

® explore 2 topic in detail

® develop and organise your own ideas
through writing

® develop your writing skills

® express your views about a topic

® engage with critical debates in your subject.

Essays also help tutors to assess your progress,
and to assess and grade your work.

, Ask your tutors why they

Chapter 1%

ive you essays to write -
is referred to as ‘the What? Why? ?hey 3:T'nay hav); additional
question’, even if it reasons.
isn't actually worded
as a question,
Writing essays
How Where? For
often? whom?

® Typically, you may write
between two and eight
essays each term, but
this varies from course
to course,

Write wherever suits
you, or as required:

\ 4

You write essays for:

& your tutors

& at home ® yourself

# in the library ® examiners

# in the exam room. ® (sometimes) other
students.

Writing at university level sl



A seven-point procedure for writing assignments

B T A ST RRER

Until you develop your own method of writing essays and other
assignments, you may find this seven-point procedure helpful.

1 Clarify the task

Before you start research, make
sure you know what you are
looking for.

& Examine the assignment brief
carefully (page 284). What
exactly is required? See page 95. Ask your
tutor early on if you are unsure.

* Write one line to sum up your basic
opinion or argument, Adapt it as you
proceed.

® Jot down what you know already.

* What do you need to read or find out?

2 Collect and record information

# Be selective — you can’t use everything.

* Write 2 set of questions to guide your
research - and look for the answers.

® Check the word limit to see how much
information you can use for each point.

® Keep a notebook nearby to jot down ideas.

Sources

Many sources of information are available to
you. Select from what is considered relevant for
academic assignments in your discipline:

® books, articles,
conference papers,
academic blogs,
webpages

e official records, reports
and surveys

@ lecture notes, data
from laboratory work
and projects

® case studies, interviews -

Writing at university level

3 Organise and plan

Organise your work as you go along (see

page 289).

® Make a big chart to link ideas and details.

» Make a rough outline plan early on - you
can refine it as you go along.

Pilanning

Keep checking what you are deing. Careful
planning:

# helps to prevent repetition

o clarifies your thinking

® helps you organise your material,

/

® documentary evidence, artefacts

# television, radio, newspapers, videos,
podcasts

# experience and opinion (in some subjects).

Selecting
Keep asking yourself:

# Is this good quality information?

® |5 it the most up-to-date and reliable?
® s it the best example?

® How will | use it?

® Do | really need it?

Recording

Record information as you go along {(see page

176}

# where you found information/inspiration —
for citations and references (see page 181)

® notes of themes, theories, dates, names, data,
explanations, examples, details, evidence,
page numbers (see page 171).



4 Engage, reflect, evaluate 6 Work on your first draft
When you have gathered the Develop your first draft. You may need to do this
information, think about where you several times, improving the assignment with each
have got to. version. Leave time between drafts for your ideas
® What have you discovered? to simmer.
& Has your viewpoint changed? # Rewrite your early draft (see page 297). Adapt

memlp- ¢ Have you clarified your argument? thg §truFture (pages 290, 358) and organise the
- writing into paragraphs.

& Have you enough evidence/ ,

examples? ® Make sure your argument is clear to readers.

¢ Check that you have included evidence and
examples to support your points.

® Check that you have written in a succinct style
such that you make best use of the word limit

e What arguments or evidence oppose
your point of view? Are they valid?

e Is it clearer to you why this task was

?
e & Check you have included citations for every
source you drew upon for infermation and
inspiration.
# Write out a list of references, covering each
citation in your assignment.
5 Write an outline plan 7 Final draft
and first draft

Edit and check your final

Cutline ot
par draft (see page 303).

I Title
2 Introduction

Now structure your writing.

Chapter 11

® ‘Fine-tune’ your drafts
to see where you can
rewrite sections, add

® Retfine your plan. Work out
the order to introduce each
point, using numbered

3 Main argument - notes @ (red)
evidence for~ notes Qp 3-4

) . . evidence against. :
headings and lists of points, cvaluacior e v Q. p. 5 {orange) further points, correct
: - Aluation of evidence errors and improve the
as in the plan opposite. 4 Alternative theor: "
ry: hotes R (yellow) flow of the writing -
® Work out how many words exatnple of application this is where you can
you can write on each point. vidence for really gain marks
What must you leave out? evidence against (lemon) . '
why not convinging ® Read it aloud to check

® Write a first draft. Write
quickly: it is only a draft. You
may find it easier to type

5 Alternative theory 2: notes 5 (green) that it is clearly written.

evaluation of evidence ® Keep redrafting until
why not. ¢onvincing

I .
headings onto the computer | 6 Underlying issyes - notes T e | {:):Jt are happy with the
first, 7 Conclusions .

@ Start with whatever seems
easiest.

& Keep going: don't werry
about style at this stage.

® To begin with, state things clearly and
simply in short sentences.

Writing at university level [FEX]



Chapter 1 1

Analysing the question

RO AL g

R P LT e

Pick the assignment title to bits

However they are worded, all assignment titles
contain a central question which has to be
answered. Your main task is to apply what you
know to a particular problem. lt is not to show how
much you know — however brilliant your piece of
writing, if it does not ‘answer the question’ you
may get no marks at all.

You are marked partly on how well you select and
organise information to meet the requirements of
the question or problem — even in exams. Use the
question to guide you in selecting what to read
and note.

Focus on the question

It's essential to take time making sure you

understand what is required.

@ Read the title aloud slowly three times.

# Underline or highlight words which tell you the
approach to take {see page 285).

# Underline words which guide you on how to
select the subject matter of the assignment.

® Write oul Lhe lille to help you take itin.

& How many sections are there to it?

& Write it out more fully, putting it in your own
words. What is the assignment really looking
for? What are the central questions?

# How does the lille link to whal you have read or
heard in leclures?

e What topical issues does it refer to?

# Discuss the title with someone else to check far
alternative interpretations.

Make notes

Write down in your own words exactly what the

question requires. It may form a useful part of your

introduction later. To help identify the question do

this:

& Note pbvious questions implicit in the titie, such
as ‘Why did this happen?’ ‘How effective ...7* or
“Which was more successful ...7

Writing at university level

Pick the title to bits

& Consider why this question was set. Is there
some public or academic controversy you should
know about? Or a recent publication on the
topic? Are there important issues to include?

¢ |ot down your reflections about it.
e What do you already know? Do you have
evidence to back up your opinions?

& What do you not know yet? Where or how can
you find out more?

Use the title

Keep focused on the title
Put the title where you can see it easily.

Keep checking the exact wording

As you research and write, remind yourself of the
exact wording of the title. It is easy to forget the
focus of the title and drift off on a tangent.

Introductions

In your ‘Introduction’ {the first paragraph of your
writing), refer directly to the title in order to focus
your reader. Indicate how you interpret it, such
as by rephrasing it in your own werds. {If you
misunderstood the question, at least the reader
will be aware of what has happened.)

Conclusions

In your conclusion, refer back to the title to
demonstrate to your reader that you are still
answering the set question. Link your final
sentence to the question contained in the title.



e A R P

[

Academic keywords used in titlesi

T

These words indicate the approach or style expected for the piece of writing.

Account for Give reasons for; explain why
something happens.

Analyse Examine in very close detail and in terms
of component parts; identify important points
and chief features.

Comment on |dentify and write about the main
issues, giving your reactions based upon what
you have read or heard in lectures. Avoid purely
personal opinion.

Compare Draw out the similarities or common
features, indicating the relevance or
consequences of these similarities.

Consider As in ‘Consider the implications of ..." (or
simitar) Analyse the key issues, reflecting on the
different viewpoints in a balanced way.

Contrast Set two or mare items or arguments
in opposition so as to draw out differences.
Indicate whether the differences are significant,
If appropriate, give reasons why one item or
argument may be preferable {see Chapter 7).

Critically evaluate Weigh arguments for and
against something, assessing the strength of the
evidence on both sides. Use criteria to guide
your assessment of which opinions, theories,
models or itemns are preferable.

Define Give the exact meaning of, Where relevant,
show that you understand why the definition
may be problematic.

Describe Give the main characteristics or features
of sormething, or outline the main events.

Discuss Write about the most important aspects of
{probably including criticism); give arguments
for and against; consider the implications of.

Distinguish Bring out the differences between two
{possibly confusable) items.

Evaluagte Assess the worth, importance or
usefulness of something, using evidence. There
witl probably be cases ta be made both forand
agairnst.

Examine Put the subject ‘under the microscope’,
tooking at itin detail. If appropriate, *Critically
evaluate’ it as well,

Expiain Make clear why something happens, or
why something is the way it is.

Mustrate Provide examples or evidence 1o make a
point or clarify a position on an issue.

fnterpret Give the meaning and relevance of data
or other material presented.

Justify Give reasons, supported by evidence, to
support a particular argument, point of view
or action; address objections that others might
make,

Narrate Concentrate on saying what happened,
telling it as a story or chronology of events.

Qutline Give only the main points, showing the
main structure.

Relate Show similarities and connections between
two or more things.

-
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State Give Lhe main features, in very clear English
{almost like a simple list but written in full
sentences).

Summarise Draw out the main points in brief (see
‘Outline’), omitting details or examples.

To what extent Consider how far something is
true, or contributes to a final outcome. Consider
also ways in which the proposition is not true.
{The answer is usually semewhere between
‘completely” and ‘not at all’.)

Trace Follow the order of different stages in an
event or process.

Writing at university level



Chapter 11

Devising your own essay title

A short history of the world in
five succinct paragraphs

Some programmes will require you to devise your
own essay titles. There is an art to this, as a good
title can help you to produce a forceful piece of
waork. In choosing your title, consider each of the
following elements,

Core questions

Good essay titles usually contain one or two key
questions which the assignment shouid answer.
The title may contain a question, such as:

To what extent are interest rates affected by
consumer spending?

However, the question is not always obvious, For
example:

Compare and contrast the effects of consumer
spending and stock market variations on
changes in interest rates.

Although the wording is different, the core
questions in both cases are ‘What affects interest
rates the most? What else affects interest rates to
some extent?’

In addressing each title, you would be expected
1o compare and contrast the effects of different
factors on changes in interest rates, and to include
similar material in each essay.

Factors to contrast

Choose a title that allows you the opportunity to
analyse, to compare, to contrast and to evaluate
different perspectives, research findings and/

or theories. This will help you develop a strongly
structured argument and make the essay more
interesting to read.

Aim for clarity

& Avoid long, complex titles.

& Avoid using several questions within the title,

& [f you use a quotation, keep this short and follow
it with a typical assignment question.

¢ To check whether your title is clear, ask a non-
expert whether she or he understands it.
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Research evidence
Ensure that you can:

e find published research to support the topic
e access this material easily
® collect any new data you need easily.

Scale: keep it manageable
Ensure that the title;

® is narrowly defined - select a specific topic,
issue or timescale rather than trying to cover
everything on the subject

® can be researched within the time limits

® can be discussed in reasonable detail within the
word limit.

Issues for debate

Select an area in which you can debate issues
relevant to your subject. Devise a title that allows
you to discuss these issues and differences of
opinion about thern. This will help you to develop
a good line of reasoning (see Chapter 7).

mc Essay titles

~ Read the following titles. What do you think are
- the weaknesses in each?

1 Reptiles.
2 ‘The world is a safer place today than it has

ever been.’ ). K. Moody {2013). Is this really
true?

3 Whal were the main changes in the use of

. technology within the British home during
the twentieth century? What was the
incenlive behind innovation? Who promoted
change? Did these affect women differently
frorm men? What forces have hindered
change?

4 The negative effects of violence on TV.
. 5 Describe how placebos work.
. For a discussion of these titles, see page 413.

 For guidance on devising titles for projects and
. dissertations, see page 348.




Common features of all academic wriﬁng

Although the wording of essay or other assignment
titles may differ, almost all academic writing tasks
require you to do certain things.

Draw on good source materials

Do not simply state your persenal opinion or what
first comes to mind. Draw ¢n good quality material
to develop your thinking and to support your case.
Use these to provide reasons, evidence, examples
and case studies.

Compare and contrast

Most assignments require some element of
comparing and contrasting, especially of theories,
models or research findings. You would normally
evaluate several perspectives, theories or schools of
thought, weighing these against each other.

Use criteria to evaluate

It should be clear from your writing which criteria
you have used to evaluate evidence. This is often
indicated through phrases such as ‘the most recent
data’ (giving dates), or ‘data from the largest
survey’,

It should be evident that you have really thought
about whether the evidence base is convincing,
and that you are not over-impressed by material
just because it is in print or on the Internat. (See
Chapter 7, Critical analytical thinking.)

Show awareness of complexities and
nuances

Demonstrate that you are aware that answers are
not always clear-cut and that there may be some
weaknesses even with an overall strong case. For
example, although experts you quote might sound
convincing, they may:
# base their conclusions on a very small number of
examples
& refer to a large survey or database, but not
all the data might be directly relevant to the
question.

Similarly, be prepared tc acknowledge weaknesses
in your own arguments and strengths in potential

counterarguments. State clearly why there are
difficulties in coming to a firm conclusion one way
or another,

Provide a well-structured argument

In your writing, provide a line of reasoning which
gives direction to your writing: each point should
follow logically from another. (See Chapters 7 and
12)

Make a decision

Don’t sit on the fence. Indicate which side of the
argument, or which model or theory, you believe
is best. Even though the case may be fairly evenly
weighted, show that you are able to make a
decision on the basis of the evidence.

Synthesise

Look to see if you can draw together the best of
several different points of view. Combining these
may provide a new overall perspective,

Follow a set structure

There is likely to be a set structure for the type of
assignment and a particular style for your subject
discipline. (Different styles are considered in

the next chapter.} Aff academic writing requires
that you group similar points together in one
paragraph or section, rather than scattering them
through the text.

Chapter 11

Be ‘discursive’

Link your points so that they feed into sentences
and paragraphs, and so that each paragraph
follows naturally from the previous one. All should
contribute to a central guiding fine of reasoning.
(This is different from presenting a random set of
points, for example, or headings with bullet points
under them.)

Be emotionally neutral

Most academic writing requires you to stand
back and analyse dispassionately, as an objective
onlooker.

Wiriting at university level R



The structure and
organisation of
your work is just

as important as

the content. What
matters is not just
what you know but
the way that you
organise it.

How do you
structure
academic
writing?

Like a building, a
piece of academic
writing gains its
structure and
shape from several
elements,

Chapter 1 1

First try this ...
For each bax, work out:

® How many circles are there?

® How many triangles?

® How many fypes of triangle?

Organising information:
grouping things together

Structuring your writing

e
R s s

A T

Design: your argument

What you are trying to say
(your argument} should
provide the structure for the
whole piece of writing. Your reader
should be able to follow your line
of reasoning easily: how it moves
from o to bto c. (See page 317
and Chapter 12.)

Scaffolding: organising and
planning

Organise and plan your work

before you starl.

e Croup ideas together, in files or
on paper.

® Devise a working plan te guide

your research

your writing. (See pages
289 and 291.)

Central framework: formal
structure

Different formal structures are
required for different kinds of
assignment, such as essays or
reports - see pages 290 and
358.

Bricks: paragraphs

Writing is organised into
paragraphs, and each
paragraph itself has a structure.
Clear paragraphing assists the
reader. (See pages 298-300.)

Cement: wording

You can use language, such as
linking words and emphasis,
to highlight your point and
show the direction of your
argument. (See page 301.)
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Comment

You probably found it quicker and
easier to find the answers for Box
B. If so, why was this the case?

Why group information?

Grouping ideas and points has
several advantages.

® You will be able to find things
more easily,

® You will find it easier to draw
up your writing plan and follow
it.

® Your thinking will be clearer.

® Your readers will be able to
follow your argument more
easily.

® You will get in a mess if you
don’t.

See pages 176 and 289.



Organising information: planning your \}vriting
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L

Below are four steps you will need to take in organising information
for an assignment. Each step makes the next one easier. (See also

Recording and using information, page 176.)

1 Divide the work into topics

When making notes, it may be easiest to use a separate file or
sheet for each rmain point or topic. You could use a large sheet
of paper, writing out points so you can see them all clearly.

alternative theory  evidence  statistics

R
main theory |
evidence —— a BIG CHART L {5 ___alternative

/ theory 2

example I . .

T evidence against

link underlying
issues

Outline plan
I Title

2 introduction

3 Main argumient. - notes Q (red)
evidence for - noteg Q,p.3-4

evidence against: Q 5 (o
ihall < Tan,
evaluation of evfdenc': ( 9}

4 Alternztive theory: notes R {vetlow)
example of application

3 Write an
outline plan

When making notes,
it may be easiest to
use a separate file or
sheet for each main
point or topic. You

could use a large m’fgzﬂcefor
sheet of paper, eviderice against. (lemon
tof paper, why ot convincing )

writing out points so
you can see thern all
clearly.

5 Alternative theory 2: notes g (green)
evaluation of evidence
why not convincing

& Underlying issues - notes T (blue)

7 Conclusions

2 Rearrange your
notes

® Either spread out hard
copies of notes so that
you can see them, or
compare on screen.

® Group related
information in ane
place.

¢ Arrange the material in
the best order.

notes notes
about. Gt about R
(red) (yellow)
notes notes
about 5 about T ha
(green) (blue) =
=9
33
=
W)

4 Organise information
into paragraphs

Colour-code each set of notes.
Give each topic or paragraph

a colour: underline the main
points using this colour. The plan
opposite uses the sequence of
colours of the rainbow, to assist
memeory, Be consistent in using
this colour-coding onto pattern
notes, cutline plans, and rough
drafts. Divide hard copy files of
netes using coloured dividers.

Once you start writing, each
paragraph should have one main
idea — with supporting detail or
evidence, and relate to one set (or
page) of notes. (See page 298.)

Writing at university level



1 Title/question

2 Introduction

3 Develop your
argument
or line of
reasoning

Chapter 11

4 Conclusion

5 References and/
or bibliography

Writing at university level

Structuring an essay

As stated on page 284, every essay title coentains an actual or implied
question. The whole of your essay must focus on the title and address
that question.

In your introduction, explain what the essay is going to do.

& Explain how you interpret the question, and summarise your
conclusion.

® [dentify issues that you are going to cover.

e Give a brief outline of how you will deal with each issue, and in which
arder.

Length: about one-tenth of the essay.

Paragraph 1

® This paragraph covers the first issue your introduction said you would
address.

® The first sentence introduces the main idea of the paragraph.

e Other sentences develop the topic of the paragraph. Include relevant
examples, details, evidence, quotations, references.

e Lead up to the next paragraph.

Paragraph 2 and other paragraphs

e The first sentence, or opening sentences, link the paragraph to the
previous paragraphs, then introduce the main idea of the paragraph.

® Other sentences develop the paragraph’s topic.

{For more about paragraphs, see pages 298-300.)

The conclusion contains no new material.

& Summarise your argument and the main thermes,

& State your general conciusions.

® Make it clear why those conclusions are important or significant.

® In your last sentence, sum up your argument very briefly, linking it to
the title.

Length: about one-tenth of the essay.

References and bibliography

List all the books, articles and other materials you have referred to within
the essay. (See page 181.) If a bibliography is required, list relevant texts,
including those you read but did not refer to in the essay.

The structure given here is a basic outline but it is core to many types of
writing. The structuring of different types of essay is discussed in Chapter
12.



Planning your writing assignments sp#tially

It can sometimes be difficult to gain a sense of

what the word limit means in terms of how much
you will actually write,

Before beginning any work on an assignment:

® Work out roughly how many words you type on
one page of A4 paper. (This may be about 300
words.)

& Check the overall word limit for your
assignment. {This may be 1200 words.)

® How many pages of your writing or typing will
your essay occupy? (For instance, 1200 words at
300 words per page will occupy 4 pages.)

# Take that many pieces of paper. Draw out in
pencil how much space you will give to each
section, item or topic, as in the sample essay
below. How many words can you allocate to
each section? Or to each topic or example?

An outline plan for the essay on pages 325-7
Page 1

troduction (o 100 words)
e definitions
e what theessay will cover and

the order

Page 3

paragraph 2 {c. 150 ‘.Nords) )

o maternal deprivation theory
early bonding esse:wlal

o later: ‘securebase
* ‘exp'loration’

Paragraph 3 (¢. 150 wo

behaviours * Why Bowlby'e ideas ")
o opposed childcare appealed[sub~list]
as hareful

~ Soc¢ial reasons
~research evidence, then
¢.9. Goldfarp (1 247)

Robertson {1967
Paragraph 4
* {atep evid

73)
{c. 150 Words)

eNce undepm;,
earlier resgapcy hed

€-4. Tizarq (1 9705)
seeMed o

] Convingi
re did not see cing

M 50 bayg

‘-_—\

® It may take a few attempts to get the balance
right. Note how little or how much you can
write for each topic or example.

# |f you wish, continue to plan out your essay,
point by point, on these sheets. Notice how
much space each item can take,

With this spatial plan, can you now see:

® how many pages of your writing your
assignment will take?

o where sections or topics will be on the page?
® how your word |imit divides up?

« how little or how much you need to read and
note for each item?

(100C words)

paragraph 8 {¢. 150 w; ;d;)}‘
o Mary ainsworth (1 -
Strange Situation rese
orie atpachment theory
i:i‘:*eeearch challenged as 100
L ]
culturally specific (1 95(3:;{
and for not looking at 10 '
multiple attachment figure
(20005] »
200 woras
ragraph © {c-
‘:a w:y itig difficult ¥0 gvaluate
the research -
o depressed mothers: suggest
day care can pe useful

Chapter 11

Page 4

conclusion (¢, 100 words)

® sum
® theory has bean modifieq
® social and day
have changeq
* under certain conditjon
care may pe beneficial
References

Care conditions

5, day

Writing at university level R
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Planning stages

Develop your outline plan

Make a first outline plan

Make pattern notes or a structured outline plan
showing what you know, what at this stage you
think are the main issues, your questions, and
things to find out.

Action plan

Convert your list of things to find out into an
action plan with pricrities {pages 134-5).

Plan your time

Use Working backwards from deadlines (page
139) and your diary or planner to map out
when and where Lo complete each stage of the
writing process. (This becomes easier after a
few assignments, when you gain a feel for your
own pace of working.)

What is the minimum you can do? What
additional research would you fike to do, if

you have time? Depending on how well you
proceed, you can adapt your reading and nole-
taking to suit.

Rework your plan

If necessary, rework your outline plan as

yau proceed. You may rework your plan
several times as your thinking becomes maore
sophisticated. This is part of the process of
understanding the topic.

Make a clear final outline pian

Clarify your final ptan. Use colour to highlight
certain areas, or rewrite untidy parts afresh.
Take note of whether you are using the excuse
of ‘neatening’ or ‘updating’ the plan’ to put off
writing the first draft.

Writing at university level

From pattern notes to linear plan

It's essential to be really clear about the structure
of your assignment before you start writing your
final drafts. If you're not, your writing and thinking
may appear muddled.

Advantages of pattern notes and ‘mind

maps’ Pattern notes illustrate connections and
resemble the way the mind organises information
in networks, so can be a helpful starting point for
generating ideas.

Limitations of pattern notes and ‘'mind maps’ it
can be difficult to write assignments directly from
them as they show interconnected webs of ideas
as a whole, whereas writing is linear and sequential
- one point follows another. Also, pattern notes lay
out information but tend to be less effective for the
kinds of analysis, evaluation and comparing and
contrasting needed for academic assignments.

From pattern notes to linear plan

® Generate: Use Lhe pallern notes to brainstorm
whal you know and to generale ideas rather
than worrying about organising inforration at
this stage.

® find connections: Use colour, numbers and
connecting lines to link related information in
the pattern notes,

e Group: Rework the pattern notes, placing
together all connected information.

e Create o uerarchy: As a half-way stage between
making pattern notes and sequential writing,
it helps to organise your ideas hierarchically
so that key points stand out from underlying
details. {See page 293.)

® Create headings and points: Give each area of
your pattern notes a title or heading. Type out
a list of the headings, then type a list beneath it
of all points that relate to that heading. Use the
colour-code you used in your pattern notes to
guide you in what belongs to each paragraph.

e Relate to plan: Position these lists on your spatial
plan {page 291). (For software that helps with
this, see Appendix 2.)




Concept pyramids organise ideas

T e e e

What is a concept? with other people: we don't need to describe
A concept is a mental everything in minute detail whenever we speak.

representation of a group In academic writing, if ideas are w?ll organised,
of items which are similar Fhe readgr can seconq-guess meaning and other
in some way. For example, information more easily.

the concept ‘cutlery’

includes objects as different Concept pyramids organise ideas

as a four-pronged fork, a

hollowed, round-ended We can organise concepts into hierarchies -

spoen, and a sharp-edged shaped like a triangle or pyramid, as in the simple
knife. Conceptually, these one for ‘tree’ below. You don't have to use concept
all share the characteristic of pyramids — but they give you an extra analytical
being tools used in eating tool.
food. Sometimes the phrase

IREE
conceptual category is used / \
i i .
instead of “concep %‘:'W BRANCHES ROOTS
Why concepts are useful / \ / \

above have below take in
ground  leaves ground nourishment.

When we come across a

new obiect, the brain matches the main features
of the new experience against those of previous
experiences. It can then make a good guess at
what kind of thing the new object is - its concept
category:

The most general information, or the most
inclusive heading, is placed at the top of the
pyramid. Aspects of the tree are placed below.
Details of those aspects are placed below again -
and so on.

Chapter 11

‘Branches, trunk,
leaves, bird's
nest: must be a
tree’

Each level of the pyramid shows information of a
different category. There are tecRnical names for
different category levels, but everyday terms work
just as well.

Technical termn | Everyday term

Once it has identified the category, the brain can

secand-quess, or infer, other information: Superordinate Upper level (tree)
category

Intermediate or | Intermediate levet (ook tree)
basic category

‘IFit’s a tree, it must
have roots and sap.
It won't leave the

. Subordinate Lower level {red oak tree)
area. | don't need cateqor
totake it for walks, gory
Sorted! Exernplar Example (this red oak tree)

On another pyramid, pfant might be the upper-
level concept, and tree would then be at the

intermediate level.
Wiriting at university level

This ability to identify and share conceptual
categories enables us to communicate more easily



Concept pyramid for contrasting birds and mammals

The example below is of a more detailed concept pyramid, showing how
different levels of information about animals can be arranged.

Category level

Upper level
(superordinate has life

category) ANIMAL < has locomotion

reproduces itself

Intermediate level

(intermediate or has feathers
warm-blooded

basic category) Bird has a beak Mammal <
rears own

lays eqgs offspring
— Lower
- (subordinate budgie cuckoo human dolphin
& category) - ¢an speak - lays eggs in - has language - lives in sea
_.-:Qu' gory - bright colour other birds’ - dreams — eats fish
u - domesticated nests - lives on land - intelligent
Examples ,
(exemplars) [
- my pet, - that one, there - your father - Fipper on TV
Fweetie — the acrobat — at the zoo

Examples at different levels

If the upper level were painting, an intermediate level could be the style,
Impressionism. A lower level would be painters, such as Monet, and
examples could be Monet's paintings Water Lilies, Wisteria, and Poplars.
You might have separate hierarchies of details of the paintings — with size,
colour, design, or brushwork as category headings.

If the upper level were instrument, an intermediate level could be drum, and
a lower level might be a timpani drum or African drum. Specific examples
would be that drum on the table, or Gino’s new drum-set.

Writing at university tevel



Essay plans as pyramids

‘_\

Essay structures consist of several concept pyramids combined into one piece of
contintous writing. A halfway step between pattern notes and linear writing, the
concept pyramid incorporates more structure and linear development. Unlike
pattern notes, it enables you to evaluate the weight (or level) of ane kind of
information against another — and to see this visually,

For an essay comparing three different schools of thought on a given subject

Upper-level (e.g. main divisions of thought such as Marxism or Postmodernism)
categories

SCHOOL P (name) ? ?
Intermediate (e.g. people Whose theories are assoaated with a major schoo! of thought)

level 1

{same for each school you usel

Intermediate (each person may have more than one theory, important belief or research finding) -
level 2 "~
theory X theory Y =

[

(what it is in brief: date) 5

fsame for each theorist you usey \
Lower

evaluation of

level general general general general
implications applications evidence to evidence evidence for
of theory X of theory X support X against X and against

{same for each theory you usef

/

Specific
examples :
examples of a particular
person/economy €Xpenment | survey L
Details
number of time of etc.
participants day

Writing at university level At



Use pyramids for planning assignments

Use pyramid questions

Ask yourself key questions to search for or organise
the information at each level.

Upper level

® How many major schools of thought or key
theoretical perspectives are there on this
question?

® Which are the most relevant for your
assignment? (If unsure, go down to the
intermediate level and check who said or
wrote what.}

Intermediate fevel

® Which theorist (or judge, writer, or sirnilar)
said what, when?

® How can you sum that up briefly?

Lower level

® Overall, how good is the general evidence to
support this position or theory?

# What are the general implications of the
position or theory?

& What are the general applications of the
position or theory?

® What is the general evidence against the
position or theory?

® Overall, how good is the evidence for or
against?

Exemplar level

® Do you need to include specific examples of
applications, implications or evidence? Which
are the best examples?

# Given the word limit and the time available,
how much detail should you give? For
instance, have you space only to mention
the name and date and one line about this
research? Or are you short of words, in which
case you could give more details?

Writing at university level

Use pyramids to help with word limits

Having mapped out your information as a
pyramid, do you have the right amount for your
word limit?

Too much information

If you have too much, you will need to leave
something out.

¢ |f you have several examples at any one level,
select just one or two examples of them. Do the
same with the other levels,

& If you have already used most of your word
limit, you may be able to refer to specific
examples by name without going into detail.
(This depends to some extent on the subject.)

Too little information

If you have too little, you can build up to the word

limit.

¢ Add more examples at the middle or lower
levels.

& Write more about your specific examples.
Evaluate the significance of the examples for the
overall assignment.

Balancing the pyramid

In general, it is more important to explore ideas at
the middle and lower levels than to give a lot of
detail for specific examples. (See also page 216.)



Writing drafts

The art of writing is in the craft of redrafting

B R AT

Professional writers redraft many times before they are happy: writing rarely flows out “all at ence’ in its
final version. You would expect to write several drafts of an assignment to shape and fine-tune it.

Draft 1: A quick draft to get ideas down

Use your plan. Don’t worry about style or good
English at this stage — just get started.

Focus on the assignment question. Write out
your interpretation of the title,

Clarify your core points. Write out your central
ideas, hypotheses, conclusions or the main
direction of your line of your reasoning.

Write headings and subheadings. Use your
plan (or the pyramid you have created) to
identify these. You can retain these headings

and sub-headings in most reports and some
dissertaticns, but leave these out of the final draft
of an essay. This provides your structure,

Add in supporting details below each heading.

Link it up. Write your headings and points into
sentences,

Stick to your plan. Keep looking back to it

after writing each paragraph. Go back to the
assignment title and its central questions: check
that you haven’t gone off on a tangent. If so, put
a line through anything irrelevant, Be a harsh
critic of your own work,

Draft 2: Fine-tune the structure

Check that information is grouped and ordered
- especially into paragraphs {page 298). If not,
rearrange it.

Check that the line of argument is clear from
one paragraph to the next. If necessary, add

in sentences to link ideas. You may need to do
this more than once. Look for places where you
could summarise points so that you use fewer
words, and consider adding further points.
Rewrite sections.

Draft 3: Fine-tuning and style

Read what you have written aloud.
How does it sound? If you are
stumbling as you read, this may
indicate poor flow. Look for where you
can improve continuity, links, sentence
lengths, and overall style. Add
sentences or phrases to clarify points.
If you have a screen-reader, you could
use this to read your text aloud. Listen
for meaning, and for punctuation
pauses.

Draft 4: Finishing touches

Aim to leave at least a day between
drafts. Your mind will go on working
on your ideas. After a break, you will
find it easier to spot passages that need
rephrasing. See Editing your draft,
page 302.

Chapter 11

Saving your drafts

® Save your first draft as draft 1 and type that
and the date in the footer,

® Save each new draft as a separate file, draft
2, draft 3, etc., dating each draft.

& Alternatively, use a tool such as Google
Docs that enables you to return to revised
edits (see page 182).

Check using a hard copy

It is easier to identify some errors on hard
copy. Print out final drafts and read carefully
for errors.

Writing at university level RN



Paragraphs

Paragraph structure mc) 1 Analysing paragraphs

Paragraphs are made up of sentences

and are, typically, several sentences long. Choose two or three pages from one text.

* # Read the topic sentences — the ones that sum up the _
main theme of each paragraph. These are often, but not

;.  always, the opening sentences. '

. @ How well do the topic sentences sum up the main ideas
of those paragraphs?

. & How are the paragraphs linked?

A paragraph groups similar ideas and
material together, ail organised around
a central idea or theme, which is usually
made clear in its first sentence. All
sentences relate to the main idea of the

paragraph. : .
| e If paragraphs lacked a clear topic sentence, were they
First sentence © more difficult to read?
The first sentence of each paragraph: L —
® is usually the “topic sentence’
that introduces the subject of the 2 Paragraphs and sentences
paragraph

~ Separate this passage into paragraphs and sentences with

® starts on a new line : ) g
. correct capital letters and punctuation.

® is preceded by a gap - either an :
indent on the same line, or a blank line  © A Life of Adventure

before. : mary seacole was born in 1805 in kingston jamaica her mather

Later sentences . practised as a ‘doctress’ using medical knowledge which women
. had brought from africa and developed in the tropics from her

Ll

- Other sentences of each paragraph: ) " mother mary inherited her medical skil's as well as her ability

2 I dEV9_|0I3 the theme of the paragraph’s t5 run a boarding house from her father a scottish military man

3 "topic sentence’ . she inherited her fascination with army life marys own medical

g * follow each other in a logical order - reputation was established during a series of cholera and yellow -
one sentence leading to the next. . fever epidemics she made her own medicines and emphasised

. high standards of hygiene as well as enforcing strict quarantine
* on victims by these methods she saved many lives on the
- outbreak of the crimean war mary volunteered her services 1o

Last sentence
The last sentence sums up the paragraph,

or leads into the next paragraph. the british army although she had worked for the army before at
its own request this time she was turned down undaunted mary .
Paragraphs help the reader ~ made her own way to the war zone once in the crimea she not

Paragraphs break up the ~only nursed the seldiers but also ran a hotel and seld food wine
text into manageable - and medicines after the war mary was treated as a celebrity she
portions. A page is easier to was decorated by the governments of four countries in england a
look at when divided into " poem in her honour was published in punch and even the royal
three, four or five sections. . family requested her company and medical expertise :
I

Successive paragraphs follow
each other in a logical order, 6 :

taking the reader from a to b m 3 Identify the theme
to ¢. Words or phrases within them link
them to earlier or later paragraphs,

_ @ Re-read the paragraphs for Activity 2. _
. # Decide the main theme of each paragraph and sum it up °

Paragraphs also organise meaning. They . in 1—4 words.
help your readers to think clearly about | See apposite for answers. :
what you have written, i —

Writing at university level



Writing paragraphs
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Writing paragraphs

If you have difficulties with paragraphing, divide
your page into three columns:

1 Arguments | 2 Main 3 Supporting |
information detail |

® In column 1, jot down the ideas, theories,
opinions and line of reasoning that you want to
include in your writing.

® In column 2, jot down the main exarmples and
types of evidence that support your line of
reasoning.

Suggested answers

e R e B

® In colurnn 3, write down lesser details, facts,
names, statistics, dates and examples that
support your main argument.
® Each paragraph should have:
- one item from column 1
- one, two or three items from ¢olumn 2
- several iterns from column 3,
® ltems selected for each paragraph should all
help to make the same point.

Alternatively, using a concept pyramid:

@ Each paragraph is likely to need one item at
the intermediate level, one at the lower level,
examptes, and a few details.

6 3 jdentifying the

m(:) 2 Paragraphs and sentences

A Life of Adventure

~ Mary Seacole was born in 1805 in Kingston, Jamaica. Her
- mother practised as a ‘doctress’, using medical knowledge

- which women had brought from Africa and developed in the
Tropics. From her mother, Mary inherited her medical skills as
well as her ability to run a boarding house. From her father, a -

Scottish military man, she inherited her fascination with army

life.

- Mary’s own medical reputation was established during a

- series of cholera and yellow fever epidemics. She made her
© own medicines and emphasised high standards of hygiene
" as well as enforcing strict quarantine on victims. By these

- methods she saved many lives.

. On the outbreak of the Crimean War, Mary volunteered her

. services to the British Army. Although she had worked for

. the army before, at its own request, this time she was turned
. down. Undaunted, Mary made her own way to the war

. zone. Once in the Crimea, she not only nursed the soldiers,

. but also ran a hotel and sold food, wine and medicines.

. After the war, Mary was treated as a celebrity. She was

. decorated by the governments of four countries. In England,
. apoem in her honour was published in Punch and even the
. Royal Family requested her company and medical expertise.

theme |
‘ The main themes of the
© paragraphs are:
Rl n: birth and

] general informatio
background
2 early medical rep
3 the Crimean War
4 after the War.

utation

Chapter 11

Reflection: The valye

of paragraphi
phing a
Punctuation 9 and

- Did you fing ite
: for Activity 27
- Your appreciatio

- Paragraphing an

asier to read the text

50, did this increase

n of the value of good

% d Punctuation?

Did you have diffic

: Punctuation? |

: 'tutors whether
15 available.

ulty adding in the
30, You could ask your
any additiona| support
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Checking your paragraphs

If paragraphing isn’t your strong point, then when
you have finished your early drafts, you can check

your paragraphing by deing the following exercise.

1 Read each paragraph

Read each of your paragraphs in turn. Decide what
is the main topic of each.

2 Sum up the topic

Surn up that topic in about 1-4 words.

3 Give the topic a name and colour

Write the topic in the margin. Give it a colour.

4 Which is the topic sentence?

Which sentence is your topic sentence — the one
that surmns up the topic? Highlight it. Is it at the
beginning of the paragraph? If not, would it be
more powerful there?

5 Is everything relevant?

Check whetlher everything in each paragraph
relates Lo the lopic sentence. Il you're unsure
aboul something, underine it and check whether
it would be better placed in a different paragraph.
Is anything superfluous? If so, cross it out.

Writing at university level

6 s everything in the right place?

Once you have assigned a different colour to
each topic (see 3 above), search for each topic in
turn throughout your writing to see whether any
material on that topic has wandered into other
paragraphs. If so:

@ highlight it in the topic colour = using colour will
show up whether your material is well organised
or scattered

e cut separated items of the same colour and then
paste them together into one paragraph

* rewrite the paragraph, intlegrating the bits you
have moved so Lhat the paragraph flows well.

7 Are sentences in the best order?

In each paragraph, are the sentences in the best
order? Is it clear how each sentence leads on to the
next?

8 Is the line of argument clear?

Is it clear to the reader how the topic sentences

of each paragraph relate to each other? Is it ¢lear
how the material in each paragraph builds on that
in previous paragraphs in order to establish an
argument with a clear direction?

9 Are paragraphs well-linked?

Is it clear how each paragraph leads on to the
next, such as through phrases that link the ideas
in one paragraph to that in the one that either
precedes it or follows on from it? See pages 298
and 301,

10 Is every paragraph relevant?

Is every paragraph relevant to the title? Are they all
needed in order to make the argument?

Make time for relaxation and
exercise - you can go on thinking
about your assignment!



Linking ideas together

Certain words are used to link ideas and to
signpost to the reader the direction your line of
reasoning is about to take, such as adding more

emphasis, or introducing an alternative viewpoint.

Below is a selection of words used to link ideas,
depending on the direction of your argument.

Adding more to a point already made

® also; moreover; furthermaore; again; further;
what is mare; then; in addition

@ besides; above all; too; as well (as)

e either; neither ... nor; nct only ... but also;
similarly; correspendingly; in the same way;
indeed

® in fact; really; in reality, it is found that ...

@ as for; as to; with respect to; regarding

Writing in lists

@ first(ly); second(ly); third(ly)

& ancther; yet ancther; in addition; finally
# to begin with; in the second place

& moreaver; additionally; also

& next; then; and to conclude; lastly; finally

Putting the same idea in a different way

# in other words; rather; or; better; in that case
# to put it (more) simply

# in view of this; with this in mind

» to look at this another way

Introducing examples

# that is to say; in other words

» for example; for instance; namely; an example
of this is

# and; as follows; as in the following examples;
such as; including

® especially; particularly; in particular; notably;
chiefly; mainly; mostly

Introducing an alternative viewpoint

# by contrast; another way of viewing this is;
alternatively; again; rather; one alternative is;
another possibility is

¢ on the one hand ... on the other hand

e conversely; in comparison; on the contrary; in
fact; though; although

Returning to emphasise your earlier
viewpoint

e however; nonethetess; in the final apalysis;
despite x; notwithstanding x; in spite of x

e while x may be true, nonetheless

e although; though; after all; at the same time; on
the other hand: all the same; even if x is trug;
although x may have a good point

Showing the results of something

o therefore; accordingly; as a result

® 50, (then,) it can be seen that

& the result is; the consequence is

& resulting from this; consequently; now

& we can see, then, that; it is evident that

® because of this; thus; hence; for this reason;
owing to x; this suggests that; it follows that

# in other words; otherwise; in that case; that
implies

Chapter 11

Summing up or concluding

o therefore; so, my conclusion is

# in short; in conclusion; to conclude; in all; on
the whole

® to summarise; to sum up briefly; in brief;
altogether; averall; thus; thus we can see that

() Check for linking words

How are these words used in the sample essays
. on pages 325-9 and 331-37

Writing at university level JR{o)



Editing your draft
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‘Editing’ is working on your draft in order to 5 Style
improve it. When you edit, you can ...
® Is the text easy to read?

A ® s it too chatty? Or long-winded? Or pompous?
Cut irrelevant bits R 4 ® Are any sections confused?

® |s it precise and succinct? (See page 309.)

Reword clumsy sections ® Is the style appropriate? (See Chapter 12.)

6 Punctuation, spelling and grammar

Be-work it I into the | appropriate | structur'e—!

l Put sections into a better @D
Change

Add details your ming
® Does it follow any presentation guidelines you

Make one part flow better into another
were given?

Different kinds of editing %—‘
) % Reflection: Editing your drafts
Typically, you would need to go through your work |

® Have you written in sentences? (See ‘Proof-
reading’, below.)

7 Presentation

® Is the text legible?
® Does it look neat and well presented?

- a't least several times, with a different focus each Which aspects of editing do you need to spend
L time. - most time on?
5 1 Meaning .
‘ . Proof-reading
® Does it make sense? Read it aloud slowly, ] . o
Edit your draft until you are happy with it. Then do
L some final proof-reading. You may find a different
2 Organisation and structure set of corrections if you do this using hard copy.
® Have you used the appropriate structure? ® Read it once again atoud - does it make sense?
¢ [s connected information grouped together? ® Look for mistakes such as typing and spelling
® |5 information presented in the best order? errors. Look up doubtful spellings or ask
® Is the work well paragraphed? (See pages 298- someone,
300.) ® If you used a spellchecker, check for words
that are not misspellings in their own right,
3 Evidence but w'hich are not the words you want to use,
especially homophones such as “there” and
& Have you backed your argument with evidence, ‘their’.
examples, details, and/or research? e When proof-reading for grammar, punctuation
and spellings, it can help to work backwards
4 References through your writing (word by word for
spelling), to avoid drifting inte skim-reading.
® Is the source of your information clear? ® Everyone has their own pattern of errors. If
¢ Are your quotations accurate? there are certain mistakes you make repeatedly,
& Are citations and references written correctly? note these down and be particularly careful in
(See pages 179-82.) checking for them.

Writlng at university level



Editing final drafts

C

Content ang argument

Y have followed the assignment brief to
the letter

The text answers the central question(s)

Posed by the tite (page 284),

Sufficient sPace has (or words have)
been given 14 the most important

All the information included js refevant
to the set Question,

The main fine of argument is clear, not
05t in a seq of detail,

Research Materijal

(7 There are sufficient Examples and
evidence to Prove or illustrate my
points,

My own ideas and opinons are clear to
the reader.

Structure ang grouping
{3 The text is in the appropriate structyra

Ideas are suitably finkeq
Each Paragraph is wel} Structured,
Ideas are Presented in the right order,

(it clear how each Paragraph links to
the others (page 301,

Style
(] The style js appropriate for my course
{Chapter 12).
] The text is not too chatty or flippant.
[ is free of slang and colioquialisms.
[ Technical vocabulary is yseq Correctly,

[y have written, succinctly, Making best
use of the word fimit.

no plagiarism.)
-J The text is not repetitiva.
(] The text can be reag aloud easily,

Clarity
] There is nothing the reader will fing
confusing.

- The language js clear and
straightforward.

The reader wij) follow the tine of
reasoning easily (Chapter 7).

[T teis clear which sentence in my
introduction SUmmarises my viewpoint
Or argument,

Sentences are of reasonable length and
are uncomplicated,

General

(] The introduction Is suitable.
I The conclusion is suitabla,

Spelling, grammar and Punctuation are
<orrect,

] Every source that | have Used to builg
My argument or make 4 point is
correctly cited within my writing.

I My list of references includes every
source that 1 have ¢iteqd in my wiiting,

LT have written out citations ang
referencing Correctly and in fy.

[ The bibfiography (if needeq) is accurate,

I have taken account of feedback 1
received for earlior work {page 324),

Writing at university level

ition, Palgrave Macmillan
© Stella Cottrell (2013) Fhe Siudy Skills Handbook, Ath edition, Palg
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Presenting your writing

For all assignments

Typically, you will be required to hand in work
electronicaily. Often, this is then put through
software that helps to check that this is all your
own work.

Complete and well-organised work

¢ If you saved several drafts, make sure you submit
the right one.

¢ Complete and attach cover pages, if required.
These may include a confirmation that the work
is alt your own.

® If you have collated references in dedicated
software, ensure these are included within your
assignment.

# Number your pages.

® Remave all colour coding, underlining, inserted
comments, links and tracked changes that ycu
used to help the process of writing your work.

® Leave space to one side or between lines so that
your tutor can add comments and feedback
easily.

Anonymity and confidentiality

® | work must be handed in anonymously, be
careful nol 1o include your own name on your
work,

# Include your student number on every page.

& Write the short title of the assignment in the
footer, as well as any code number you are
given.

® Check that any confidential material is
removed. This includes avoiding giving thanks
and acknowledgements to individuals and
organisations at the start or end of the material,
as well as in citations, If they gave you materiai
to use confidentially.

Hard copy

® If you are required to hand in a hard copy, your
final text should be neatly presented.
# Print on one side of the page anly.

® Occasional minor corrections made neatly
by hand are acceptable, otherwise type in
corrections and print out a good copy.

Writing at university level

For essays

# Write the title at the top of the first page.

#® Remove any sub-headings Lhal you have used to
help organise your work.

® Use any guidance provided about securing
pages or using folders if handing in hard copy.

For reports and dissertations

o Write the title on a cover page.

e Use appropriate section headings, all in the
same format.

& Number sections and paragraphs.

& Insert charts, tables and appendices, Provide
clear headings. Check that headings and
numbering for charts and appendices match
those used in references to them within the
main body of your report.

¢ Remove any unnecessary appendices - such as
anything not referred to within your report.

¢ If you are given instructions about binding
projects, follow them carefully.

Format

Adapt to purpose

It may suit you to use one font or size whiie
working, and another for the final printout to hand
in. For example, you might use very large type

on the screen, making it easier to proof-read, and
then reduce the size before printing it out.

For your final copy

& Use only one type size for your main text.

& Use one clear, simple font for your final draft -
not script designed to look like handwriting.

& Vary type size for headings and sub-headings. Be
consistent in the way you use them.



Lecturers’ preferences

Your tutors may have preferences about the technical and stylistic aspects of presentation listed below,

Tutor/Subject:

Aspect Reguirements

® Electronic submission or hard copy also
required?

® [s a cover sheet required? What information
should it contain?

® For hard copy, print on one side or both?

® Begin each section of a report on a fresh page?

¢ Use sub-headings?

& Number paragraphs?

® Leave a wide left-hand/right-hand margin?

Chapter 11

& Write my student number on each page?

& Write the assignment title and/or code on each
page?

® Write as ‘one’, ‘I’ or ‘we’? (Address the reader
as ‘you’)?

& Use passive or active voice? (Passive: 'The essay
was written’, Active: 'l wrote the essay’.)

¢ Which style should be used for references? Any
special layout for references?

e Bibliography needed? Any special layout?

® Anything else? (E.g. Use of diagrams, charts,
graphs? Standard keys on maps? Use colour in
diagrams? ts annotation needed?)

@ Staila Cottrell {2013) The Study Skifls Randbook, 4th edition, Palgrave Macmillan Writing at university level RIS



| Chapter 11

Review

Although all students will be familiar with writing
tasks to some extent, most students struggle

at times with getting down to writing their
assignments and with getting to grips with what

is really required. Even talented students working
at the highest levels can face writer’s block,
procrastinate with starting new sections of their
assignments, or find they are grappling to translate
good ideas into writing.

This chapter has lnoked at how to develop your
writing from small beginnings, so as to build your
confidence and familiarity with writing. Altheugh
academic writing is a distinct kind of writing, you
will profit from making any kind of writing a daily
activity. You will build up speed, become more
able to think and write simultaneously, become
more aware of how you can improve your writing,
and grow in confidence.

The chapter alse looked at how to approach a
piece of academic writing as a task with:

® sets of manageable steps that you can follow
® sets of given canventiens that you can adopt
® sets of requirements that you can meet.

The more you write and the more arganised you
are in following these steps, conventions and
requirements, the sooner you start 1o use them
automatically, With practice, you will find that you
combine separate slages quile easily and that you
find faster ways of doing things.

Writing at university level

The following chapter locks in more detail at what
is expected for academic writing at undergraduate
tevel. It looks at general expectations and provides
annotated examples of essays. Chapter 13 draws
on the points covered in Chapter 11, and also
looks at other kinds of written assignment such

as case studies, project reports and dissertations.
The critical analysis that you would need to

apply within most kinds of written assignments is
covered in Chapter 7.

Check your learning outcomes

@ Look carefully at feedback from your tutor. If it is
not clear where you have lost marks, ask for an
appointment to discuss this. If you take with you
a copy of the self-evaluation questionnaires on
pages 274 and 303, you can use these to help
provide structure to the session.

¢ Using your tutor’s feedback and advice,
complete the self-evaluation questionnaire on
page 274 again. Notice which areas you now
feel confident about, and which you would stil!
like to improve.

Basic English skills

It is difficuit to get the highest grades at college

if your basic English skills, such as grammar and
punctuation, are weak. It is worth investigating any
language workshops at your institution or at a local
College of Further Education.



Chapter 12
Developing academic writing

Learning outcomes -

This chapter offers you opportunities to:

® censider further requirements of academic writing including:
- stylistic conventions
- precision
- distinguishing fact and argument from epinion
® be aware of how different approaches to research impact upon academic writing
# understand the influences of the scientific model on most areas of academic writing,
including non-science subjects
o understand better what is meant by terms such as “subjectivity’ and ‘objectivity’,
‘quantitative’ and ‘qualitative’

® learn to use the four main writing styles used in Higher Education:

- descriptive

- argumentative

- evaluative/analytical

- personal/experiential
& know what gains good marks for an assignment, and how to use tutor feedback constructively
¢ deveiop insights into what makes a good essay through evaluating these for yourself.

Writing improves through practice and informed
reflection. As you progress through Higher
Education, your tutors will expect your writing
style to continue to improve. In particular, your
writing should demonstrate that you are aware of
academic conventions and when to use them.

You will also be required to move flexibly between
different writing styles, moving from precise
description to critical analysis to evaluative
summary, depending on the task.

This chapter helps you te build your awareness
of what is expected in academic writing. Browse
through it before doing your first assignment.
Return to look at it in more detail, along with
Chapters 7 and 13, before writing up your
assignments.

307
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Stylistic conventions for academic writing
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There is no single style that can be used in all
acadernic writing. Each discipline has developed
its own particular styles, and in some subject areas
vou may find that even various branches of the
discipline use quite distinct writing styles.

The following conventions apply to most academic
writing. Nevertheless, if your tutors offer specific
guidance, follow their directions.

Use formal English

Academic English is more formal than the
language used in everyday conversation, emails,
letters, magazines and most newspapers. It
shouldn't sound ‘chatty’. It also avoids slang and
colloquialisms such as these:

® ‘The writer is out of order when he suggests ...
® ‘The new plans were just the stuff.’

® ‘These findings need to be taken with a pinch of
saft.’

® ‘The argument was o bit over the top.’

Aim for clarity

Wirite so that your reader can easily follow what
you are trying to say. Do not use long words

and technical jargon simply in order to sound
impressive. Check whether your sentences are so
long and complicated that they are hard to follow.
Avoid antiquated language, convoluted sentences

BULE  Developing academic writing

A

or mannerisms — as well as using up your word
limit and obscuring your argument, these could be
off-putting to your readers.

Learn how to use specialist vocabulary

It is important to learn the specialist styles and
technical terms used for your subject, and also to
extend your vocabulary.

o If you are not familiar with specialist terms, look
for explanations of these terms in introductory
textbooks or glossaries.

¢ Pay attention to how such terms are introduced
in books and articles — note the different forms
used, such as noun and verb forms, and past
tenses,

¢ Do not litter your writing with terms that you
yourself do not understand - it is better to write
in your own words than to sound as though you
do not understand the words you are using.

%\
m Reflection: Writing in the discipline

. Browse through several articles for your own
. subject, looking just at the writing style.

* @ What features do each of the pieces share?

: @ Are these features of your own writing?




Avoid abbreviations and contractions

Write words out in full:

® ‘dept.’ as ‘department’
® ‘e.g.” as for example’
® ‘didn’t’ as ‘did not’

& ‘they're’ as ‘they are’
® ‘isn’t’ as s not’

Be impersonal

Most courses prefer you to avoid personal
pronouns such as ‘1/'we’ and ‘you’. Instead,
sentences begin in impersonal ways such as:
® |t can be seen that ...

® There are a number of ...

¢ |t has been found that ...

Be cautious

Academic writing generally sounds cautious.
Writers indicate that they are aware that nothing
is completely certain. They use words that express
this lack of certainty, such as:

® appears to; seems to; tends to; may; might;
possibly; probably; apparently; generally;
seemingly.

They may use phrases such as:

® in some cases, this ...

® the evidence suggests that ...

Avoid misplaced conjunctions

The following words are not used at the start of
sentences: or, and, but, yet.

Numbers

Numbers below a hundred are often written out in
full, such as;

& thirty-one per cent

# nineteen members.

However, figures are retained in statistical and
scientific work:

® 31 per cent

e 15°C

¢ 7.3 newtons.

Be objective

Academic writing avoids personal, subjective words
such as 'nice’, ‘wonderful’, ‘worthwhile’, ‘usual’ or
‘natural’, because the reader’s understanding of
these words may be very different from your own.

Avoid apologies

Don‘t apotogise to the reader for any weaknesses
you think there may be in your research or writing,
such as that you found the subject difficult or that
you had no time to write a conclusion. Write as if
you are confident of what you are saying — even if
you don'‘t feel it!

I'm afraid thisis a
complicated subject
and [ was only able to
read ...

Addressing the reader

Avoid asking readers gquestions or telling them
what to think.

We should all be more
aware of this and try
toincorporate it into
our daily lives.

Chapter 12

Be concise

Edit out unnecessary words:

A-man-calledtay Singh invented ...
In a-book-<called Scottish Pathways, ...

Use continuous prose

Write in full sentences, grouped together into
paragraphs (see page 298). For essays and
dissertaticns, avoid lists of points: incorporate the
points into sentences. Lists and headings may be
acceptable in reports and projects.

Developing academic writing eI



Being precise
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Example of a vague sentence

Some people did not like the idea at
the time and made the politicians stop
it but then he attacked him publicly.

Why is it vague?

® ‘some people’ — who exactly?

® ‘the idea’ — which idea?

¢ ‘at the time’ — when? date?

® ‘the politicians’ — all politicians? or a
certain group? or a political party?

¢ ‘made the politicians’ — how did they
‘make’ them?
® 'stop it’ — stop what? how was it

stopped?
® ‘people did not like the idea” — why not?

[t can be confusing to have more than one
pronoun (such as ‘he’, “she’, “it’, ‘this’ or
‘that’) in a sentence,

R
: ?—'{“’miiab-'—"i3;"&'}‘%:\::#&"&}’&?_'5-}'\«.g :
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. Which of the following is most precise?

Precise wording

1 A woman ruled the country.

2 Mrs Thatcher served as Prime Minister in Britain
between 1979 and 1991.

3 A woman ruled Britain during 1979-1991.

4  Mrs Thatcher ruled Britain for several years and
introduced many policies which affected various
aspects of people’s lives.

Answer

J(e S13430 3y} — Z asuodsay

... rather than sort
of not saying quite
what you mean, if you
know what Imean ...

Using facts, opinions or arguments

Opinions
Qpinions are personal beliefs, These
nct always based on good evidence,
and may even run contrary 1o the
evidence,

What is considered ‘natural’ or
‘normal’, for example, is generally
a matter of opinion. Even if most
people agree with you, it is still
opinian, unless you can give
evidenice that what you think is
likely to be true.

Facts

Facts can usually be checked
against evidence, Facts used in
academic writing are generally

Developing academic writing

There were an average
of 35 adverts an hour
on channel X, on 25%h
July 2013,
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Adverts for toys should
not be shown on TV
because research by
DrMeehan (2013)
suggests that they ...

are

those gathered and recorded in some formal way,
such as in journals or official records.

Arguments

Arguments are reasons {(which can include
facts) given to support a point of view.

As you write, question what you
write

As you write, keep checking for precision.
Ask yourself questions, such as ‘when
exactly?’, ‘why exactly?’ or ‘who? Check
that you have given your readers enough
detail for them to know exactly what you
are talking about.



Writing for different subjects

Different approaches

Each academic subject has a slightly different
approach regarding:

® research methodology — how to conduct research

® evidence — what is regarded as appropriate and
sufficient

# writing genre — the preferred writing styles and
conventions

# objectivity - how far your approach should
be objective or subjective, quantitative or
qualitative, scientific or personal.

As a student, you will need to identify the
approaches taken by your subject and produce
work appropriate to that subject. You will need
to be particularly aware of this if you take a ‘joint’
or ‘'combined” honours degree, but even within a
subject, approaches can vary depending on the
area of study,

The influence of the ‘scientific’ model

Academic writing has been
heavily influenced by the
notion of being ‘scientific’
- even when the subject

is not obviously about
science. Although this view
is changing, the approach
you are expected to take

is likely to be affected by
some of the principles of
the scientific model, so it
is helpful to know what it
involves.

The main features of the
scientific medel are:

® objectivity

® a testable hypothesis

® replicated results

¢ controlling for variables
& quantitative analysis

® accurate description

& qualitative analysis.

Nice experiment,

R,

Objectivity

The scientific model values objectivity. This means
that instead of relying on personal opinion or
commaon sense, scientists test possible explanations
against the available evidence, If data is objective,
two people undertaking the same research in the
same way should arrive at the same results and
conclusions.

A testable hypothesis

A hypothesis is a possible explanation of why or
how semething occurs, consistent with available
evidence. The hypothesis is formulated in a way
that can be tested.

A hypothesis cannot be proved true, but it can

be proved wrong. If a hypothesis survives many
attempts to prove it wrong, increasingly it may be
considered reliable and trusted as a ‘theory’.

Replicated results

For a piece of scientific research to be taken
seriously, another researcher needs to have
repeated the research with similar results.
This ‘replication’ indicates that the first results

It werked last time,
honestly ...

were reliable, and not fust a ‘one-off’ or due to
individual cpinion or bias. (However, it is still
important to think hard about whether bias may
be built into the research method itself.)

Developing academic writing
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Controlling for variables

Scientists need to know that what they think they
are testing is what they are actually testing. They
need to make sure that ‘variables’ — all the things
that can change, such as the weather, or the time
of day, the people involved or the materials used -
have not influenced the results unexpectedly.

Usually, research experiments are run many times
to check the effects of different variables. The
researcher tries to change only one variable at a
time, keeping everything else constant. This is
known as "controlling for variables'.

For example, researchers comparing the effect

of blue light or red light on plant growth would
check that everything apart from the colour of
the light was identical. For each light colour

they would use the same type and size of plant,
the same amount of water, the same levels of
nutrients, the same temperature, and the same air
source.

Quantitative analysis

Scientific research relies heavily on quantitative
data. This means it focuses on changes or
differences that can be measured. Standardised
measurements are used - such as number, time,
weight and length - so that results are easy to
compare abjectively. Thus experiments might
investigate:

o whether the height {measurable) to which a
particular kind of plant grows depends on the
temperature of the environment {measurable)

o whether fruit yield {measurable) depends on the
amount of light (measurable}

o whether how many words somebody can read
in a given amount of time (measurable) depends
on the size of print (measurable} or the age of
the person (measurable).

The approach is: ‘If this changes while everything
else stays the same, does it have an effect on that?*
This could also be stated as: ‘If X changes while

A, Band C stay the same, does it have an effect

on Y7 Quantitative analysis involves analysing the
relationship between changes in one variable and
changes in another.

Developing academic writing

When changes in X exactly match changes in

¥, the changes are said to be ‘correlated’. His
important to understand, however, thal correlation
does not prove that changes in X cause changes

in Y, or vice versa. Correlation may be due to
chance, or both X and ¥ may be affected by a third
variable, Z.

Accurate description

When writing up research, scientists describe their
methodology, research conditions and results
exactly, so that anyone who wishes to replicate
their research can set up near-identical conditions.
You will be expected to write accurate descriptions
in the same way, such that socmeone else could
replicate your research.

Descriptive writing for reports is very precise: no
unnecessary words are used. (See pages 316 and
197-9.)

Qualitative analysis

In qualitative research, the data used are not

easily measurable. The research is not completely
objective: some judgement and interpretation are
involved. It is acknowledged also that the researcher
is in some way part of the research itseff and may
unintentionally influence its results - for example,
by having a role in making sense of the findings.

Scientists use qualitative analysis in the ‘Discussion”
part of a report, where they make sense of their
results and offer possible reasons why things did
not go as expected. Here they evaluate strengths
and weaknesses, such as in the way they designed
the experiment or worded the experimental
hypothesis.

Nevertheless, science generally regards subjectivity
as a ‘problem’, and often uses language which
makes it sound as if no scientists were involved — as
if the experiment just happened on its own:

The experimental design could have been
improved by ...

rather than:

| could have improved the design by ...



Alternatives to the scientific modéil

Most academic disciplines are influenced by the
sclentific model. However, subjects vary in how
far they value the different aspects of the maodel.
The main differences are in varying attitudes to
subjectivity and to qualitative data.

Subjectivity and objectivity

Subjectivity simply means bringing yourself,

your own views, opinions, experiences or value
judgements into your research or writing. In
counselling or fine art, a high value is placed upon
subjectivity — that is, upon personal emotions,
feelings, intuitions and experiences. It is the
opposite of objectivity, the aim of the traditional
scientific model.

In many subjects, however, you need tc combine
the two: to analyse both objective criteria, such as
the results of independent surveys, market research
or case studies, and your subjective response -
your feelings, tastes, interests or intuitions,

(See also Using personaf experience, page 322.)

Quantitative approaches in non-science
subjects

Science subjects tend to avoid research where it
is difficult to control for variablas or to quantify
results. For example, issues such as gender,
romance or childhood change over time, but

as these changes are not easily measurable they
would not usually be studied by scientists.

Non-science subjects often find ingenious ways of
categorising such information, however, so that

it can be roughly standardised according to set
criteria. This enables a wider range of issues to be
studied in relatively objective ways.

Example: attitudes to children

A researcher interested in how attitudes to
children changed over time would aim at finding
an objective way of analysing data rather than
simply relying on her opinion. She might choose
to focus on how often popular magazines

A At

referred to themes of ‘childhood innocence” and
“goodness’ compared with themes on “disciplining
bad children’. One approach could then be to
count how often a popular magazine included
each theme, and compare data over ten-year
intervals to see whether the number of references
changed significantly over time. This would give
quantitative data.

The researcher here would also have to classify
her information carefully to be clear what type

of material should be included under her chosen
themes (‘innocence’ and "discipline’). Classification
of words and themes involves some subjectivity,
as people mean different things by the same
words. For example, someane quoted in one of
the magazines as saying ‘A good child does as his
mother says” might have meant that he obeyed
because he was well disciplined, or that he obeyed
because he was naturally virtuous - or something
else entirely.

Qualitative analysis

It is not always easy to draw a line between what
is quantitative and what is qualitative - as you
can see from the example above of attitudes te
children. In that instance, the researcher needed
to make subjective judgements about what was
meant by innocence or discipline. Usually social
science researchers acknowledge their subjective
role in the experiment as interpreters of the
evidence. Social science and arls subjects may
airn at objectivity and quantification where this is
possible, but are also interested in the subjective
- how decisions and interpretations are arrived
at. They are more accepting of overlaps between
objectivity and subjectivily.

Chapter 12

As a student, you may be asked to make qualitative
evaluations about project evidence, about
decisions made during work placements, or about
art or literature. Your lecturers will look for:

# the relevance of the detait you select
® the criteria you use in making decisions
& the aptness of your interpretations.
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Different styles

Compare the following two styles of writing. The
first is conversational:

Mount Pepé is going up - it's going to take
everything with it when it goes. And | mean
everything - villages, farms, trees, the lot,
it's frightening to think of how powerful a
volcano can be, Think of the damage they
cause!l Remember Pompeii and Mount Etnal

The second is in a general academic style:

tn order to assess whether it is necessary

to evacuate the villages on Mount Pepé,
three main factors need to be taken into
consideration. The first, and most important,
of these is the elernent of safety. According
to seismic experts currently working on the
volcano, there is likely to be a major eruption
within the next ten years (Achebe 2012).
According to Achebe, the eruption is likely
to destroy villages over a radius of 120 miles
(Achebe 2013, p. 7).

Notice the differences between the two
examples. For each piece, consider questions
such as these.

® Does it use full sentences?

® How formal does it sound? (What is the writer's
‘voice’?)

® How is emotion expressed?

# s personal opinion expressed? If so, how?

# How are other people’s views included?

# Is the sequence logical?

# Does the piece observe the conventions listed
on pages 287 and 307-127

Styles of academic writing

Although academnic writing is distinct from other
kinds of writing, it isn't all the same. There are

different styles within academic writing, including:

# descriptive

# argumentative/analytical

# evaluativefanalytical

# personal, drawing on the writer’s own
experience.

These are explored in more detail below,

Finding the appropriate style

When writing an assignment, it is important to
choose the appropriate writing style,

Look at the two examples below, of draft
introductions to an essay in response to the
questions, "What problems faced Henri [V on his
accession to the throne? How successfully did he
solve thern?” The first follows the guidance for
intreductions given on page 290, and analyses the
problem set. The second uses descriptive writing,
giving background details not relevant to the
question.

The first example is of a good introduction:

In 1598, Henri IV was anainted king of a war-torn
France, the country having been split by religious
and political wars since the death of Henri Il almost
half a century earfier. The problems Henri IV faced
were essentially threefold, He needed to resolve
Catholic-Protestant divisions within the country;

to curb the power of the Guise, Montmorenci and
Bourbon factions which threatened to subvert

royal power; and he needed to restore the French
economy. This essay will look at the three areas in
turn, but will also show how they were interrelated.
It will demonstrate how Henri IV tackled each, and
argue that ultimately he was extremely successful in
solving what had seemed intractable problems,

Chapter 12

The second is an example of interesting but
irrelevant description (for a history essay):

Henri was brought up by his grandfather in the
mountains of Navarre. His grandfather was a very
religious man and brought his grandson up as a
Protestant. Because of his religion, he wanted Henri
to appreciate the simple things in life — the fields,
the flowers, good wholesome food such as bread
and local cheese, and the beauty of the natural
surroundings. Henri was allowed a great deal of
freedom, and was allowed to roam barefoot in the
mountains, and to play with animals ...

Compare each example with the conventions listed
on page 287,

Which writer might find it easier to write a good
observation case study {page 316)?

315
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Descriptive writing

You are likely to include descriptive Examples of descriptive writing
writing in most a}:agnrpents' :n Note the differences between the two following types of
some ways it is the easiest style, as descriptive writing. The first is from a cognitive psychology

we are used to describing things in
everyday life. On the other hand, it
is easy to give too much detail and
forget the underlying purpose of the
description. In Higher Education,

report,

METHODOLOGY

speakers in each

you are unlikely to be asked to participants o sage

describe anything just for the sake There were twenty Enghg.h flr]?tii"ge “?ere matched for
0 . " jects in all.

of describing. There will usually be condition, forty subje Sitions.

Jer across CoN

another purpose, such as: age and gen

® bei .
being precise about methods used ach participant was

. . dure .
in an experiment Proce ) snstructions.) E A er
o p ) (See Appendl.X 1 for ns oo asked (o indlcate whet’n

® giving essential background tested separately. They W < yongt) presented O
information so that you can analyse eeach string of five letters (suc’f;‘awzrd. For real words
significant features in more detail the computer scréen was :: ;&ie keyboard; otherwise they
later. sed the 'y key ©

they pres

pressed the lnf ke)! ar

You may be required to:

® describe what happened - tor — T
example, outlining the main events  The second example is from an observation case study from the

in a history essay, or your methods social sciences.

Chapter 12

and results in a project report
_—
o mpie, o difeent bady The man i not appear 0 e interacting v
ple, Y chitd. The train entered Ely station andnl?eTlthk tl‘:’e
] ooke

organs in a biclogy essay to the pushchair, perhaps to se

® summoarise the main points of a € if it was obstructing

L. He looked out of the window, The child

o
T
o
o
=

theory or an article you have read - pointed to the door, and leaneq towards hj
for example, in reviewing a book or instantly leaned towards her to fisten i he
in introducing the ideas of another She said, Get off soon?

author within an assignment. )
He replied, ‘Not now, |

- n ﬁ\"e mi ’ .
off." The child still iean rutes we're getting

What gains marks ed towards him, but he di
4 r e 4
soy anvihing else, and looked away. The child ti:jn ;
You will gain marks for: away and put the teddy on the seat. The man Jea:zg

Ezlrrc;:s her, pick:ed up the teddy, and returned ir to
) ﬁ saying ‘Hold it.” They looked at each other
ament. The child half-smiled, and they both

l‘aoked away, 5o the . .
directions, Y were looking in opposite

& identifying relevant themes to
include

e identifying the most relevant facts
in what you include

® clarity, precision and accuracy

® presenting iterns in the best order
® keeping to the point From this you will see how descriptive writing can vary
o indicating the significance of what depending on the subject. Logk carefully a.t journal articLes_and
you describe. other examples from your subject area to find the appropriate
style for your subject. (See alse pages 360 and 197-9.)
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Argumentative/analytical wrltiné

Most tutors want essays to be analytical,
examining ‘What exactly?’ and ‘Why
exactly?” in detail. Chapter 7 logks in
more detail at argument as part of critical
analytical thinking,

They also want essays to be ‘discursive’ — to
discuss ideas and opinions, and 1o show
reasoning. In a persuasively argued essay,
the writer — that is, you - tries to influence
the opinion or thoughts or actions of the
reader.

Reflection: Persuasive
writing

Find the “Editorial” section in two quality
- newspapers. How do the writers try to
; persuade you to their peints of view?

What makes good argumentative
writing?

To argue a point of view effectively, you
need to do the following.

® State a point of view or opinion, and a
clear line of reasoning to support it.

¢ Offer evidence or examples to support
your argurment,

® Show where the evidence comes from,
and that it is reliable. (For example, it
should not alf be personal experience
nor what you have heard somebody else
say.)

® Show that you have considered any
possible arguments which might
contradict your case or opinions.

# Be able to demonstrate convincingly why
your argument or position is the best
(that is, why you think you are right).

Your case will not look very convincing if
you merely argue, ‘Well, that’s my opinion’
ot ‘That's my experience’ and fail to
consider any alternatives seriously.

Writing the argument

1 State your position

& Sum up your argument in one brief,
clear sentence.

¢ Don't be tempted to sit on the fence.
You can sound cautious, and show
that there are strong arguments on
more than one side, but indicate
which side you find most convincing.

2. ® Show why your point

. of view is a good one.

# For each main point,
give evidence (dates,
names, statistics,
examples, opinions
from other sources).

# Consider; "Would the
evidence stand up in court?’ Is it really
convincing?

Here is the
evidence,
myLord ...

~N
—
—
£
o}
o
o
-
o

3 Consider the opposition

Assume that your reader disagrees with you: you have to
convince the reader with good evidence and examgples.

¢ What could your opponents argue?

® What evidence might they have?

¢ How could you persuade a neutral party that your case
and your evidence are better?

Develop an argument

- @ Choose a subject about which you feel strongly.
. ® What is the debate? Engage in it.
- ® What is your own case or position?
- ® List your reasons for taking that position.
© @ List possible arguments against it.
¢ How could you reply to each of them?
# Use the planner on page 318 to write out vour
argument.

Developing academic writing [JEAFS




$ Framework for an argumentative essay

Main proposal/hypothesis/argument;

Reasons or arguments in favour. Evidé-ﬁce and examples
1 1
2 2
3 3
4 4
Opposing arguments Reasons and evidence
1 1
2 2
~ 3 3
-
£
v Reasons why my arguments are stronger; weaknesses in the reasoning or evidence for the opposing
arguments
1
2
3

Conclusions (including drawing together or synthesising, if appropriate, the best of all perspectives)

LAER Developing academic writing © Stelta Cotirell (2013) The Study Skitis Handbook, dth edition, Palgrave Macmillan




Evaluative/analytical writing

Most academic writing will aiso include an element
of evaluation, even if this is not obvious from the
title of an assignment. You may be required to
evaluate:

® two or more schools of thought

® two or more theories or theorists

® which of several itemns, models or ideas is best
for a purpose

® how well another writer has analysed a subject.

Features of evaluative writing
Evaluative writing involves the following:

Comparing

Find the points of similarity, and show that you
are aware of any minor points of difference within
areas of averall similarity.

Contrasting

Set itemns in opposition, in order to bring out the
points of difference,

Evaluating significance

Evaluate the significance of any similarities or
differences. Do they matter? Do they have
impertant implications for which model should be
used? Or for probable outcomes {which animal

is likely to survive, which treatment should be
offered, and so on)?

Making a judgement

Indicate which theory or side is preferable. Give
the reasons for your opinion, based on an analysis
of the evidence.

Showing your criteria

Show the criteria you used in arriving at your
opinion, such as that you used data or research
evidence as the basis of your decision.

Synthesis

Draw out potential ways of combining the
strengths of different approaches so as to arrive at
an alternative way of looking at the issue,

—————

Get the balance right

In evaluative essays — such as ‘compare and
contrast’ essays - it is important to be balanced
in the kind of information you use to make a
comparison. You need to compare like with like,

‘Compate and contrast’ at the same category
fevel

Suppose you are asked to compare and contrast
two animals in terms of their habitat. First you
need to compare them at the basic category level,
making it clear you are comparing, for example,
birds with mammals (see diagram, page 294),
You could then compare cuckeos with dolphins,
as these are at the same category level (on this
diagram, the lower Jevel). You should not compare
cuckoos to mammals, as these are not equivalent
concepts — they are at different levels on the
pyramid.

Balance for bias

If you go into detail about one point of view,
such as by drawing on the best case studies that
support the case, then this should be balanced by
similar exploration of the best case studies that
support aiternative perspectives.

™~
o
—
o
—t
o
4]
L
u

Check your content for balance

When you have completed a draft, make a plan of
what you have actually written, using a concept
pyramid. You may find that you have spent a
disproportionate amount of time on one area, such
as one middle-level subject (birds), and included
too many examples from a lower level {(cuckoos,
chaffinches, peacocks). By contrast you may have
said very little about mammals as a basic category
but referred to ten pieces of specific research on
dolphins.

This essay would show imbalance: it would not
balance like with like. Use your pattern notes (page
173) or pyramid {page 296) to plan your piece of
work, selecting a similar number of examples at

each level,
Developing academic writing n



Organising information for ‘compare
and contrast’ essays

g s o rrre e

One easy way of arganising information for ‘compare
and contrast’ essays is by making a grid and writing
information in the appropriate columns.

Three ways of writing out the essay are given
below. Whichever one you use, be consistent
with it for that essay, Before you begin
o Use one column for the information about one theory  Writing from the grid, it is a good idea to
or iterr. map out your points spatially (see page 291).
# Group simnilarities together. Method 1
® Group differences together.
e At the end, jot the main points in the boxes for the
introduction and conclusion.

This method is straightforward, but tends to
use more wards than the others.

* Work down the chart.

S & Write out all your points for column A.
Introduction: ® Write your points for column 8, in the

| Main themes: -

, Maintheme>

same order as for column A. Highlight the

| A B point of similarity or contrast.
Areas to be ) Fish
compared and Birde | e Do the same for any other columns,
contrasted ) _ﬁ_____' — # Draw together the significance of the
Seavil ! similarities and differences.
simitarities
shoale
1 group behavioure flocks Method 2
5 ® Work across the chart.

@ Select one item from ¢olumn 4 and

™
v B | ‘compare and contrast’ it with column 8
R | 4 | (and any other columns).
a.
= 5 ] ® Go on to the next item in column A and
v - | compare that with column 8 (and any
Differences others)c.‘ Continue until all points are
covered,
1 respiration - ims (fins) L
! . fies (wings) swimng (fine ® Draw together the significance of the
2 locomotion similarities and differences.
3 Method 3
4 .l the similarities are so strong as to make
5 B the items almost identical, state in the
T X How did | introduction that you will look at similarities
i imi r differences. _
significance of snm:_l‘?;tr']?;; ras significant?) together, and then at points of contrast
" decide whether s0 separately.
# Describe ane way in which A and B are
similar.
- | & Continue until all points of similarity are
Conclusion. (Draw the reader’s attention to the | covered.
main points.) . Cpntinue with points of contrast as for
either method 1 or method 2 above
————"" (depending on which is clearest to read).
[ —

e Draw together the significance of the

An empty grid for use is printed on page 321. similarities and differences.
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. O
Framework for a ‘compare and contrast’ essay 7,
g

s ————— p

Introduction:
Main themes:

Areas to be compared A B
and contrasted

Similarities

Differences

Chapter T2

Significance of similarities or differences. (How did I decide whether something was significant?)

Conclusion. (Draw the reader’s attention to the main points.)

© Stella Cottrall 2013} The Study Skilis Handboeok, 4th edition, Palgrave Macmilan Developing academic writing



Chapter 12

Using personal experience

AR 30k W e

It is often useful to call upon personal
experience in order to make your
learning concrete. Reflection on what
happened to you, or how you dealt with
a similar situation, can help your thinking
- even if you don’t make a direct
reference to it in your writing.

Find out whether your course expects
you to write about personal experience.
Some subjects expect you to do sq,
whereas in others it will be inappropriate,

Writing from experience

Use your personal experience as a starting point,
Consider what lessons can be drawn from your
experience, then start your research. Personal
experience should not be your main evidence -
unless your tutors specifically ask for this.

» If you include personal experience in your
writing, consider how typical it is. Has any
research been done. Do you know of relevant
reports or articles which show that your
experience is true more generally?

® Compare your experience with other people’s. If
theirs is different, why is that?

® Keep your description short. Aveid long lists and
detailed accounts of events.

® Be careful what you say about anyone you
mention (by name, or if it is obvious to whom
you are referring). Check that they de not mind
being included — especially if they are known to
those who will read your essay.

Analyse your experience
® How is it relevant to your course?
® How does it link to theories you have studied?

# How does your experience support or contradict
the views of a writer or theorist you are covering
an the course?

o Can any lessons be drawn from it?
® Can generalisations be drawn from it?

» What evidence is there to show that your
experiences are typical or unusual?

Ly¥4 Developing academic writing

as | had beenliving in the
same address for two
years it was time for a
c¢hange. So,in 1987 |
moved down to Essex.
Hived in Barr Road, but
| spon moved to Small

Street. ...

g\;nd then [thought thaﬁ

Example

Suppose you wrote about your own
experience, saying:

Working this way, | found that | was less
stressed and my work improved.

You could generalise this provisionally:

It would appear that the absence of stress
can produce more effective results.

You would then need to ask questions such
as:

# How valid is this generalisation?

® Do other people feel the same way as you?

& Are there circumstances where stress can
produce better work?

Personal writing and academic writing

There are sorme general differences between
personal writing and academic writing.

Fersonal writing Academic writing

emotional

logical

can be intuitive uses reasoning

active voice: ‘i find
that...”

passive voice: ‘It was
found that .../

anecdotal

uses evidence

data from one person

subjective

wider database

objective

tangents may be

important

keeps to a logical
sequence




What gets good marks?

To get goed marks, you do not

necessarily have to work longer hours.

You do need to:

& identify the task or problern correctly

# discover the underlying issues

¢ find out exactly what is expected of
you.

Although all subject areas have their

own assessment criteria, the following

general requirements provide a

good guideline as to how marks are

allocated.

- Level descriptors
- Find out whether your university
. or your college provides details of
- the characteristics of each level of
- study. These may be cutlined in
- your course handboaok or on the
- department website. If so, make ;
sure that you understand what these
mean, as them teil you what tutors
expect of students in your level or in
your year.
¢ What do the level descriptors for
your year mean for your current
¢ assignment?
. ® What is expected at the next level
. up - are you working towards
that level yet?

Use the clues
provided

. Marking criteria

- @ if your college provides marking
criteria, check these before you
start your assignment, and use
them as you work on it.

. ® Go through drafts of your

- assignments, checking them
against the marking criteria.

LA T e G e e

Lowest marks
The lowest marks are awarded for work which:

@ has weak structure

# shows little research, thought or reflection

® is mostly descriptive, with Iittle analysis, synthesis or
argument

¢ considers only cne point of view,

Tutors’ comments may resemble these:

‘You have just written out my lecture notes and
paraphrased a few lines out of books, without
considering why this is such an impaortant issue.”

‘The student seems to have written out everything
he knows about the subject, in any order, with lots of
mistakes, and has not answered the question he was
asked.’

Better marks
Better marks are awarded for work which:

® meets the set criteria and follows appropriate
conventions

¢ shows understanding of the key fssues

# is focused on answering the question

# is well structured and organised

# demonstrates good background reading

# develops a strong argument and presents a clear
position on the issue

® uses evidence and examples to support arguments,
points and conclusions

® indicates the relationship between issues or concepts
within the subject area

® reveals some thought and reflection

® is succinct, well-expressed, properly referenced and
error-free.

Highest marks

Highest marks are awarded for work which is strong in all
the features required for ‘better marks” and, in addition:

# engages actively with subject-related debates in a
thought-provoking way

# demonstrates a deeper and more subtle understanding
of the significance of the issues and evidence, drawing
out complexities or nuances

® synthesises material well.
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Using feedback from tutors

"What if | get bad marks for my work ...?” 4 Compare this with lists you completed for any
previous work. Which comments appear more
than once?

5 Number the items in arder of priority (with 1"
for the most urgent matter to work on), or use
the Priority organiser (page 135).

Although ‘marks’ such as 'B" or "64%’ can be an
indicator of how well you are doing, the comments
you receive are more important, You may feel
discouraged and feel inclined to throw your work
in the bin if it is returned covered with your tutor’s

handwriting, but do read the comments - they are

likely to be your passport to better marks. Action plan

Major issues Minor errors

2 paragraphing ®5pelling authors’ names
3 referencing 3 commas
structure 2 ‘-ed’ endings for past tense

This is gobbledegook!

It can be distressing if lulors seem insensitive

in their comments, Sometimes Lhis is due to

bad tutoring on their part, bul try not to be
oversensitive to their remarks. IL is best not 1o take
any harsh comments personally. Focus instead on
the issues behind the words.

Making improvements

1 Select one, two or three priority issues from
each list to work on in your next piece of work.
Set yourself realistic targets.

i . , 2 Consider how you will deal with each item on
It is also quite usualh to have strong feelings about your list. Don’t panic! Think constructively.
your marks — especially if the amount of effort you )
put in does not seem to be reflected in the mark. 3 Make sure you understand why you received
You may feel angry or disappeinted, or want to that feedback.
give up altogether. 4 Re-read any relevant sections in this guide.
Don't give up. Wait a day or two, then start an 5 If there are comments or marks you do not
action plan. understand, ask your tutor.

6 |f you do not know how Lo improve your
Action plan for using tutor feedback ‘priority areas’, ask your tutor for advice.
7 Find out what gets good marks - askl
Read through your work and the tutor’s )
comments. Be constructive. Keep asking yourself, 8 Ask your tulor for examples of the kind of work
*How can this help me to improve my work?’ she or he would fike you to produce.
1 After each comment, check whether you
understand what it was that made the tutor Reflection: Using advice and
write it. Highlight any comments that you feel feedback
are useful to you for your next piece of work. .
2 Create a table or divide a page into sections to ® How well do you use your tutors’ feedback?
show:‘ . . ® Apart from comments on your work, is any
- Major issues: areas .whlch lose a !ot of marks, feedback provided to the whole class or on
such as not answering the question, lack of the department website?

evidence, poor argument, weak structure
- minor errors: spelling, punctuation,
grammar.
3 Go through your tutors’ comments, listing _ :
them under ‘Major issues’ or "Minor errors’. ' —

- ® How could you make betler use of the Lotality |
of advice and feedback provided by tutors
and other students?
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What is an essay like?

Essay 1

Below is a sample first- i
oelow | words? year essay for an assignment

1 Read Ehrough it. Essays should be addressed
to anh intelligent reader’ who does not know
much about the subject, so it
much . ) should n
if this is not your area. L matter
2 Once you know what the essay is about, put
yourself in the role of a tutor marking it. This

will give you a better sen
se of wha
are looking for. pyouriuters

The question set

e A ST M T S e o
ST P A ST

e R

3 Even though you may not know the subject,
you can still evaluate it according to the crit:eria
;e(:)t;ut on the Editing your draft checklist {page
323) or the What gets good marks? list {page

). Ad‘d your comments down the side of the
f:ssay Or in your journal,

ompare your own comments wit
Cae 357 ith those on
5 I-!as reading these comments changed your
view about how you marked the essay?

aw »‘?GS BOW;‘by {S IIG eerr Fre ”Fe nGings f fer reseai 7 H ,",' f T
ories

about gttachment affected ideas about child care?

The essay

Parag 1
was that an infant's ability to form

different kinds of separation. This essay

which suggest that short spells

attachment nor on the child’s devetopment. The impact
care will be explored throughout the essay

towards day
the conclusion.

parag 2 Bowiby's Attachment Theory originally claimed that if bonding was to occur
there must be continuous loving care from the same

between a child and its carer,

carer — the mother of ‘permanent mother substitute’. Without this,
of bonding were lost forevet, and the child was likely to become delinquent. QOriginally

Attachment theory originated in the work of Bowlby (1 907-90). The theory
emotional attachments to its mother was essential

to its survival and later development. This raises important questions about what
circumstances could affect the mother—child bond, and the effects on the child of

looks in particular at Bowlby's work on maternal
deprivation, and at how early research and the iater work of Mary Ainsworth seem 10

support Bowlby’s Attachment Theory. It alse looks
of separation may not have negative effects upen

Page 1

at jater challenges to that evidence,

of these theories on attitudes
and brought together towards

he argued, chances

this was formulated as a theory of ‘maternal deprivation’. Later Bowlby focused more
| specifically on the first year of life, which he called the “critical period’. During this
time, he believed, the child organises its behaviours to balance two complementary

predispositions. These predispositions are firstly ‘proximity-promoting behaviours’, which
and secondiy ‘exploration’, away from the mother.
Bowlby argued that the infant develops ‘internal working models’ of its relationship with
the mother which become the basis of later relationships. He argued that the mother

these behaviours to develop,

establish the mother as a secure base,

should be at home with the child for
harmful.

and that day care was

Developing academic writing JEFE
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Page 2

parag 3 Bowlby's ideas were popular with governments at the time, as there was a
shortage of jobs for men returning from the Second World War: day care during the war
had enabled many women 10 work outside the home. There was also other evidence
which appeared to support Bowlby. Goldfarb (1947) compared children who had
experienced continuous foster care from nine months onwards with those reared in
institutions. He found that the foster children were less likely to suffer intellectual, social
and emotional difficulties. simiarly, children who stayed in hospital showed distress and
little affection to parents when reunited with them (Robertson 1967-73). Bowlby's own
research into adolescent delinguency indicated childhood maternal deprivation as a
recurring factor.

parag 4 Much of this research evidence has since been revised. Bowlby's adolescent
research was based on evacuees in the post-war years, a time of unusual trauma and
disruption. With respect to Goldfarb’s research, the Tizards (1970s) found that although
children's homes could have a negative effect on development, this could be because
of unstimulating environments and the high tumover of carers. Some four-year-olds

in children’s homes had more than fifty carers. Simitarly, the hospital conditions of
Robertson’s research were stark environments where parents were discouraged from
visiting and the children were very il This is a different situation to pleasant nurseries
with healthy children who go home to their parents each evening.

the resylts o
. s differe
Nteractions pet ntly (Super.H

by those who ar:zen children
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parag 6 One of the difficulties in evaluating research based upon Bowlby's theories has

been in finding valid comparisons. Most research tends to be based on USA mothers
| and families under economic and social stress, who are not representative of all mothers
(Burman 1994}. One useful comparison group for day-care children would be childreo
whose temperaments prevented their mothers from going to work, and mothers who then
became depressed. It has been found that mothers at home with two children under five
are more likely to become depressed. Depressi
delinquency in children. Research has found th
mothers were more likely to have behaviour problems than children of mothers without
depression. This suggests that day care might pbenefit both mother and child.

parag 7 Bowlby's original Attachment Theory has been modified; there is now less

emphasis on the ¢critical period’, on the irreversibility of early weak bonding, and on the

necessity of exclusive, continuous maternal care. Separation and reunion behaviours are still

| regarded as useful indicators of later difficulties, although it is now recognised that many
other factors such as marital discord have to be taken into consideration. In general, there
has been greater recognition that it is the quality of care, rather than the quantity, that is
important. Subsequent modifications in the theory have accompanied changes in child-
care, hospital and nursery environments. Although there is still poputar befief in maternal
deprivation, many professionals now agree that day care can be of some benefit, if both
home and day-care environments are of good quality.
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Comments

® the style is very clear and precise, few words are
wasted and it meets the word requirements

® there is evidence of broad reading and
consideration of research into different
perspectives

# the clear line of reasoning - on the whole, the
essay follows the introduction, and evider:.ce s
.us_ed well to support the arguments made

# it is well structured: ideas are well ordered and
generally wel! paragraphed

® the research evidence has been evaluated in
terms of its strengths and weaknesses

* the writer’s point of view (the general
dlziagreement with Bowlby) is clear, and
evidence is used to support this. ,

The essay could be im
- proved, however, to
higher mark. For example: togeta

* Fufﬁ_ﬂmg undertakings made in the introduction In
the introduction, the writer says she will brin
together ideas on day care at the end of the ’
essay, but she has not done so.

& Balance The area of day care has been rather

neglected in comparison wi i
ith her discussi
the theories. ussion of
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® The author’s position  An indication of the

author’s position and/or conclusions could come
across more clearly in the intreduction. This
would have helped the writer to identify that the
day-care issue was weaker, and would have been
a st‘ronger opening than stating that all wouid
be _brought together at the end". It is best to
avoid an “all will be revealed” approach

& Answering the question Because the wr.iter has
neglected the day-care side, she has not really

Essay 2

answered the second part of the question in full
and therefore could not gain marks for this

® Referenices in the text Although the essay is.well
referenced overall, paragraph 6 makes several

staternents without sayi
ying where the evi
comes from. eidence

® References at the end The references given in
the text are written out well, but only a few

of them have been given fully at the end. All
references must be written out in full.

N .
ow compare Essay 1 with a second essay on the same subject

How has Bowlby’s Attachment Theory been modified by the findings of later research? How have
theories about attachment affected ideas about child care?

ories about children, some more useful than
all knowledge about children, so none should

The world of psychology contains many the
others, although all add something to our over

be dismissed as unhelpful. One such theory is that of ‘attachment’, which was the idea of a

psychologist called Bowlby. What are the main elements of Bowlby’s theory? well, first there
5 is his early work about attachment. Second, there are his adaptations of his theory into his
later ideas about maternal deprivation. There was a tot of research to support Bowlby at the
time, and his ideas were Very useful to society so it is not surprising that he had a big
foliowing in his day. Later, some of his ideas were discredited but some of his ideas were
picked up by Mary Ainsworth. She developed something called the 'Strange situation’ which
10 has been used by many people interested in the weifare of children.

Bowlby actuatly believed that it was a tragedy for the child if the mother was not with him
throughout his early childhood. He was very opposed to the idea of mothers going out to
work. During the war, a lot of mothers had left their children in special nurseries set up by
the Government. These nurseries enabled women to work in factories making armaments

15 or to go out to grow food and any other jobs formerly filled by men. Many women enjoyed
this new-found freedom and learning new skilis iike building bridges, driving buses and being

mothering had led these children

20 problems. tater Bowlby argued that it might

radar operators. powlby argued that the women's gains were at the expense of the child. He
used examples of children that had been abandoned in the war to show that a lack of good
into delinquency and other serious
be acceptable for the mother to be absent if

life-fong

there was a suitable kind of carer who was always present so that the child got continuity. He
felt that it was from this carer or the mother that the baby was able to learn how to form any
relationships. 50 basically, if the baby did not have its mother, it did not have a sense of how
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to form gz relationship, so then it was not able to have
relationship which made relationships in general always difficuit. He was actually influenced
by the ideas of Loren; who found that ducklings who lacked their mother at a critical age
adopted other objects such as toys to be their mother instead, Bowlby said that hurman
babies also had a critical period for bonding with their mothers actually up to nine months
old. Harlow found that monkeys were alsq disturbed and when they grew up were not able
to look after their babies.

are were more likely to grow up delinquent. But is this really the case? Not every
psychologist thinks so and it Is important to consider other views. What about the role that
fathers play? Many would think it entirely unreasonable to dismiss the contribution that they
make to a child’s upbringing and it js $exI5t to blame mothers only when things go wrong,

end up developing mental iinesses like depression, where they fee very low and may even
be suicidal. Drug treatments ang counselling can help women recover and depression is a
very treatable condition. It js surely better for a child to be in good day care, rather than
staying at horne with 3 mother who s depressed?

30, there are some SIrONg arguments for and against attachment theory. Bowlby makes
some very interesting points about the importance of mothers and the need children have
for good care. His research does seem to indicate that poor care leads to children becoming
delinquents. On the other hand, there are times when mothers would do better for their
children by being out of the home so you cannot assume that it is always best for the child
to be with its mother. Looking at society today, we are seeing more and more children with
problems. The rise of delinquency in children today requires greater consideration by
researchers to work out what the causes are,
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Marking Essay 2
Using the checklists on either page 303 or 323:

1 Underline sections which you think could be
improved.

2 Write comments in the margin as if you were a
tutor giving the student advice.

3 Are you able to identify why Essay 1 would
receive a higher mark than Essay 27

When you have finished, compare your comments
with those below.

Feedback on the exercise

Introdluction  This lacks focus. The first sentence, in
particular, is too general and adds nothing to the
es5ay.

Length and conciseniess  This essay is 862 words
long, which is rather shert. It should be 950-1050
words for a 1000-word essay (Essay 1 is 954
words long). Overall, too many words are used to
say too little. This means that the writer will not
cover as much relevant information in the essay as
someone who writes in a more concise style, and
will therefore lose marks. (See especially lines 3-4,
22-5 and 45-8.)

Line of argument 1t is not clear from the
introduction what the writer's Iine of reasening or
main argument will be. This is also the case in the
canclusion, which does not identify a clear point
of view,

Addressing the guestion The first half of the essay
does not address how Bowlby's theories were
modified by research findings. The second half

Developing academic writing

does not consider the impact of attachment theory
on day care.

Structure  The early comments about the
usefulness of Bowlby's ideas could be omitted as
the essay looks at this later (lines 6-8).

Detail The writer goes into too much unnecessary
detail at various points of the essay, for example
about women’s work during the war and about
treatment for depression. Neither is strictly relevant
to this essay, and such details waste valuable
words.

Paragraphing Paragraph 2 is far too long, and its
central peint is not clear.

Referencing No dates are given for the references
cited, for example for the work of Lorenz (line 26},
Harlow (line 29) or Bretherton (line 34). Few of
the references cited within the text are listed at the
end of the essay. The two texts listed at the end
are not referenced correctly.

Precision Some of the research evidence cited is
rather vague. Essay 1 makes it clear that there were
two stages to Bowlby's research, but this is not
clear in Essay 2.

Vocabulary Words such as ‘actually” and ‘basically’
are not generally used in this colloquial way in
academic¢ writing (lines11, 23, 25, 28 and 42).
Clarity Some sections (such as lines 29-30 and
32-4) could be written more clearly.



Critical comparison of two essays

i}

Two further ess i i
Two furt! drafi zylérs,t:iie .[;Lc;::ed::al:;?lovz: t:';\e flrsthessay is a final draft, and the secend could be considered
) you to see how you can work
an earier draf oWy ork up early drafts t
anower - an steniiec\:l.‘llt:ssgzrlirhaware;ess of the difference between strongyer and vx?e::e\rfg;a?(;t;ﬂtnhger h
_ , ¥ou do not need a sci b . naly

inese are on ster seal . ence background to be able to

g road criteria provided on page 323 What gets good marks, The wordcri’:"?ils?srﬁ 28?) ana]zse

. words.

A y - p

these with the comments provided on page 334.

Essay 3

The ethical implications of stem celf research
outweigh the benefits - discuss.

parag 1 Corrigan et al. (2006) describe
stem cell research as ‘something of a political,
ethical, social and legal minefield’. In this essay
1 shali explore this ‘minefield’, examining key
arguments for and against stem cell research
from the perspective of both the perceived

| penefits and the ethics of such research. !
shall argue that whilst the potential benefits,
as opposed to the actual benefits, of stem
cell research are great enough to justify its
continuance, great care must be taken to address
more subtle social ethical implications such as
access to stem cell therapies and unrealistic
expectations of what stem cell research can
achieve.

parag 2 Stern cells are cells from mammalian
organisms which have the potential to replace
themselves and to develop into specialised

I cell types. Stem celis are found in mammalian
embryos around 5-7 days after the egg has
been fertilised, These cells are ‘pluripotent’ —
they have the ability to become any type of cell
in the organism. This allows them to repair or
replace absent or damaged tissues, potentially
opening up new avenues for medical treatment,
Less versatile stem cells can also be found in
the blood of the umbilical cord and in the adult
arganism, where they support the development
and renewal only of specific tissues such as in the

nervous syster.

|
| Parag 3 Contrasting “athical considerations’

to ‘benefits’ seems to suggest that there are

not ethical imperatives for undertaking stem
cell research. Stem cells are the only cells that
we know of to date with adaptive capacity of
this magnitude. This gives them enormous

potential for improving health and well-being, for

humans and also for animals. Research on stem
celis enables scientists to study how organisms
develop or respond to conditions such as iliness
or different medications. In turn, this can lead
to stem cell therapy, where stem cells are used
to repair the damage caused by injuries such as
spinal cord injury or illnesses such as Parkinson’s
Disease. Stem cell therapy can also be used for
therapeutic cloning, where genetic material is
used to stop transplanted tissues being rejected
by the recipient.

Parag 4 \Leventhal etal. (201 2) argue strongly
for the benefits of stem ceil research. There
have, indeed, been a number of studies which
have demonstrated successful use of stem cell
therapies. Bang et al. (2005) found that stroke
patients given stem celi transplants made better
recavery and progress over a twelve month
period than those in the control group, who
received conventional treatments. vidaltamayo
et al, (2010) reviewed studies of the use of stem
cells in the treatment of parkinson's Disease and
concluded that there was encouraging evidence
to suggest that some patients could recover
motor abilities after stem cell transplants. In
addition, results sometimes occurred even two
to three years after surgery. Tutter et al. (2006),
reviewing the wide range of potential uses of

stemn cells, referred to them as ' great hope for a

new era of medicine’.

_—
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Parag 5 Given these potential benefits, the
question arises of why anybody would object to
stem cell research. One key ethical concern is
whether any benefit, actual or potential, could
outweigh damage to hurman life. One argument
is that stem cell research relies on cells taken
from human embryos and that is always wrong.
Ethical concerns from this perspective range
from the ‘right to life” of cells considered to be
embryos, to the risk of wastage of human cells
when such cell groups, or embryos, aré created
but not used. Some authors, such as Doerflinger
(1999), for example, believe that at the moment
of fertilisation a new human life is created with
the same moral rights as an adult human.
Consequently, it would be wrong to destroy

or make use of 2 human embryo of any age.
Mclaren (2007) refers to these as ‘personal and
research ethics’.

parag 6 Conversely, evidence presented to

the UK House of Lords Science and Technology
Select Committee in 2002 suggested that many
people believe that human life and personhood
are not created at the point of conception when,
in effect, there is just a mass of undifferentiated
cells. In 1985 the term ‘pre-embryo’ was
introduced to refer to groups of cells less than 14
days old. Fourteen days is the threshald where
the first cell specialisation can be seen such that
it becomes reasonable to refer to an *embryo’
forming; this could be regarded as the start of
‘human life’ and personhood. Research on pre-
embryos, that is, cell groups of less than 14 days
old, has generally attracted fess controversy.
Using pre-embryos would largely overcome this
particular ethical consideration.

Parag 7 Whilst there is encouraging research
which indicates the potential for the use of stem
cells, the amount of evidence about the efficacy
of stem cell therapy, gathered through high
quality clinical trials, 1s limited to date, The hope
that stem cells could be used to 'cure’ conditions
which were previously thought of as incurable
has attracted a greaf amount of attention

tromm scientists, the media and the general
population. However, small scale findings have
been heralded by the media as ‘breakthroughs’
in treatment, resulting in what Dresser {2Q01)

refers to as ‘therapeutic misconceptions’. This
can result in a general belief that the benefits of
stemn cell therapy are greater than has actually
peen demonstrated. In practice, this has already
led to what Cohen and Cohen (2010} refer

to as ‘International Stem Celt Tourism' where
individuals with specific conditions travel to
countries where stem cell therapies are readily
available in the belief that therapies bra nded as
‘innovative treatments’ can cure them. Cohen
and Cohen suggest that international regulation
is needed to distinguish between clinically
proven treatments and innovative treatments
and therapies to offer protection to people who
might be tempted to seek stem cell therapies.

Parag 8 Therapeutic misconceptions can also
lead to the creation of ‘false hope” for those
taking part in clinical trials. Corrigan et al.
(2006) discuss the difficuties in designing high
quality clinical trials where a 'double blind’
study of the fmpact of stem cells on neurological
conditions could result in those in the contral
group undergoing procedures such as having
holes drilled into their heads to mimic real
treatment. They suggest that where there are
no other recognised treatrments for conditions,
experimental stern cell therapies might be
considered. However, it would be feasible to
focus experimental treatments on terminal
conditions such as end-stage Parkinson’s Disease
or Alzheimer's, mostly experienced by those in
|ater life, who might be considered to have "less
tolose’.

Parag 9  If and when stem cell therapies are
demonstrated to be clinically effective there will
be further ethical considerations regarding access
to treatments, Stem cell therapies are currently
expensive and likely to remain so for many years.
However, demand for them is already high and
likely to rise if their efficacy is more effectively
demonstrated. For state-funded health care
systems like the UK National Health Service,
giving access to stem cell therapies for all those
i need will have major financial implications.
However, failure to fund treatments would result
in them only being available to those wealthy
enough 1o afford them.
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. Parag 10 Although there is a wide range of
ethical implications to take on board when
considering stem cell research and therapies
there is evidence to suggest that actions can be
taken to mitigate against some of these, Overall,
a balance needs to be found between managing
expectations of treatment and encouraging
more high quality research to enable treatments
to be developed more quickly and deterring
people from seeking treatments that have not

I yet been proven to be effective. This could be
achieved, in part, through legislation, such as in
the UK, where the world’s first “stem cell bank’
was established in 2004 to regulate and provide
stem cells for use in clinical research. Only cells
which have been ‘deposited” in the bank can be
used in clinical research. Wilson (2009) indicated
that the International Society for Stem Cell
Research, formed in 2002, can play a significant
role in managing the hype around stem cef)

| therapy through issuing guidelines for research

and development. Even controversial areas such

as stem cell tourisrn may have ethical benefits,

Lindvall and Hyyn (2009} suggest that termi nalty

ill patients might benefit from being able to

travel to undertake ‘innovative’ treatments

which have not yet been approved in their awn
country,

Parag 11 This essay has examined some of

the key ethical issues relevant to the use of
| human stem cells in research. in considering the
benefits of stem cel) therapy, it indicates that the
evidence for clinical efficacy is still rather limited,
Moreover, the hope that stem cells will lead
Lo cures for serious illness and injury has led to
unrealistic reporting of achievernents, which in
turn has led some people to seek experimental
treatments with littfe evidence that they wiil be
successful. There is agreement between many
key figures that stem cell therapy holds great
potential to benefit human well-being. When this
Ppotential is aligned with good regulation that
supports high quality clinical research and heips
to manage expectations, then the benefits of
stem cell research could be said to outweigh the
negative ethical implications,
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Comments for essay 3
Strengths

Overaff  This is a good essay. It is succinct, using
the word limit to full advantage. It flows well, uses
Janguage clearly and accurately, and has been
closely proof-read to remove errors.

introduction 1t has a strong introduction. Though
brief, it signals a great deal to the reader, including
that the essay is likely to be well-written and
closely argued. The reader knows in broad terms
what the content and argument of the essay will
be without this being laboured. The author’s

own position comes across clearly, and the reader
knows from the outset that the writer’s position

is more subtie than simply taking one side or the
other. The opening sentence draws the reader in
by reference to a potential ‘minefield’, creating

a strong image and suggesting that interesting
issues will be examined, albeit in the context of the
set title.

The second and third paragraphs provide
explanations of technical terms, and background
to the issues. This is useful as a ‘general reader’
might not be clear what stem cells are and why
they are so significant for research, This is dene
briefly, without excessive background description.

Use of sources and evidence  The essay
demonstrates a good grasp of the issues, and
engages well with debates. This is based on
evidence drawn from authoritative sources. The
writer uses sources well, referring to them briefly
as evidence to support the points being made,
but without becoming weighed down in lengthy
descriptions of what they are about.

References and citations  Sources are cited
correctly throughout the essay and referenced
comprehensively and correctly at the end.

Critical analysis, argument and synthesis  There
is excellent use of critical analysis. The writer
evaluates different perspectives in an objective
way, indicating how experts with different views
arrived logically at their own conclusions, but

Developing academic writing

without being drawn inlo agreement with all of
them. [n particular, the writer argues that the

title, itself, is contentious, and drawing a polential
false dichotomy belween ethics and benefits. This
makes it easier for the writer 1o synthesise material
from different sides of Lhe debatle to create his or
her own position on the issue. [l also indicates that
they are not likely to take any statement on face
value - even if in an essay title. The essay develops
the argument that it is unreaiistic expectations of
stem cell therapy that are problematic, rather than
the research itself.

Structure  The essay is well organised and
structured. Paragraphs follow each other logically,
each focusing on a particular perspective. This
helps to develop the argument towards its
conclusions. For example:

¢ Paragraph 4 clarifies the arguments in support of
stem cell research.

® Paragraph 5 introduces an oppesing argument.

e Paragraph 6 refutes the arguments given in
paragraph 5.

& Parag 10, having considered counterarguments,
provides a strong focus for the author’s
argurnent that negative ethical implications of
stern cell research can be mitigated.

Conclusion In the conclusion, the author
summarises the arguments. The author’s own
position is reaffirmed in the closing sentence,
which ensures that it cannot be missed by the
reader.

Introducing Essay 4

Essay 3 did not arrive at this point through a
single draft. “Essay 4', below, is an earlier draft for
cormparison. Using the What gets good marks sheet
(page 323), draw out what you consider to be
errors and weaknesses of the essay at this stage.
Assume that the writer has undertaken the same
background research and reading as for essay 3.
Campare your points with those made on page
337 - or by referring back to the previous essay:
The ethical implications of stem cell research
outweigh the benefits — discuss.



Essay 4

narag 1 Stem cell research is an emotional issue,
which leaves audiences divided. Is it something that
might save countless human beings or an immora)
activity, responsible for the deaths of thousands of
babies? There are strong arguments on both sides,
as this essay will show.

Parag 2 Stem cells are pluripotent cells. They have
the potential to replace themselves and to deveiop
into specialised cell types. Stem cells can be found
in mammalian emibryos around 5-7 days after the
eqg has been fertilised. Stem cefts can also be found
in the blood of the umbilical cord and in the adult

| organism, where they support the development and
renewal of specific tissues such as in the nervous
system. Tutter et al. refer to stem cells as ‘2 great
hope for a new era of medicine’.

parag 3 Much of the contention surrounding stem
cells comes from the fact that the cells have to be
taken from human embryos, which causes great
distress to many refigious people. They believe

that human life begins at the minute when sperm
meets egg. Therefore, even if stem cell research uses
embryos young enough not to look like babies, they
pelieve that a life is being taken. Doerflinger (1999}
pelieve that at the moment of fertilization a new
fhurnan life is created with the same morail rights as
an adult human. There is also the issue that some of
| the stem cells cultivated for use in research rnight
not be used and could go to waste. Consequently, it
is wrong to destroy or make use of a hurnan embryo
of any age. Evidence presented to the UK House of
Lords Science and Technology Select Committee

in 2002 suggested that many people viewed life
and personhood as developing over the course of
gestation from conception to birth. In 1985 the term
‘pre-embryo’ was introduced to refer to embryos less
than 14 days old - a threshold where the first cell
specialization can be seen. Research on pre-embryos
has generally attracted less controversy but is not
accepted by everyone.

Parag 4 Up until now, there have been some
studies which have suggested that using stem
cells might have a thera peutic benefit. . Bang et
al. (2005) found that when stroke patients were
given stem cell transplants they tended to make
more progress over a twelve month period..
Vidaltymayo et al. (2010} reviewed studies

of the use of stemn cells in the treatment of
parkison’s Disease. They state that there is some

encouraging evidence to suggest that some
patients are better able to move after stem cell
transplants. However, results did not always
become clear quickly and in some Cases took up
to | two to three years after surgery to appear.
This raises the question of whether the effects
were actually to do with the stem cell treatment
at all or might be down to other factors.

Parag 5 Stem celis have arange of potential

uses. Research on stern cells allows for the study of
how organisms develop or respond to conditions
such as illness or different medications. Stem cell
therapy involves the use of stermn cells to repair the
damage caused by injuries such as spinal cord injury
o illnesses such as Parkinson's disease. It can also
involve altering a cell’s genetic material to stop
transplanted tissues being rejected by the recipient.
This is known as ‘therapeutic cloning’.

Parag 6 Aithough there is some quite encouraging
research about the benefits of stem cells, there have
not yet been enough clinical trials to prove that stem
cell therapy is beneficial. This has proved to be quite
problernatic. Every time that a trial is conducted

and hints at a penefit for using stem cells it is blown
out of all proportion by the media. A study rmight
only show that a person getting stem cell treatment
makes slightly better progress than a person getting
other treatments but often this is reported in the
media as if a cure has been found for the disease.
This is clearly unheipiul as it makes people with
incurable diseases believe that they could get better
if they only had access to stem cell treatments.
Cohen and Cohen (2010) warn us that there are
already a number of stem cell tourists who travel

to different countries in the hope of getting access
to stem cell treatrnents. The Cohen’s say that there
should be laws in place to stop this from happening.
The media should aiso be banned from reporting on
stemn cell research unless a cure for a fatal disease has
actually been found.

parag 7 Therapeutic misconceptions lead to the
creation of ‘false hope, for those taking part in
clinical trials. As Corrigan et al. (2006) point out, it
can be very difficult to design clinical trials where
the effect of stem cell treatment is compared to
patients who have required no treatment at all. For
example, if the trial was jooking at treatments for

a neurological condition and required holes being
drilled into the skull a person in the control group

t
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would have to go through this procedure without
getting any treatment and would not know if they
were in the treatment group or not. This would not
generally be acceptable. However, it is passible that
patients with incurable, terminal conditions such as
end-stage Alzheimer’s disease might be willing to
volunteer for such trials as they might feel that they
have nothing less to lose. Although this might offer
a solution, it should be born in mind that patients
with late-stage neurological conditions might not
be considered in the best possible position to offer
informed consent to take part in these trials.

Parag 8 If and when stem cell therapies are shown
to have clinical benefits to patients there will be

a further range of ethical issues which must be
considered. As noted previously, demand for these
treatments will be high and it will be vital to ensure
that access is carefully controfied. For countries

with publically-funded heaith care, the cost of

stem cell therapies will be particular issue and it

will be important to ensure that therapies are truly
effective before public funds are committed to them.
However, at the same time, f funding is not allocated
to these treatments it is likely that they would only
be available to those who have the money 1o buy
them privately. This will result in a situation where
the rich can afford treatment and the poor are left to
die. As can be seen, there is a wide range of ethical
implications to take on hoard when considering stem
cell research and therapies. If therapies are to be
used effectively, expectations of their success need to
be carefully managed. This will involve a mixture of
more high quality trials and better control over media
reporting of trials.

parag 9 Even with this, care will need to be taken
to ensure that people ¢cannot access treatments
with limited or unproven benefits and that maoney
is not the main factor in deciding who daes or does
not get treatment. This could be achieved through
legislation, such as in the UK, where the world’s first
'stem cell bank’ was established in 2004 to requlate
and provide stem cells for use in clinical research.
Only cells which have been ‘deposited’ in the bank
can be used in clinical research and treatments. This
ensures guality control.. If this was repeated around
the world then it is possible that stem cell tourism
might start to be seen as something desirable rather
than as a problem. Lindvall and Hyun {2009) suggest
that terminally ill patients might benefit from being
able to travel to undertake ‘innovative’ treatments,
which have not yet been approved in their own

—

country. After afl, matters of life and death should not
be decided by a postcode Iotlery.

parag 1¢  tn this essay, | have shown that the
subject of stem cell research and treatment is an
‘othical minefield’. There are ways of making this

fess dangerous but it would appear that the field
cannot entirely be cleared of mines. Furthermore, the
rote of faith in the lives of human beings cannot be
underestimated. Even though, according to Tearfund
(2007} in the UK, only x% of people go 10 church on
a regular basis, over y% of the population identifies
as being a Christian. This suggests that there will

be a high percentage of the population for whom
stem cell research is never going to be acceptable,
whatever checks and balances are put in place.
However, stem cell therapies still show great potential
to improve the lives of humans and this should not
be ignored. If actions can be taken to address some
of the ethical concerns raised in this essay then stem
cell therapies could yet prove to be the great hope
for a new era of medicine” (Tutter 2006 p.).
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Comments for essay 4

Overall  This draft is less economical in its use of
language, and sometimes repeats points or goes
into too much explanatory detail. For example, the
author cites Doerflinger but this material is poorly
used as it simply repeats the preceding statement
about life beginning at the moment of fertilisation.
Such wordiness means the author then has fewer
words to allocate to providing breadth and depth
or addressing more subtle issues. The essay could
be better organised in parts, and many minor
errors remain so it requires further proof-reading.

Introduction This is overly brief, makes no direct
reference to the title, and does not give the
reader a sense of the author’s position nor what
the content or line of reasoning will be. The
questioning style used is best avoided, not least as
this creates confusion about what the ‘two sides’
are that the writer says the essay address: this
might be either ‘benefits versus ethics’ or “saving
countless lives versus an immoral act’,

The essay lacks clear definitions and background
explanations. In paragraph 2, the term
‘pluripotent” is used - this is a technical term
that the general reader might not know. Without
a definition, the usefulness of stem cells, and
therefore their benefits, is less clear.

Critical analysis  Rather than maintaining an
objective position, the author uses emotive
comments such as ‘deaths of thousands of babies’.
In paragraph 6, the author does not come across
as dispassionate about the role of the media. The
essay is further weakened by this leading to an
unhelpful diversion from the topic with the writer
advocating press censorship. In paragraph 7, the
argument is conveyed through wordy and emotive
detail on drilling through skulls rather than use of
evidence.

Argument The author presents a weak line of
argument. By presenting the negative ethical
considerations first (parag 3}, it is less clear why
anyone would want to use stem cells. From the use
made of emotive examples, the author’s pasition
appears to be against the use of stem cell research
on ethical grounds. However, the final sentences

of the essay suggest that stem cell research could
be useful. This is confusing. it is also unclear what
evidence is being used to support such a position.

Although paragraph 9 had considered ways of
reducing negative ethical implications, it was
not made clear how that material influenced the
writer's argument.

Use of sotirces and evidence  Given that we know
the writer has undertaken the same background
research, this is not fully utilised. Not all items

are referred to either in the text or in the list of
references. Same, such as Tutter’s study (parag

2), are not comrectly referenced. Evidence and
language are used with less precision in essay 4
than essay 3. In paragraph 2, little evidence is
given for why stem cell use is contentious and

the author uses a number of vague terms such

as ‘'many people’ and ‘they’. In paragraph 4, the
citation of the Bang study does not indicate the
camparison group against which progress was
measured in the experimental group. In paragraph
6, a number of claims are made about the role

of the media in increasing demand for stem cell
therapies but no evidence is given for this, In
paragraph 8, it is stated that demand for treatment
will be high. As this is not yet known, it would be
better 1o use a phrase such as ‘it is likely that ..." or
‘it may be that ..." demand would be high.

Structure  The essay is not well-organised.

The material in paragraph 5 would be better
ptaced towards the beginning as background
information. Here, it interrupts the logical order
of the argument. Paragraph 6 fits most logically
after paragraph 4 as it continues to outline doubts
about the potential benefits of stem cell research,

Conclusion The conclusion is weak. The
argument, mid-paragraph, that ‘stem cells show
great potential’, is rather lost where placed.
Insufficient evidence had been presented earlier in
the essay to suppart this conclusion. New material
is introduced about religious perspectives. Religion
appears to be equated with being Christian.

The author supposes that a high proportion of
Christians would oppose stem cell research: that
is an assumption that might be true but is not

a conclusion that can be drawn from the data
presented. Also, the conclusion states that the
essay has shown that the subject is an ethical
minefield: that may be the case but that is not

the task set by the essay title. Similarly, the final
sentence does not focus the reader back to the
subject of the essay, as specified in the title.
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Editing The essay hasn't been proof-read so there
are many minor errors that need tidying up:

o details of percentages still to be added or else
removed

o consistency in the formatting of the referencing

® compleling the references as several of the
sources cited in the text are not included in the
list of references

o removal of some double full stops (typing errors)
and incorrect use of apostrophe: 'the Cohen’s’
rather than ‘the Cohens’ (parag 6}

# misspellings, such as ‘Parkison’s’ {parag 4).

Review

Academic writing is not the same as writing used
for other purposes. It has its own traditions and
conventions. These have developed over time,
partly as ways of bringing the greatest levels of
accuracy and clarity to written communication,
especially when read by experts in the field. This
chapter looked at some of these conventions, and
how they are applied within a particular kind of
academic assignment, the essay. However, these
also apply within other assignments such as project
reports and dissertations, covered in the next
chapter.

Most academnic writing is influenced by the
scientific model, which values objectivity and
quantitative data. You will need to know which
styles to use in your subject and for which
purposes. For example, each academic subject
varies in how much it values such aspects as use of
qualitative data and/or personal experience, and

awareness of subjectivity when evaluating evidence.

There are four main styles of writing used within
academic writing. Some pieces of work will require
you to use all of these within a single assignment.
Almost all writing involves some elements of
argument, evaluation, and synthesis. Generally,

in academic writing at higher fevels, descriptive
writing needs to be used selectively and in very
particular ways.

Your assignments will be designed to develop,
amongst cther skills, your own competence in
writing in formal, clear, precise ways, using good
evidence and attributing sources in appropriate
ways.

EETN  Developing academic writing

Students are generally keen to know how to gain
better marks for assignments. Good marks are
allocaled for specific reasons — not simply because
you have tried hard, know a lot or are regarded as
clever, It is difficult to gain the highest marks simpiy
for being well-informed in your subject; you also
have to be able to communicate your knowledge
to others, using the expecied conventions. The
chapter provided 4 essays, wilh commentaries, lo
enable you to develop an awareness of the kinds
of essays that are handed in and how these would
be evaluated. Evaluating, or ‘'marking’, essays for
yourself is useful for understanding what it is that
your tuters are looking for.

The strength of an essay is partly related to the
formal characteristics covered in this chapter, and
depends partly on how far it meets the marking
criteria, including accuracy in the use of subject
material. It is important to know how marks are
allocated in your subject. Use your tutor’s feedback
constructively, and don’t be put off by what seems
to be criticism. Tutors want as many students to
succeed as possible — and their comments are
intended to help you improve your marks.

When you complete an essay, go through it
yourself, checking it againsl the brief, the level
descriptors, marking criteria provided by your
tutors (as well as the checklists provided here). This
will help you o develop your own independent
judgement about the quality of your wark — which
may prove invaluable in your working life.



Chapter 13

Research projects, case studies
and dissertations

= ———

This chapter offers you opportunities to:

® understand what is required for completing research-based assignments
® understand the process for undertaking larger-scale assignments such as final year projects, case

studies and dissertations

® recognise the factors to consider when choosing an appropriate topic and title and developing your

research proposal

e consider different research strategies to use for your assignment
» produce the content for each section of your assignment and write this up in the appropriate style.

Almost all courses set tasks which require you to
undertake some kind of research yourself. This
might consist of many smaller projects for which
you write short reports, or larger-scale assignments
such as a final year project, in-depth case study,
long essay or dissertation.

Students often find such assignments daunting,
especially if it is the first time they select a topic
far themselves or their first large-scale assignment.
However, students generally enjoy such tasks
because:

o they find the assignments interesting
® typically, such assignments are set at a point in
the course where you have already had practice
in the underlying academic skills
® the course provides in-depth
training in the more
specialist skills needed.

Arguably, the most chaflenging and important
aspects of such assignments are in:

® understanding what is required in terms of the
brief and the process

® choosing a manageable topic

¢ planning and managing your research or
dissertation as a project.

This chapter looks at:

® what is required of you

# how to approach the task and manage the
process

& and how to write up your assignment.

) VN
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Understanding and defining the task

Chapter 13

Chapter 6 looked at the underiying research skills that you would call
upon for such assignments. It highlighted the importance of starting
out by defining the task as closely as you can.

Defining the task: starter questions

® What is the purpose? — why are such
assignments set at all?

& What is the assignment brief?

& What is the end-point or ‘outputs’?

® What do | know already?

What is the purpose?

An ‘apprenticeship’ in your field

Research is core to academic lile, These kinds of
assignments acquaint you with the techniques for
managing research within your field,

Understanding your discipline

Undertaking a research project helps you to
understand your subject better. It gives you hands-
on experience of working with the raw materials
typical of the discipline. You gain insights into how
knowledge is constructed and advanced within
your field, the difficulties that are encountered,
and the issues that need to be addressed.

To give you choice and independence
Research tasks provide opportunities for you to

investigate topics that are meaningful, relevant or
interesting to you or your workplace.

Varied skills and employability

To accomplish such assignments successfully,

you generally use and develop skills and qualities

relevant to employment:

# project management - the tasks cail for more
advanced organisational skills

# time management, so that different aspects are
completed to deadlines

® self-management - in keeping yourself
meotivated and focused over longer periods.

Research projects, case studies and dissertations

What is the assignment brief?

Your course will provide an assignment brief.
This is your starting place. It details essential
information such as:

® the topic - or the choices open to you

e Lhe Lille, or a selection of titles from which to
choose

¢ the word limit
® the criteria used to grade your work
e useful source materials as start places

# details of any methods, approaches, techniques,
equipment or software that you are expected to
use

# guidelines on presenting your work

# deadlines for hand-in.

Use the brief

# Read it many times; underline key words.

# Highlight requirements you must meet.

# Highlight, in different colours, the aspects over
which you have some choice.

® Summarise the brief in your own words.

® Keep returning to it: check that your report or
dissertation is meeting the brief.
® Use the marking criteria - display them where

you can see them, and use them to guide your
work.

What is the end-point?

& Clarify what you have to produce. Is it an essay,
or a report, or a dissertation, or some other kind
of output? Do you have any choice?

® What does a report or dissertation look like in
vour subject? What are they iike to read? What
kind of titles have been used in previous years?
What kind of data do students use? Are any
available to see, either through your library or
through the department?



Defining the task: what is a project?

Characteristics of projects
Projects share the following characteristics.

® Unique Each has a specific purpose, brief or
angle.

¢ informed A project is based on research.

® focused A project focuses on one topic in
depth.

e Set apart, yet relevant A project is usually
outside of the usual patterns of study or work.

e Time-bound A project must be completed
within a given time.

® Managed They require organisation and
planning.

Unique

In each project, there will be some aspect — the
subject matter, the client group, the data or the
finished product - that will make this project
different from everybody else’s. Your tutors will be
looking to see that your work is original. This does
not mean making major discoveries, but that you
bring some new angle. This might be that you:

» test out other people’s findings for yoursetf

® conduct a questionnaire or survey so that you
could work from your own data

® apply existing research to a new area.

Informed

Although your project will be ‘unique’ in the ways
described above, your tutors will want to see that
you have used previous research to inform your
own project. Your praject report should make clear
how you drew upon previously published materials
and well-tried methods in shaping your own
project. It should make clear how your own project
has built on previous research or projects.

Focused

Make sure that your project brief is manageable.
Choaose a subject that can reasonably be
researched and compfeted within the set time and
word limits. If necessary, narrow down the topic
to make the workload more realistic. Avoid large
subjects that can only be covered in a superficial
way within the time limit.

S B L e

Identify your key questions, so that you have a
clear goal. Your tutors will want to see that you
can design a manageable, focused project, using
an appropriate methodology. Avoid collecting and
including material that, though interesting, is not
directly related to the preject goal.

Set apart, yet relevant

Projects are usually one-off pieces of work, related
to the overall programme but covering ground
chosen by the student. Make clear to your tutor
how the subject you have chosen is relevant to
your proegramme: to work covered in class, and to
course texts,

Time-bound

Projects are often larger pieces of work than essays,
with higher word limits and taking more time to
complete. The time allocations for projects tend
therefore to be greater than for essays. However,
there is usually more work to do than with an
essay, so the work must be carefully planned and
managed,

Managed

Projects usually require that you think and plan
ahead. You will need to pay attention to small
details. For example, you may need to book
rooms or resources well in advance, ensure that
participants are available, design materials, and so
forth. These tasks are not necessarily difficult, but
they require time and good planning.

Chapter 13

Typically, research projects require you to:

® break the project down into manageable tasks
or steps

® make a good choice of subject

e identify appropriate methods, including ways
of collating, recording and analysing source
materials and data

® produce a report
e complete the project on time,
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Dissertations and final year research projects

Chapter 13
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These larger-scale assignments enable you to:

® undertake a substantial piece of independent
waork with a great degree of choice in the topic

® pursue in depth a topic that interests you

® put your personal stamp on a piece of work.

Differences from earlier assignments

Scale Dissertations and final year projects are
larger-scale assignments based on broader reading
and research, resulting in an extended piece of
writing with a higher word limit.

Timing These are usually set towards the end of
your programme as the cutmination of your study,
and when you will have developed the right skills
through undertaking earlier assignments,

independence and personal involvement You have
more control over the nature and scope of your
assignment. They require strong commitment.
Students tend to become highly engaged in
investigating their specialist topic and take pride in
the end product. It is important to choose a topic
that really interests you.

MR L LN B AT A el e e e o

Time As this is a major piece of writing, all of
your time may become dedicated to managing,
researching and writing it up.

Self-management and motivation Independent
study on this scale can leave students feeling
isolated or adrift. You need good strategies to
remain motivated and on schedule when working
alone for extended periods on a topic that only
you are researching in that depth.

Background research  You will read specialist
material and use original docurnents or data. You
will also find that you read far more than for other
assignments. This makes it all the more important
to maintain accurate, well organised records to
help you to find information when needed.

Skills  Such large-scale assignments provide
opportunities for you to refine and extend a
wide range of skills, from collecting, analysing,
summarising and presenting information, to
decision-making, project management and
proklem-solving.

Similarities between dissertations/final year projects and earlier assignments

Essays Project work

Reports

Like an essay, a dissertation
or final year project:

Like earlier project wark, a
dissertation or final year project:

As with other project reports,
a dissertation or final year

® follows the basic
procedure for writing
assignments (Chapters 11
and 12)

o adheres to academic
conventions (see pages
307-8)

# invalves research skills
{Chapter &)

® includes continuous prose
within most sections

® requires analytical and
critical reading and
writing skills.

requires strategy and management
requires a systematic methodology
uses data you have collected
yourself

is unique — nobody else will have
covered exactly the same ground
or be using the same data

is a one-off, time-bound task

uses new material or approaches
that you have devised, to test

out theories, hypotheses or
methodologies from your subject
discipline.

project report:

@ includes an abstract (see
page 361)

& has many of the features of
a report (see page 357)

® is structured in sections
{page 358),
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Projects and dissertations: understanding
_the process

Completing project reports and dissertations requires careful management.
The first step is to understand that process, from start to finish.

1 Organisation and planning
Using your project brief and this process list as guidelines:
® Li hi n t . i i .
List everything you need to de up to Agree how you will work with your Preparation
the end of the process supervisor
® Draw up an action plan (pages ® Plan in support from peers
134-5) ® Book facilities for binding your
® Schedule each step in your diary dissertation, if required.
2 Prepare the groundwork
® Literature search: survey the field ® Focus your reading on likely topics
for ideas and suitable background ® Check potential topics for feasibility
reading ¢ Consider ethical implications of each
® Brainstorm potential topics ¢ Narrow your list of topics.
3 Decide on topic, title and research strategy L
&
® Decide on a topic ® Write a project hypothesis/thesis a
e Clarify exactly what you are setting statement as required 2
out to investigate and demonstrate ® Decide your research strateqy and ~
® Specify your research question or title  methodology.
precisely
4 Draw up and agree your proposal
® Draw up a specific proposal or e Gain Ethics Committee permission, if
outline, as required needed
® Check with your tutor/supervisor that e Revise the proposal if/as advised.
the project is suitable
5 Undertake a literature review
® Read and take notes on key literature @ Write the review, demonstrating the
on your chosen topic relevance to your work of each item
® Keep details of all works that you cite you mention, Research
to include in your references
® Select the most relevant items for
your project
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6 Implement your research design

# Fine-tune your methodology, scaling & Collect data or analyse your source

the project to the brief materials, keeping accurate records of
¢ Identify participants and/or what you find
equipment ® Write up your methodology section.

o Design materials (if needed)
® Develop forms or databases to
gather and record data

I

7 Present and discuss results (for experimental research)

e Collate data, drawing up tables and e Identify whether your findings
graphs if relevant support the research hypothesis.
& Summarise your results and their
significance

!

8 Discuss your findings and draw conclusions

e Write the discussion section, bringing e Draw conclusions and/or make

critical analysis to your methods and recornmendations based on your Analvsi
findings findings and analysis. nalysis
™M » |dentify the significance of your
- research and ways that the topic
i‘i could be further researched
hix]
£
“ !
9 Rework your drafts
® Co back over each section, checking @ Check whether earlier sections need
that the argument and the details are rewriting in the light of what you
consistent and that you meet the brief  have written in later sections.
I Writing up
10 Write the abstract and references
® Write your abstract or summary e List all references and citations
(if required) carefully,
11 Prepare for handing in
e Check that you meet presentation ® Add appendices, numbering these as . )
requirements in the brief you did in the report Fine-tuning
® Check heading levels and page ® Fine-tune the phrasing
numbering e Edit and proof-read several times.

Research projects, case studies and dissertations



Projects and dissertations: managing the process

Manage the scale

Manage the scale of each aspect of the project in
terms of the word limit, deadline and assignment
brief. This means:

® choose a topic and title which have challenge
but which are feasible

® scale your reading to fit the task - don’t read lots
more material than you can use

® choose methods, sample sizes or source
materials that give you significant resuits with a
reasonable workload

® scale your writing of each section of the report/
dissertation to match its word limit.

Manage the focus

Decide on a topic and title/research question:

¢ that meets the assignment brief and marking
Criteria

& that enables you to be specific about what you
are looking for

& that enables you to envisage what your results
or conclusions would look like.

Manage your time

& Start early - don’t wait to get started.

e Consider your options, but aim to narrow your
focus early, so that you can start to conduct your
more detailed research in good time.

® Once you have chosen a topic, stay with it.
Crganise and plan your work, scheduling your
time in detail. You need a clear sense of:

® the range of tasks to be undertaken
e the order in which you will do thern
& how much time to put aside for each.

(See Chapter 5.)

M e e
3

Manage your supervision

Project tutors and dissertation supervisors are there
to provide guidance. They will have limited time
available for each student, so plan how to make
best use of that time.

¢ Don't wait for your tutor or supervisor 1o contact
you: make contact at agreed, reqular intervals,

¢ Do as much as you can before contacting your
SUpervisar.

® Prepare a list of questions in advance. Put these
in order of priority.

¢ If you get into difficulties, ask for help.
Experiment with ways of solving the problem
before contacting your supervisor. Be prepared
to talk through your attempted solutions and
their limitations.

Draw on skills already acquired

® Research and information management skills
(Chapter 6)

® Maintaining high motivation {(Chapter 4)

® Applying number skills (Chapter 9}

® Analysing material critically (Chapter 7)

® Writing skills, including citing and referencing
sources (Chapter 11},

Chapter 13

Maintain contact; use support

Avoid becoming isolated:

e Maintain contact with other students to share
experiences and gain different perspectives.

& Organise a support group (page 257).

o [f feasible, attend lectures in related subjects
to gain background information or to fire your
interest and imagination.
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Developing your research proposal

What kind of proposal?

Find out what kind of proposal you need to
submit: the timing and contents of this vary. You
may have 1o submit:

& just the title

@ and/or a rationale and outline plan

® and/or afull or partial literature review
® or a pilot of your methods and results.

Scoping the field

Your proposal needs to show that you have a good
background knowledge of the subject, You scope
the field in several stages.

® Browse widely to see what is written.

# Dip into materials to look for ideas.

# Select iterns to read in greater depth to build
your knowledge.

® Read more about areas that might provide fertile
ground for a project.

® Investigate a few selected topics in depth, to
find a specific project area.

¢ Continue to narrow your focus towards a title
and hypothesis (pages 348-9).

# Check that there is sufficient literature on your
chosen topic to draw upon for your literature
review {page 350).

® Browse previous student dissertations to develop
a feel for suitable projects.

Clarify your purpose or rationale

Once you have chosen a title, clarify your rationale
for choosing it, so that you can put it into your
proposal or talk it through with your supervisor/
tutor, What lends it importance? For example, you
might be:

® looking at docurents in the light of a newly
developed approach in the field

® testing out a theary or previous findings

¢ addressing a known gap in the data

¢ conducting a project far an employer

# adding data on a new population, such as fellow
students or local people.

Research projects, case studies and dissertations
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Decide on a method

Aim to draw on methods that have been covered
as part of your course. Think through the
practicalities. Avoid complex methods that are
difficult to complete or that allow errors to creep
in. Think through how your methods will provide
the information or data you need.

See pages 351-64.

Consider the ethical implications

In deciding on a project, consider how your
methods would be viewed by your Department’s
ethical committee. Address all potential issues to
avoid your proposal being rejected or sent back
for amendment. Ensure you ¢an demonstrate the
following.

# No one will be harmed.

® Legal requirements are met in areas such as data
protection, child protection, health and safety.

® Parlicipants understand what they will be
required 1o do, are well informed about the
project’s aims and the use that will be made
of the results, and how confidentiality will be
maintained.

# You have gained the signed consent of
participants to use their data.

Use your supervisor effectively

Supervisors and project tutors know the field and
are there to guide you. Check with them that you
are on the right track. Follow up on their guidance
on such matters as:

# the project topic and tille

# the theoretical background

& reading and source materials

# methods 1o use and ethical considerations

o software for analysing data

® scale and challenge: is your project over
ambilious? Too basic?



Choosing a topic
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Choosing the subject is the most important
aspect of project and dissertation management.

Advancing knowledge and
understanding

Reports and dissertations are expected to
advance, in some small way, knowledge and
understanding of an issue, methodelogy or
application. As you look for a topic and title,
consider how you would answer the question:
‘In what way will this research add to what

TR R IR O R et e e g

Small is beautiful
Typical difficufties arise from topics that;

® are too broad and would take too long to complete
well

® lack a research basis, so that it is hard to find a
theoretical base, established methods to draw on,
or material to write about in the literature review

® are too ambitious in attempting new ground - you
need to be realistic: a topic is still ‘original” even if it
is a replication of previous research or varies in just

one aspect.
is known about this subject?’ It takes time, P
thought, and research to identify a new angle.
o M
Build on what o
>4 Distectalion 1 0ens __—/5’_//
has gone before 5002 ¥k

Select a topic:

® that is already well
researched

® in which your lecturers
have expertise

5001 The devalepment of Squale tays
Sool How © mae Mty Liown Poliidag
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Start early on a list

# in which there are weli-

Soote MNesl woys of %
{

of potential topics

established research
methodologies and
techniques

® to which you can bring something new
{for example, where you might replicate
a piece of research using a new client
group, in a related area, or with a small
modification)

* with few ethical and financial
considerations.

R

Look for your own angle, much as you would
when developing a new thread on a discussion
board.

Develop a long list of potential topics

® Jot down many possible cptions: be
imaginative initially so that you have a good
set of angles to pursue,

® Browse journals, book reviews, other
dissertations, and podcasts for ideas on what
is topical in the subject.

nt

Narrow your list

7k
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Eliminate items that are likely to:

® be too complicated for this level of study

® raise ethical questions that would be too difficult to
address

® take toc long to research

® take too many words to write up

® fail to sustain your interest

® be covered by other students.

Identify your niche
Aim to select a topic:

® that will engage your interest, and ...

# for which there are some gaps in the research
(indicated by lecturers or your own reading)

o that relates to your town, your background, your
year group or some other area you know well or
can access easily

e that is relevant to your workplace or your employer,
or that will be advantageous to your own academic
Or career prospects.

347
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Specifying your title and thesis statement

Specify your research questions

As soon as you can, narrow your focus until you
settle on a title. Be dear which question(s) you are
setting out to address, jot these down.

Wording the title

Although the aim of the title is to address one
or more well-defined questions, for reports and
dissertations this may be worded more like a
statement than a question. For example:

® The effects of local floeding on small businesses
in Smalltown’

* ‘The application of ABC techniques to stimulate
nitrogen fixation in leguminous plants’

e ‘Using XYZ software to improve athletic
performance’.

Check for feasibility

At every stage, check whether what you are
setting out to do is feasible in terms of scale,
time, methods, ethics, participants and resources
needed. The exact wording of your title has a
bearing on these considerations. Check that it is
sufficiently specific.

You may find it helpful to add a subtitle that
provides greater specificity. For example:

* The effects of local floading on small businesses:

A comparative case study of two engineering
SMEs in Smalltown one year after the 2012-13
floods’.

Thesis/position statements

A thesis statement or position statement sums up
your central message. It should:

e form part of your introduction

o be succinctly written: usually only one or two
sentences long

e demonstrate clearly and unambiguously your
position or perspective on the issue

® be the point to which you return continually, to
focus your readers

® give shape to the flow of your argument

¢ be reinforced within your conclusion.

Research projects, case studies and dissertations

The value of thesis statements

Clarity Summing up your position in this way
helps you to distil and clarify your thinking.

Focus It helps to focus your thinking before
you start to gather the information and write
your report. It prevents you from wasting time
accumulating lots of material that you won't use,
and from going off on interesting tangents.

Structure, relevance and organisation It
provides a clear reference point to which you
should return, continually, as you consider whether
material is relevant to include and where it fits in
your overall argument. It can help you to avoid
going off on a tangent.

Formulating your statement

Be well informed Read, think, write exploratory
thoughts, map these out, discuss them, until you
are clear about your position on the issue.

Be specific Be precise and clear about what you
are looking for and what your position is.

Check your evidence base Make sure there will
be sufficient evidence to provide a strong basis for
the position you take.

Interest and conviction Choose a position

that allows you to debate the issue in a forceful,
interesting way, where you can sound convincing
and draw on different angles and perspectives.

Example: Thesis statement

Although it may appear to be commeon sense
that infants suffer if mothers go out to work,
this essay argues that the stay-at-home mother
is an abstract ideal, and does not represent the
lived circumstances of mothers over the last 60
years. It demonstrates that it is not beneficial to
either the infant or the family unit as a whole

if rothers are pressurised into a particular
position on whether to stay at home or go to
work




Formulating your hypothesis '

Most reports, especially in science subjects, include
a hypothesis.

What is a hypothesis?

The hypothesis is formulated before you start the
research, and states what you expect will happen
- or what you are likely to find to be the case. For
example:

# that there is a link between two factors
® how people will behave in certain circumstances

# what the outcome would be if two substances
combined

® that x causes y

This is a thearetical assumption and should be a
legical assumption based on your knowledge of
the subject. Your research tests your hypothesis to
see whether it can be supported by the evidence.
You design your research to ensure that you test
your hypaothesis in an objective way,

The nature of a hypothesis

You can't ‘prove’ a hypothesis, You can:

Disprove it — if your evidence doesn‘t support

it. That can be a useful thing to do and adds to
knowledge of the topic, so don't be discouraged if
your results do not support your hypothesis,

Provide evidence to support it — the information
or data you collect can provide evidence that
supports the hypothesis under the particular
conditions of your own research and on that
occasion. You or others might look to replicate
your research and gain different results that do not
support the hypothesis on that occasion.

Using your hypothesis

Your hypothesis provides a clear focus on what
exactly to read, research, measure and discuss. You
refer back 1o it in sections of your report.

® Results section: you state clearly whether the
data support or do not support the research
hypotheses.

® Discussion section: you analyse why the results
do or do not support the hypothesis. Might the
hypothesis have been supported under different
conditions?

® Abstract: this focuses on your hypothesis and

whether the results support it to any significant
extent.

Writing the research hypothesis

The hypethesis must be worded very clearly and
precisely. It usually states that something will or
will net happen.

Example: Research hypothesis

The research hypothesis was that adults

would show a preference for savoury food
coloured blue over savoury food coloured with
food dyes simulating natural colourings. The
second hypothesis was that there would be no
significant difference in the preferences of men
and women.

WG Formulating hypotheses

 Decide whether the following are well-worded
. hypotheses.

"

-
[
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o
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>

Hypothesis 01 The research hypothesis was
- that physical activity reduces depression.

Hypothesis 02 The research hypothesis was
. to find out whether physical activity reduces
~ depression.

: Hypothesis 03 The research hypothesis was

- that 20 minutes of brisk walking a day for 8

- weeks would reduce sleep disturbance as a

. symptom of clinical depression in wornen aged
© 30-40.

Answers are given on page 413,
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Reading and reviewing the literature

M

Once you have chosen your title, you can conduct
a more in-depth search of the literature, focused
on what you now know wilt be relevant to your
own project.

Be selective in what you read

You will be faced with a large amount of relevant
material. You won't be able to read and use it
all, so you will need to make choices about what
you will and will not use. You need to do this in
ways that will enable you to demonstrate in your
literature review that you have:

® a breadth of understanding of the field

® a depth of understanding of your specialist topic

® a good grasp of what is the most significant
material, and what is less so.

Know your field

¢ Undertake a preliminary broad survey of the
material, tracing research in your topic back to
its origins.

® Read the abstracts of a range of journal articles.
Identify those most relevant, to read in fulf.

® Note recurrent key themes and issues,

® Note how the issues relevant to /.
your project are treated by the @
key schools of thought in your
discipline.

¢ |dentify the leading figures relevant
to your selected topic — those

Chapter 13

or writings are regarded by \&
academics as essential to know
about, even if you do not read
their work in detail. What
did each contribute? What
did others find to be
the limitations of that
research? What did
they do to improve
upon it?

¢ Investigate and
chart clearly
the variety of

Research projects, case studies and dissertations
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perspectives on the core issues held by experts
in the field: in what ways, and why, do they
agree or disagree?

e Read some specialist material, such as articles
in more specialist journals, or monograms, or
expert texts.

Read critically; note selectively

e Make very brief notes of materials that look
relevant,

e Evaluate what you read for its relevance and
significance to your own selected title, thesis
statement or hypothesis.

® Look for “chains’; consider how each piece of
research or set of ideas influenced others. Trace
briefly how the understanding of this topic has
developed through successive theories and
research findings.

e Make a list of 5~10 key pieces of research or
developments in theory that have had most
influence on the subject. Chart briefly how each
influenced others in the chain.

;;‘,7/7 ® Identify how your project or dissertation will

follow on from what has gone before,

Write your literature review

Write up your review of the literature when:

® your research proposal is agreed (unless
you need to submit the review as part of
the proposal)

® you are clear on your
research design

® and you know, therefore,
which material wilt be the

most relevant,

See page 359.



Research design and methods

The ‘research design’ refers to the way in
which you will conduct your research, This
includes matters such as:

o the source materials or data you need

® the exact methods for collecting these

® if relevant, the number and type of people
you want to interview or to take part

® what, exactly, you want participants to do

o how you will design questions to achieve
only the exact data you need

® designing forms to record and collate
data.

Deciding on your raw material

Most prejects and dissertations use data
that you have generated or collected
yourself, This may be through observation,
experiment, questionnaires or similar.
Alternatively, in your subject, you may
select texts, artefacts, parliamentary papers,
philosophical tracts, historical documents or
published data and consider these from a
new perspective.

Each subject has its own conventions

about acceptable research methods. Your
supervisor or tutors will give you details of
these. Journal articles provide a good feel

for how material and data are generated

and analysed in your subject. However,

basic principles — of being accurate, betng as
objective as possible, and avoiding distortion
- are common to most subjects (page 287
and Chapter 12).

Precise thinking and methods

When designing your research strategy, you
need to think in very precise ways. Look for

conditions, or variables, that may affect your
results in ways that you had not intended or
that leave it open to doubt what might have
given rise to your results, If there are flaws in
your research design, your results will not be
valid. Keep returning to the question:

& Will this method, or this wording, yield
exactly what | need?

\

Research useful methods

When conducting your literature search:

® Look for ideas on methods to adapt.

® Look for research that employed similar methods
to those you are planning to use. What insights do
these provide into how you might fine-tune your own
methods?

Collecting, collating and analysing data

Plan to collect enough data to achieve convincing and
reliable results, Collecting and analysing data is time-
consuming, however, so take advice on what is the
acceptable minimum for your subject. Having too much
information is not helpful for student projects: it simply
means that time is wasted in collecting, sorting and
selecting materiaf that you cannot use.

Design forms to collect information in a way that helps
you collate it quickly (pages 352-3). Once you have
collected your information, organise it into charts or
tables so that you can interpret it. Look for patterns and
trends. Make relevant comparisons.
Your tutors
will be looking
to see how
well you make
sense of your
findings.

-
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Pilot your methods

It is good practice to test out your methods in a trial
run. Examine the process and the results in detail

to see where you could make improvements. If you
use a pilot, mention this in the methods section

of your report, and include the materials in your
appendices,

351
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Designing questionnaires

Questionnaires are useful for collecting data for
a range of projects. You can use them to ask
participants to express preferences and opinions
or to give information about their experiences
and background. When compiiing these, decide
whether you will ask participants to:

e complete a paper version themselves

® complete electronically or online

® respond to questions verbally whilst you fill out
the questionnaire yourself.

Questions for quantitative research

A small number {2-5 simple questions), if asked of
a large number of people (at least 30), can deliver
manageable but significant results.

To gain useful answers:

# Set short, clear, unambiguous questions.
Pilot them first to ensure they cannot be
misinterpreted.

& Set a small number of questions, carefully
chosen to gain the information you need.

® Avoid personal questions or questions that
might embarrass or distress the interviewee.

e Check that each item is a single question. (Avoid
‘two questions in one’.)

® Use closed questions that give 'yes/no” answers
or a respense that you can count. This will
make it easier for you to record and analyse the
answers.

& Select a representative sample of people,
appropriate to the project brief.

® Use controlled conditions, so you know exactly
how the questions were delivered and who
answered them.

Examples of well-structured questions

& Which font style do you prefer? Answer ‘sample
1°, ‘sample 2, or ‘no preference”.
® Are you a member of staff? Yes/No
® How often do use this train?
{ua) Every day
{b) About once a week
(c) About once a month
(d) Hardly ever
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WG Poor questionnaire technique

- What is wrong with the following questions?

"1 How old are you? Please circle one of the
foliowing: 0-20 2040 40-60

2 Do you know who is the current Secretary of
i State?

3 Do you believe in capital punishment?
: Yes/No

"4 Do you like coming onto campus and eating |
in the café? '

(For feedback, see page 414.)

Using scales

One way of collecting data is by giving participants
a list of statements and asking them to ring the
responses they prefer. Alternatively, you can ask
participants to rate responses on a scale, such as
the Likert-type scale in the example below.

Example of a scaled question

Please indicate your opinion of this holiday
resort on a scale of 1-5, where 1 is very poor
and 5 is very good.

Very Very

poor good
Quality of hotels 1 2 3 4 5
Local transport 1 2 3 4 5
Cleanliness 1 2 3 4 5
Things for childrentodo 1 2 3 4 5
Shopping 1 2 3 4 5

Alternatively, each of your questions could
be followed by a scale that people tick. For
example:

Neither
Strongly agree nor Disagree
agree Agree  disagree Disagree Strongly
[ ] 0 O J




Preparation

If you wish participants to complete the
questionnaire themselves, make it easy to use,

¢ Include a maximum of 5-6 questions.

® Bear in mind that most people will respond only
1o 'yes/no’ or ‘tick the box’ questions. (Very few
people write comments.)

® Bear in mind that online and postal surveys
attract a very low response rate — and you do
not know for sure who completed the returned
surveys.

® [f you include open questions or ask for
cemment, leave plenty of space for responses.

Recording responses

® Keep accurate records.
® Order your findings into tables,
® Devise a simple tool to collect your responses.

The following table allows the researcher to record
responses quickly and clearly — in this case, about
which font style is preferred, according te status
and gender, for each participant.

Preferences for samples of font style

Female Male
Sample 1
Sample 2
No preference v

Staff /[ student )

(This answer is from a male student with no
preference.)

tf you are designing a questionnaire that
participants will complete electronically:

® Use the guidance provided on page 352.

® Keep the structure of your questions simple.

® Include clear instructions on how to make and
submit answers,

® Ask participants to choose a response from a
limited number of options, rather than asking
them to type their answers,

® If asking participants to choose from a range of
responses (such as between 1 and 5), use the
ranges consistently.

® Ensure questions flow in a logical order.

Survey monkey (www.surveymonkey.com)

® An online survey generator that makes it easy
1o set up basic surveys,

® Free for surveys of 10 questions or fewer,

® Easy for participants to access and complete
online,

® Records responses automatically and gives
you an overview of these,

Questions for qualitative research

In qualitative research, typically only one or two
people or items can be included in a student
project. However, a good questioning technique
will usually encourage interviewees to express
themselves in detail.

Prepare prompts that politely encourage the
interviewee to return to the subject, such as:

® I'd like to ask you more about a point you
mentioned earlier ...

® That's very helpful. Thank you. I'd also like to
ask you about ...

A few open-ended questions usually generate a
great deal of material that takes considerable time
to analyse. For qualitative research:

Chapter 13

& Good questions are open-ended. Most encourage
a response other than a simple ‘yes’ or 'no’.

# Good questions are focused. They encourage the
interviewee to respond on the issue you are
researching.

& Good guestions invite respondents to consider an
issue from different angles. For example, “What
were the advantages of taking part in the pilot
study?’ and "What were the disadvantages?’

e Good questions are free of bias. They do not lead
the interviewee to a particular answer {as do ‘|
suppose you think taking part was a bad idea?’
or ‘| hear you are glad you took part?’)

Research projects, case studies and dissertations



B o T

Checklist for evaluating your questionnaire

A s e mee e wm e

Use the following checklist to see whether your questionnaire does what you want it to do, and will be
manageable for you to use as a researcher.

Does it take a reasonable time to
complete?

11

How long will it take to complete?
Is that time reasonable?
Is every question necessary?

[] 2
(13
[ ] 4 s the time required for completing the
questionnaire spelt out clearly to the

participant?

Will the questions yield the
information | need?

[ ] 5 Have I used closed questions to elicit
precise answers when needed?

[] 6 Are there sufficient options to enable
people to make accurate responses?

[]7

Are any back-up questions needed in
order to clarify responses?

[ ] 8 Will the questions yield the precise data
that | need?

[] 9 Are there any leading questions (which
would invalidate my results)?

Is it clear to participants what they
have to do?

[ J10 Are the instructions clear?
[ ]11 Are examples provided?

[J12 ¥ participants are asked to select from a
range of responses (such as between 1
and 5), is the range used in a consistent
way from one guestion to the next?

[ 113

Will it be cbvious to participants how to
use the rating system?

Is it clear how to submit the survey if
online?

(114

Are questions easy to answer?

{ ]18
(e
(17

s every question a single question?
Will people understand the questions?

Could any question be interpreted in a
way other than the one | intended?

Does the questionnaire encourage
participants to complete it?

[]18

Does it look as if it will be quick and
easy to complete?

119
(J20

21

Do questions flow in a logical order?

Are any questions too personal for
pecple to feel comfortable answering?

Do any questions assume that
participants would have specialist
information or background knowledge
that they might not have?

Is the questionnaire manageable for
me to use as a researcher?

[122 Wil responses be easy to record?
[123 Will responses be easy to collate?

[ 124 Will responses be easy to analyse?

How do | know it will work the way |
want it to?

[ 125 wWhat issues were raised by the pilot?
[ 126 Have | addressed these fully?

Research projects, case studies and dissertations @ Stella Cottrell {2013) The Study Skiffs Handbook, Ath edition, Palgrave Macmillan




Interview techniques |

Prepare for the interview

Good preparation helps to ensure that you remain
in control of the interview, keeping it focused and
limited to a reasonable length.

* Prepare your questions in
advance.

® Consider how you will
introduce yourself at the
start of the interview. This
must be clear but brief:
you must state that this is
a student project, or name
any company involved.

® You need to let participants
know what happens to the
data. How will you ensure
confidentiality?

® If responses are to be held on an
electronic database, participants
must know this and agree to it.

# Decide how you will close the
interview,

Consistency

If you are interviewing mare than one person, it is
important that you carry out all of your interviews
in near-identical conditions, to ensure consistency,

® Prior to the interview, make a list of questions,
with possible prompts for each,

® If there is more than one interviewer, agree
questions, prompts and any other words in
advance. Practise so that you phrase questions
and record responses in the same way.

e Conduct the interview just as you practised it.
Interview each person in the same way.

Conducting the interview

# Know your questions well so that you do not
have to read them. This will engage participants
better.

# Sit at right angles to the interviewee.

® Use eye contact, and smile occasionally.

& Be confident but polite.

® Keep it short: don't impose on people’s time.

® Thank people for participating.

\

Pilot the process

# Practise the whole interview. Check that it will
work the way you want.

® Check that you can record the answers easily.
if not, is this because the questions are too
complex, or do you need a better chart to

record answers?

# Analyse the answers from the pilot.
Are they yielding the kind of data you
want? If not, design new questions.

e Following the pilot, adapt your
interview so that it is easy to conduct.

Ground rules and boundaries

Where there are a number of
interviews with a single person,
such as for a case study, the
interviewer may become too
involved. Take steps to ensure
that you remain interested but
detached.

# Be clear with participants what
you expect.

(44]
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& Explain what will happen during and after the
interview, and how long it will take.

# Specify your requirements for interview space
or privacy. Negotiate acceptable alternatives. If
there are any risks to you, do not proceed.

® Do not make promises.

¢ Do not get drawn into sharing personal
experiences, as this can lead to unforeseen
consequences, It can also distort the kind of
information you receive in answer to your
questions,

After long interviews

& Write up your notes as soon as possible.

# If you are required to transcribe the interview,
write down exactly what was said, indicating
pauses, coughs, ‘umns’ and ‘ahs’, and so on.

® Go through your notes with coloured pens or
pencils, marking all sections that refer to similar
themes.

& Write a list of the themes, and where you can
find these in your notes.

Research projects, case studies and dissertations [JERE]
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Presenting and analysing the data

Presenting your results
Decide which method of presentation will show

your results most clearly. You may wish to use a
table, chart, or graph (see Chapter 9).

Tables

Add up responses for each question. If you divide
the responses - by age, gender, location, job or
similar — state this clearly in the title of the table.

Table 1: Preferences for samples of font style, by
gender

Wormen Men | Totals
Sampie 1 8 15 23
Sample 2 13 5 18
No preference 9 10 19
Totals 30 30 60

Tables are useful for setting out information in
clear categories. For example, Table 2 indicates
preferences (three options) by gender (two
options) and occupation (two options).

Table 2: Preferences for samples of font style, by
gender and occupation

Totals

sample Sampié No pref,
1 2
Male staff 13 2 0o |15
Female staff 4 6 5 15
Male students 2 T 10— 15 |
Female students 4 7 15
Totals 23 12 1% 60

Bar charts

When presenting information in bar charts,

select two things that can be compared against
each other, Label the horizontal line (axis) with
the details of what is being compared. In the
example below, the horizontal axis refers to
sample preferences. Label the vertical axis with the
difference that is being measured. In the example
here, this is the number of peaple who indicated a
given preference.

Research projects, case studies and dissertations

Figure 1: Preferences for samples of font style, by
sample
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Pie charts

Pie charts are useful for presenting information in a
way that the eye can take in at once.

'Figure 2. Preferences for samples of font style, by
occupation

20%

33%

Staff

Students
Key [ ]Prefer sample 1
[ Prefer sample 2
Il No Preference

Analyse the data

It is easier to look for patterns and to draw
conclusions when you have organised your data
according to categories, as in the charts and

tables above. It is important to organise results in

different ways and to compare the results.

® Analyse your data. What do they tell you? Is this
what you expected? Do the data support your
research hypothesis?

e How do your findings compare with thase in the
research literature?

e What questions are you not able to answer
because of the way you designed your research?
Could the design be improved?

® What questions are raised by your research?



Characteristics of reports

What is a report?

A report is the formal methed of communicating
the results of a project or research assignment,
It may cover a laboratory experiment, survey,

questionnaire, case study. Dissertations based on
those research methods require similar, though
more extended, reports. Reports are structured
in broadly similar ways s that readers can find
information quickly - and are different to essays.

Reports ...

Essays ...

'\

they are typical of writing required for the
world of work

1 originate from outside an educational context:

1 originate in academic settings: they are
rarely used anywhere else

2 present research data and findings that you
have collected yourself

2 focus on analysing or evaluating theory,
past research by other people, and ideas;
they seldom present the findings of new
research

are structured as on page 358

are structured as on page 290

4 are divided into separate sections

4 do not have distinct sections, apart from
unheaded paragraphs; they flow as a
continuous piece of text

contain tables, charts, and appendices

5 do not include tables or appendices

the diagram on page 362).

are divided into sections, each with a heading
(see page 358). Each point is numbered (see

6 do not include section headings or
numbering (if these are used during
drafting, remove them before handing in
the essay)
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concisely, and give precise details.

7 utilise several writing styles, depending on the
section (see pages 359-61). They are written

7 use a consistent writing style throughout

8 include descriptions of the methods used

8 do not refer to the method used in arriving
at conclusions

areas for further research

9 include a discussion section that identifies how
the research could have been improved, and

9 are not usually reflective about the process
of researching and writing the essay itself

10 may include recormmendations for action

10 do not include recommendations

Different goals

The style and content of your report should be
appropriate to the readers for whorn you write.

® If you make recornmendations for action,
evaluate different options.

# For business reports, include details of costs,
losses and potential profits for each option.

# For a report based on an experiment, describe
the experiment and the conditions under which
it took place.

¢ If you are writing for a client (such as a work
placement employer), tailor your report to the
client’s own requirements.

Research projects, case studies and dissertations
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Reports and dissertations: structure and content

Check your course requirements. Typically, you would
include some or all of the following sections.

Title Write this in the centre of the first page, with
the course title, and the date.

Acknowledgements List people you wish to thank
for help given.

Abstract Give a succinct summary of your project
report or dissertation, clarifying why the subject
is significant or worthy of study, and your
conclusions. For experimental reports, state your
research proposal or hypotheses, the methods
used to test these, the results, whether these
were significant, and whether they supported
the hypotheses.

Abstracts may be reproduced and read
separately from the rest of the report, so repeat
information included in other sections.

Contents List the main sections and the page on
which each begins (including appendices).

Tables and illustrations List any illustrations,
charts, maps and sc on, giving the page number
for each.

Chapter 13

introduction Briefly discuss what the research
is about - why is it important or significant?
State your proposals or hypotheses briefly: what
are you going to show or test through your
research?

Review of the literature Discuss the most
_important writings on the subject, highlighting
the key contribution of their findings or
perspectives to the development of this line of
enquiry within your field. Focus on how previous
research leads up to your research. Introduce
your experimental hypothesis, if you have one.

Method How did you conduct your research?
What methods did you use? Did you replicate
methods used by other researchers?

Exactly what were the conditions of the
experiment? How many people or items were
included? How did you select them? What
instructions did you give to participants?

Research projects, case studies and dissertations

Measturement criteria Discuss the kinds of data
you gathered. How did you analyse them? How
reliable or accurate were your data?

Resuits Present your main findings briefly, using
headings for clarity. Give results in the order in
which you conducted any experiments, or start
with the most important. Be honest about your
results: do not assume these are ‘poor’ if they
don’t preve your hypothesis. The integrity of
your results and reporting are more important.

Discussion This is a longer section. Analyse and
explain your findings. Were they what you
had expected? Were they consistent with your
hypothesis? How are they significant? Did they
support or challenge existing theories?

Demonstrate that you understand your results
and findings: what had an impact on them?
How could your research design, methods or
sources be improved, refined or extended — such
as by using new variables, sources or data?

Conclusions If a conclusion is required, summarise
your key points and show why your hypothesis
was supported or should be rejected.

Recommendations In subjects such as social
policy, business or health, you may be asked to
give a numbered list of suggestions for action.

References List, in alphabetical order, the sources
you cited in your report or dissertation. Use the
format required on your course.

Bibliography If required, list relevant further
reading, again in alphabetical order.

Appendices Include essential items only, such
as instructions given to participants, materials
developed for your research, tables and graphs.
Include only items mentioned {and numbered)
in your report,



Writing the report: the opening sections

Writing it all up

If you write up
sections of the
assignment as you
complete each set of
related tasks, you will

find it easier once you A :
come to draw your " #
report or dissertation ﬁ
together. Different

sections of reports require different writing styles -
further details are given on pages 359-62.

Introduction

Your introduction provides a succinct summary
of your research. It includes your rationale for

the research (page 346) and the thesis statement
For science reports, state the research hypothesis
(page 349). Summarise what you did, the results,
whether the hypothesis was supported or not, and
whether the results were significant. For shorter
reports, the introduction may also incorporate a
review of the literature. Write succinctly, fitting

in as much key information as you can in as few
words as possible,

Other types of introduction

If your report was commissioned by a business or
agency, the introduction would usually give more
background about:

® who commissioned the report

& why the report was commissioned

® the scope of the report: what it will cover

® definitions of any terms

» the methodology

® 2 summary of findings and recommendations.

The Literature Review

For larger projects and dissertations, this forms a
separate section. Avoid describing the content of
previous literature. Focus on what each item you
mention contributes to the line of enquiry, such as
its use of new sources, data, populations, how it
led to a refining of theory, changes in method, or
opened up new avenues for enquiry.

A

Reports or dissertations with longer word limits

require reference to a greater number of items,

but would not usually include more information
about each unless some were highly significant. (n

the example below, note how few words would be
devoted to any one piece of previous research. The
final paragraph shows how the student’s project
will build on previous research,

Example: The literature review

It has been argued (Ayer 2000; Bea 2002) that
diet can be affected by the celour of food. For
example, Bea found that 15% of participants in a
series of six experiments showed strong aversions
to certain food colaur combinations, People were
less likely to eat food if they disliked the colour
combination. Dee (2004) found that feod colour
preferences are affected by age, with green
being the least popular food colouring amongst
children. However, Evans challenged Dee's resuits,
Evans (2006, 2007} found that children's
preferences for colour only applied to certain
types of food. Far sweet foods, for example,
children showed a strong preference for red
products, but chose green as frequently as other
colour options.

Jay extended this area of research to non-natural
foed colours. Early indications {Jay 2008a)
suggest children are likely to select blue coloured
food even though blue foods do not often accur
naturally. This research was replicated by Kai
(2007). Similar results were also found for adults
{Jay 2008b). However, Jay's research included
only sugar-based products. As Evans has shown
that there are different colour preferences for
sweet and savoury produce, Jay and Kai's findings
may not hold true across all food products,
especially for savoury foods.

Jay's research (2008b) indicated strong adult
preferences for sweet food coloured blue: Jay
arqued this was probably due to its 'novelty value',
The aitm of the current research was to see
whether adults showed the same preferences for
bive foed colouring when presented with savoury
food options. The research hypotheses were that
.. [see page 34%]. It was assumed that the
‘novelty effect’ would hold true for savoury
products.

Chapter 13
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Writing the report: the body of the report

N

The main body of a project report details your
research design, your methods, your results,
and an analysis of these,

Methodology or 'research design’

This section details how you gained your

data and analysed it, so that readers can
decide whether your results or conclusions are
reliable. it also enables others to replicate your
research to test your findings. The writing

is descriptive, and lists actions in the order

undertaken: ‘First this was done, then that was
done ...".

Example: Methodology

icipants
‘:?hr: reZ::rch parficipants were 32 adul: o
students, all aged over 28 There were €q

numbers of men and women.
| Materials

Four types of fo
chapati, rice, £OUSCOU

od were prepered (potato sala

sy and each wos dmd:.d
into 4. Four different '_Food dyes duv:r:d:se ;
three were dyes used in the f?o ; de e tne
designed to loak like @ ‘natural’ Too ; eac.h hp
fourth dye was pale biue. A quartg;‘fo o

four food types was dyed a ,dl er g
| ;.:e‘rhut all foods were available in each colour,

1o give 16 possible options.

Method

Firstly. pm‘ticipa
food was coloured
person was then a

nts were told that all of the
using artificial dyes. chh
llowed to choose ﬂ-:m: ;;in:)sf
is meant they could not s& ec

| LZ:I‘?EOT::JP, A precord was kept of ;rthawc:::u::en
selected by each person. The r2|5u sreferznce
calculated according 1o food co dnur p
preferences by gender.

e e o SRR

Results

Normally you would present results both in a brief
paragraph, and in tables or charts which summarise
the data. You may be asked to present your data as
appendices only.

Example: Results

24 of the 32 participants (75
food item. The findings do no
hypothesis. However, 7 of th

setlj,cf a bfue option were women, 44% of waomen selected
@ biue option compared with 6,.25% of men. This does not
upporf the second research hypothesis,

%) did not select a blue
T support the first research
e B participants whe did

T,

Discussion

This section makes a critical analysis of the data. It

draws out interesting findings such as:

¢ the significance of your results and whether these
support or differ from previous research

® your conclusions, and the evidence for these

® if relevant, your reasons for why the research
hypothesis was not supported

@ suggestions of how improvements or variants to the
research could yield different outcomes or further
useful research

® how your results could be applied elsewhere.
For the research above, the discussion might analyse:

o The sample Was it representative? Could the ethnic
mix or age range, or asking students only, have
made a difference?

# The method Could this have been improved? Did
the blue food look unpleasant rather than simply
‘unnatural’? Would there have been a different
response te an unnatural-iooking green?

® Future research What research is needed to clarify
these results further? For example, de colour

preferences apply to all foods or only to some? How
long does the ‘novelty factor’ fast?

Example: Part of the Discussion section

The results section simply presents the data: it
does not discuss them. Keep this section short;
include only relevant and representative data.
State whether your results support the research
hypotheses, Often they do not: this is neither
‘good’ nor ‘bad’,

Research projects, case studies and dissertations

The research indicated that even when participants were
told that all food options were artificially coloured, they
still chose savoury food that looked natural’ rather than
food dyed blue. This suggests that aduits have a
preference for natural colours in savoury food. However,
the blue dye was streaky: this might have distorted the
results.



Writing the report: conclusions, recomme}ndations
and abstracts |

Conclusions

Conclusions sum up your research, setting out its

significance and your findings. No new information
or references are included. The conclusions are also
included in the abstract, the introduction, and the

discussion.,

For the research above, the conctusions might
include:

® a note that your research findings are not
consistent with previous research findings

® a brief summary of why your results may be
different (for instance, adult participants rather
than children, and savoury food rather than
sweet)

#® notes of any shortcomings of the research (the

streakiness of the blue colouring might have
distorted results).

Example: Conclusions

sts that adults do ot select
blue, if given the choice © ¢
£ dyed food. The 'novelly effec

The research sugge
Savoury foods

other options © e e
uggeste
o Pmc!:ﬂ:' o true for savoury foods.
pesearch, ¢id B e oy T
n a different basis f::n:‘ ::de:o e
i is wou
er, this hypoThe.ﬂ eed 0
{food. H?::T\;..gr by researching the cho}:e‘se o
e t and savoury products by a 5ing
for swee

of participants (etc).

Recommendations

The purpose of recommendations is to suggest
ways forward. They might propose how to improve
current ways of working, or action that needs to

be taken. They are numbered. For example, if you

were undertaking research for an agency, your
recommendations might be:

1 Undertake further research using a larger sample.
2 Avoid use of blue food dyes in the manufacture
of savoury feod products for adults.

Research undertaken from an academic or scientific
perspective rather than, for example, a marketing
one, dees not usually include recommendations.

T ——

Abstracts

Although the abstract is presented at the start
of the report, befare the contents page, it is
more efficient to write this last. Leave plenty
of time for this: it can take a number of drafts
to rephrase it in order to fit everything in, The
abstract sums up your aims, your research
hypothesis, your methodology, your findings
and your conclusions. You may be set a tight
word limit, such as 50-100 words. An abstract
needs to be both brief and concise.

Example 1: Abstract (50-word limit)

This report suggests that research in‘ro| 1'rl-uai1cy
has neglected the critical N"Ifi c;f fs::;zr i ::a s

i _depth interviews wi .
::u\ue-sfr:denfs_ highlight the pivotal ra'le. Ofv?;?
dynamics within the playground. The 'm‘[rer'l "
suggest that ‘feeling like an outsider' at play
time encourages initial acts of fruancy.

Example 2: Abstract (100-word
limit) e
i + presents an analysis ot adu o
::;:or:sp:: tc? dyed savoury foodsfuffs‘z'(\;gz ;r)u‘hul
hypotheses, based on Jay's research ( > fo,:
were that adults would show o prtaferen;s for
food dyed blue over na’ruml'—lookmg fooTh.is
there would be no gender differences. e
project replicated Jay's methods, sub*.:: ‘;iw-"l‘g25
savoury for sweet foods. 32. adults ag
were asked to select three items m“rcur\'nhaﬁS s
selection of 16 choices. Neither hypolt € e
supported, o5 75% did not select a b ue option,
and 44% of women selected a blue item e
compared with 6.25% of men. Ha?v?.ver; only
first result w sngnlfcan .

T i e i R
e SRR

Summaries

Some subjects require a summary rather than an
abstract. This is usually longer than an abstract,
but stifl no more than a page. The summary
contains the aims and abjectives, a brief outline
of the research problem, the methodology,

the key findings, the conclusions and the main
recommendations.

Research projects, case studles and dissertations JE{l
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Writing the report: layout, presentation and style

Style and presentaticn vary depending on your
discipline and assignment: a case study requires

a more qualitative, text-based report whilst a
scientific report will focus on the presentation and
analysis of quantitative data. In scientific reports,
sections will generally be numbered, whereas sub-
headings are generally used for reports in arts,
humanities and social sciences.

Headings for sections

Give each main section of your report a heading
to indicate what it covers (see page 358). Use brief
section headings to break up your report and to
introduce different kinds of subject matter within
each section. For reports on experimental research,
number each section in a logical way, as below.

9 Results
o.1 Results of experiment A
9.1.1  Inexperiment A, none of the

participants completed ...

2.1.2  On the second attempt, 4% of
participants completed ...
9.1.3  On the third attempt, 17% of

participants completed the ...

9.2 Results of experiment B

9.2.1 Inexperiment B, 33% of the
participants completed ...

9.2.2  On the second attempt, 64% of
participants completed ...

9.2.3  On the third attempt, 979% of

participants completed the ...

Levels of heading

Headings are organised into levels: ‘A, ‘B, ‘'C’, ',
To avoid confusion, be consistent in your usage
throughout your report and avoid using more than
four levels. An example would be:

A Main heading: the title, in large print,

B Section headings: in a slightly larger font than
the text, and in bold type.

C Sub-headings: may be in italics or bold.

D Other lesser headings: should stand out clearly.

Research projects, case studies and dissertations

Presenting the text

® Number the pages in order. On the contents
page, give the page number for each section.

@ Use fonts that are easy to read.

@ Leave clear margins at each side.

e Avoid fancy graphics, unless specified.

o Use a clear layout. Include only essential tables

and diagrams in the body of the report. Place
others as appendices at the end.

Writing style

All writing in a report or dissertation is:

* formal - aveid slang and abbreviations

# focused — acddress only the project brief

# concise - avoid tangents and unnecessary
examples

® subject-specific — follow the style appropriate to
your subject,

Writing for a purpose

The content will depend on the purpose of the
report. For example, the report on pages 359-61
is written about research undertaken on campus.
However, if you undertook similar research for

a company wanting to launch a range of picnic
food, the research and the report would reflect
those different purposes. For example:

¢ The introduction would state briefly what the
company wanted the research to achieve,

# The sample would be bigger, focusing on
members of the public rather than students.

e If the sample were bigger, the method should
be simpler. For example, you could offer a
choice of only two food items, one dyed and
one not, followed by fewer questions.

& The discussion would focus on the implications
of the results for the proposed range of new
foods.

# You would probably make a recommendation -
in this case, not to use blue colouring.
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Project or dissertation report: checklist %,
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Use the checklist before completing your final draft. Mark items with a tick v
once you are satisfied these are completed correctly.

| Done v | item

1 The whole report meets the assignment brief and marking criteria

2 The assignment is true to the agreed proposal (if relevant)
3 The title is precisely worded and makes clear what the repoft is about
4 The abstract or surmmary is succinct and meets any word limits
5 Al required sections are included
6 All material is in the right sections
7 The Contents page is complete, accurate and includes page numbers
- 8 The thesis (or position) statement, or hypothesis, is precisely worded

¢ The rationaie or purpose coemes across clearly |

10 The Introduction is succinct and covers all sections in brief

11 The literature review is succinct and demonstrates breadth, depth and the relevance of

previous research
12 The research method is accurately written, with full details written precisely and

succinctly

13 The results or findings are presented clearly and accurately

Chapter 13

14 It is clearly stated whether the results support the hypothesis and are significant or not

15 The report analyses, critically, the results or findings in the light of previous research,
and critiques the research design

16 Conclusions or recommendations are included, if required

17 All the information is relevant

18 The writing style is correct in each section

19 Itis clear and easy to read

20 Al sections are clearly headed and numbered

21 It meets the word limit

22 Citations and references are complete and accurate

23 All necessary appendices are there, and include only relevant material

24 Appendices are numbered in the same way as numbered in the report

25 Pages are numbered

26 It has been carefully proof-read

27 It is neat, presented as required, and bound if necessary

28 Any necessary cover sheets are competed, such as integrity statements

© Stalla Cotirell (2013) The Study Skitis Handbogk, 4th edition, Palgrave Macmillan Research projects, case studies and dissertations JRIE
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Case studies

A case study is an in-depth study of a single
example. It offers a chance to analyse one case -
such as a single person, group, company, event,
or geographical area — as an example of a general
type. It allows you to look at something in much
more detail than is typical of other research

methods.
o\

Characteristics of a case study

A case study allows you to test out technigues or
theory in a real-life or simulated situation.

& It involves detailed analysis of a single example
of an issue, a technique, a member of a client
group, or the like.

& It is factual and is usuatly based on a real-life
subject.

@ |t brings an issue vividly to life,

® You must relate the case study to a theoretical
frarmewark, and show how it either illustrates or
contradicts the theory.

® You must show how your case study either
illustrates or contradicts previous related
research.

® You may be required to use the case
study to analyse a problem and to make
recommendations.

Advantages of case studies

o Case studies are useful in illustrating a point.

¢ They allow more investigation into small details;
these details can throw new light upon how
something really works in practice.,

® As they are drawn from ‘real life’, case studies
may show up comnplexities that do not
emerge under controlled conditions such as
experirments.

® They can be used to test out a theory.

# The level of detail considered can be helpful in
advancing the theoretical framework.

Research projects, case studies and dissertations

o Case studies may open up new lines of enquiry
for research.

® They are useful in identifying how rules, theory
or work practice should be adapted to meet the
needs of special cases.

® They can draw out examples of good or bad
practice in the workplace.

Limitations of case studies

e Case studies may not be representative of what
happens in general.

# Care must be taken in drawing up general rules
from only one case study or from only a small
number of case studies.

o Case studies are time-consuming, so only a few
can be undertaken.

Case studies as qualitative research

Case studies are examples of qualitative research.
(Differences between qualitative and quantitative
research are discussed on page 313.) A research
strateqy for a case study would include some or all
of the following:

@ [dentifying the purpose. |s the study undertaken
in order to understand an issue? To test out
a theory? To trial a product? To recommend
change?

® Reading background information. Read the history
of the case until you know it thoroughly.

& ldentifying relevant theory and research methods.

o Observing or questioning. This is usually open-
ended in the early stages, so that you do not
prejudge the outcomes.

® Analysing early data for emerging themes.
® Focusing further observation or questions on

specific themes, or on gaps in the information,
Check that what you have been told is accurate.

& Identifying probable causes of problems.
& Evaluating or testing potential solutions.
& Making recommendations for action.



Writing a case study

Structuring a case study

introduction

The introduction outlines why the case study was
undertaken, and gives a brief overview.

Background

As a student, you may be expected to include in

your case study a summary of related research on
the issues raised by your study.

Sections of the case study

The body of the report organises issues raised by
the case study into sections under appropriate
headings. Likely sections include:
® background infoermation
@ research methods used (if relevant)
® a statement of the problem, issue or focus
e early action or intervention, if any
® current action or intervention
® client responses to any action or intervention
# other peaple’s responses
# an overall evaluation of the intervention or
action
® any outstanding issues or problems
® probable causes of any outstanding problems
® possible solutions to outstanding problems
¢ an evaluation of these possible solutions.

Conclusions

Draw together your main findings. How far does
this case study illustrate or contradict previous

research and existing theory? How typical is it of
other cases?

Recommendations

List any recommendations suggested by the case
study. Good recommendations are:

® based on real needs

® reasoned — they make a good case, based on the

evidence, for what action is needed, and state

what outcomes can be expected if that action is
taken

@ clear about alternatives

® suitable — they fit the culture of the organisation
or the situation of the individual

————

® realistic - they can reasonably be afforded and

carried out, within relevant timescales and with
the expertise available

® specific — it is clear exactly what must be done,
by whom and when,

Writing style

Example: Case study writing

Rabina was then referred toan educct:oncixl e

gychologist, who tald her she was dys.ax .bri "
, chologist's repor? describes her as ‘very Brigh’ .,
l:vf;:h the ‘cognitive ability Y0 succeed at university.

Rabina had also been referred 1o sevn'z;:i e:::;gs
specialists as she appeared 1o have dll fmu:m Nl
with listening and processing sp?ken in m;ﬂ.in
The results suggested her haar'm_g wrc;sm:\lrher
rormal range. This surprised Rabina d e

rents. However, research hos _5h°wf“
E;beic people often show hearing dlffe.r‘cr‘l:ces
when given a wider range of hearing T:i‘r;o ,:;:o,-y
example, the Baltic Dysiexia Resmr‘;: ek
has found associations between dysle lessmg
ear dominance and other auditory p;ocfests
e (J°hﬂn55; 1131?6232 -u:zri not available
‘;“fe;:;::"sf s:..: m:y have hearing difficulties
1:51 have not yet been identified.

i ht

Rabina repor‘ted that as & child, :h: h:? :::t;gd -
‘qoi ' when words ‘felh o
he was 'qoing mad W
if the pagge‘. T+ is not unusual for people t: asons
io to a range ©
ibute aspects of dyslexia ‘

:LL:?:\aie sZnsz‘ 1o them as children. Usuallz‘ o
these are associated with events that cnusz the
exireme embarrassment and shame. Edwar i‘l "
(1994) has shown That the scars can last w:s o
adulthood. In
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Rabina's case, this w_as_ mnll d
being withdrawn and reluctant to joininc assr

activities. She .

Note in this example how the writing:

o focuses on a particular individual

& gives more detail than is typical of essays
& Jinks Rabina’s experience to wider research

¢ brings out what is particular about Rabina’s
experience,
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As a student, you may be asked to undertake

a variety of research-based assignments, from
smaller projects through to larger-scale projects,
dissertations or in-depth case studies.

QOnce you have learnt how to do projects and write
essays and reports, then larger-scale assignments
such as dissertations and other final year projects
should be much more manageable tasks. They
are challenging because you are more in control.
You have to make the decisions and manage the
process for yourself. They require more reading,
the collection of a larger set of data or the use of
primary sources, and take more time to analyse
and present. They require excellent forward
planning and attention to detail.

Projects and dissertations provide opportunities to
cover a subject that really interests you so they can
be extremely rewarding and enjoyable, Through
the decisions that you make, you will bring an
element of originality to the assignment although
it is not usually expected that you will make major
discoveries.

The best student projects, whether small scale

or a major piece of work, are clear and well-
defined. They are carefully thought through so
as to be manageable within the time limits, word

Research projects, case studies and dissertations
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constraints and project brief, Working within such
constraints is part of the brief, The objectives may
seem minor compared with published research,
but this is not a problem as long as the project is
well managed, has clearly written outcomes, and is
linked to previous research.

It can be a good idea to apply previous research
methods to a small sample that has not been
researched before. For example, you could use
examples from your own age group, from a
minority ethnic group, from a local area, or your
workplace. This could make the project more
interesting and relevant for you, and it would
add to the overall body of knowledge about the
subject.

If there are opportunities for independent

or group projects, consider them seriously.
Although they can be demanding, they give
you practice in applying a range of skills, not
least in project management and organisation.
They generally require you to work with a high
degree of independence and are a good test of
your problem-solving skills, resourcefulness and
seff-reliance. Because of this, it is likely that you
will find that a successful outcome is all the more
satisfying.
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This chapter offers you opportunities to:

® take charge of the exam experience
# consider some advantages of examinations

& become aware of some common pitfalls — and leam how to avoid them

¢ develop ideas for approaching revision in the long term and in the build-up to exams
® consider other preparation needed apart from revision

® develop strategies and techniques to help during the exam itself

® fearn ways of managing stress in order to facilitate your learning

o feel you have some control over the exam experience,

The prospect of examinations can be daunting.
However, you can take charge of many aspects
of the exam process so that, when you enter the
exam room, you feel in the best possible position
to perform well.

Knowing the purpose of exams, understanding
some ways that exams can be an advantage to
you, and having techniques and strategies that you
can use, can all help to create the positive mindset
needed for a successful exam experience.

The purpose of exams

The main purpose of exams is for lecturers to
check that you understand the work covered on
the course and to ensure that the work which
demonstrates this is entirely your own. Preparing
for exams inveolves a high release of energy and
an unusual degree of focus. These produce a
very intense kind of learning that is not easy to
reproduce under any other conditions.

REVISION

Brain full

Some advantages of examinations
There are some positive benefits from exams!

® You cannot be expected to give very long or
detailed answers in exams: you need to use
less information than in a comparable piece of
coursework. As a result, less in-depth research
and reading may be needed than if you were set
additional coursework.

® You don’t have to write out references or
bibliographies in full at the end.

& Examiners are generally more sympathetic about
weak presentation, minor grammatical errors,
spellings, and forgotten details than lecturers are
for coursework.

o Compared with continual assessment, there is
less pressure on you throughout the year.

Revision and exams [ELY
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What does revision involve?

Revision is the process of reviewing the work to be
examined, going over it to:

& check you have covered the syllabus in sufficient
breadth and depth

¢ remind yourself of what you have learnt

e check your understanding

e employ strategies to help recall in the exam
room.

The pressure of the exam stimulates you to

draw together the strands of your study, and to
acknowledge areas that need more work. You can
view this pressure either:

® negatively — as stress and the likelihood of failure
® or positively — as a challenge encouraging you to
heighten your own expertise.

Before an exam approaches, it is useful to make
adeguate preparations.

e Organise your notes — the pracess of sorting
out what is “essential’ helps to reminds you of
material covered during the year.

® Reduce your notes — to key headings, points and
citations (name and date only).

® Make master cards — using memory triggers.
You could also use pattern notes or concept
pyramids.

e Check your learning. Work interactively with
materials. Write out or record what you have
to recall. Test your recall. Write and test recall
of difficult material several times to build your
memaory.

Use past exam papers

Past exam papers are your best resource, The
phrasing of these might feef off-putting: questions
may seem vague as they cannot ‘give away the
answer’. It is good to become familiar with such
wording before the exam.

e Remember that each guestion links to an area
of the course. You need to find that link and
consider which issues the question is directing
you fowards.

® Look for patterns of recurring guestions.

® Check the minimum number of topics you could
have revised to complete that paper.

Revision and exams

Select what to revise
The revision process is especially one of selection.

® Select which topics you are going to revise, If
you will need to answer three exam questions,
revise at least five topics.

® Work out answers to a range of possible exam
questions for each topic, so that you feel able to
deal with almost any question that might be set
on the topics you have chosen.

® Select the most important theories, references
and evidence for each topic. It is much easier to
do this before the exam than during it.

® Organise the selected information so that it is
easier to remember (see Chapter 8).

Draw up a timetable

Work out exactly how much time you have to
revise, given potential ‘emergencies’, and time to
relax.

o [f they carry equal marks, divide the time equally
between the subjects you are studying, and then
between the selected topics.

e Set aside time for practising past papers.
® Read about time management (Chapter 5).

Build up writing speed

Quality and relevance are more important than
quantity. Concise answers can get high marks.
However, if you are used to word-processing most
of your wark, your handwriting speed may have
diminished. Practising timed essays — or writing
anything at speed every day — will help build the
muscles needed for handwriting at speed.

New reading just before the exam

Opinion varies on whether you should read

new material just before exams. it can keep

your thinking fresh and bring your work into
perspective. If reading new material confuses you,
however, just focus on the notes you have already.



Effective revision

Ten common pitfalls
in revision ...

... and how to avoid them

1 Leaving revision until
the last minute.

Revision is a way of pulling your understanding together in preparation
for the exam. You can include and plan for revision from the beginning of
the course. Here are some examples,

e When planning and reading for a part of the course, write alternative
essay titles on separate pages. Jot brief notes, or page references to
material, under each title.

o Make your notes readabie, attractive and visually compeliing as you go
through the course - this builds the memory,

@ Start to over-learn names, dates and key points earty in the year, using
notes or “flash cards’ in spare moments (see page 214), Even if you
forget them, they will be easier to learn a second time round.

| @ Begin intense revision about four weeks before the exam.
. ® Read the sections on ‘Exams’ (pages 374-8) well before the exam.

2 Reading through
notes over and over
again.

® Use creative and interactive strategies (see Chapters 4 and 8). This
keeps your mind alert, and helps to integrate information.

@ Instead of just reading, read in order to find out. The best way to do
this is to look for material related to possible exam answers. Ask in
the library for past exam papers for your course, and invent your own
questions,

® Discussing past exam questions with friends makes this process more
interesting.

® Time yourself writing some essays without looking at your notes. This
not only shows you which areas need more work but helps to increase
your handwriting speed and your abiiity to think and write under
pressure.

Chapter 14

3 Writing notes out
over and over again.

® This can be a good strategy if you learn through ‘motor memory’.
Working to different essay plans keeps the information fresh and
develops your thinking about the subject.

® Some people find that rewriting notes interferes with visual recall of
their original set of notes. For them, it is preferable to develop one
good complete set of notes, plus a series of flash cards.

® Reduce information to a series of memory triggers. Reduce a set of
triggers to one key word or image.

4 Writing out essays
and learning them off
by heart.

This is time-consuming and counter-productive - it is unlikely that the
identical question will come up in your exam. It is better to spend time
reflecting on, and practising, a range of answers, so that you over-learn
the material (see page 214). You will then be able to work with it flexibly
during the exam, selecting exactly what you need for the exact title
given.

Revision and exams

369




Ten commen pitfalls
in revision ...

5 Finding ways of
putting off revision
(such as ‘urgent’
things that need to
be done, watching
TV, or chatting with
friends or family).

... and how to avoid them

. ® Make a revision timetable which leaves empty spaces to cater for real

emergencies. Do a spell of revision before each “urgent task’.

e Use watching television or other distractions as a reward — put them in
your timetable,

o See Tricks for getting started (page 279).

¢ You may be missing company. Have a go at revising with other
students, or involve others in your revision. Explain a subject to them:
can they understand your explanation? Ask them to test you on your
memory triggers, or to ask you questicns from your notes.

6 'l can't force myself
back to study.’

¢ Go back over Chapter 4. Check your motivation.

® Rather than “forcing” yourself, encourage and entice yourself to study
through short-term goals, challenges, creativity, and studying with
others,

e Check that your timetable has sufficient breaks for rest,

7 ‘I'start to panic. | feel
I'm never going to
get through it all or
remember it.’

® Work with positive-minded people.

® Read about Dealing with stress {pages 379-81) and Memory (Chapter
8).

® Work steadily to small goals (page 117).

® Speak o a professional counsellor at the university.

8 'l can’t cope with
the boredom of it,
| start to daydream
or wonder why I'm
bothering.’

Chapter 14

® Work in many shorter spells rather than long revision sessions.

¢ Boredom suggests that you are not using a variety of interactive
learning techniques, nor using your creativity (Chapters 4 and 8).

® Look for ways of intreducing variety into your study sessions.

® Look for unusual angles on the material you have, or images that sum
up the material, Think of ways in which seemingly unrelated material
could be linked. Invent an essay or a test for yourself.

® To stretch your mind and increase your interest, set yourself greater
¢hallenges. For example, read a rmore advanced article on the subject
and consider how you could weave any relevant material into your
€Xam answers,

9 ‘'l have too many
responsibilities
to make revision
practicable.’

® Make use of short spells of time, on buses, during tea breaks, and the
like,

# Divide your material into short sections, Always carry some with you.

® Carry an exam question in your head and jot down ideas as they
OCCUL.

10 Stopping revision
before the process
of over-learning is
complete.

# Check back repeatedly over what you have learnt, reducing your
material to shorter, key rmemary triggers as your recall improves.

# Keep asking yourself: "How can | use this material to answer other
questions that might come up?

e Over-learning takes time - use spare moments well.

E¥i{tN Revision and exams




Revision strategies
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A good revision mentality requires creativity,
interactive study techniques, a high degree of
motivation, time management, working well with
others, writing skills and being able to use your
powers of selectivity, critical thinking and memory.,

As you can see, if you have used the strategies
suggested in earlier chapters, you have already
advanced towards doing well in your examns. Tick
the boxes beside specific revision activities listed
below if you consider that they would help you.
Work these into an Action plan (page 373).

Have a revision mentality for the whole
term or year

[] Make your notes clear, visual, colourful,
dynamic, and memorable. Leave lots of space
to add new information later.

] Make flash cards of key information as you go
along.

Go over material at regular intervals so that you
have less te do at the last minute,

[] see “Revision pitfafls’ (1) on pages 369-70.

Use time carefully

[ Start as early in the year as possible.

[ ] Draw up a revision timetable,

[ Draw up a Priority arganiser (pages 134-5).
[] Make a Time circle for revision (pages 131-3).
[ use stray moments for revision.

Keep a positive mindset

[] work on your mativation
{Chapter 4) and your
attitude towards exams.
Regard difficulties as
challenges for which you
can devise new strategies.

© Stella Cotirell (2013) The Study Skills Handbook, 4th edition, Palgrave Macmilian
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L] Arrange revision sessions with friends,

Ask for help

] Find out from tutors how exam answers differ
from course essays.

Use memory triggers

[J Devise memaory triggers
(Chapter 8).

L] Distil your notes to key points,
key words, and memory —
triggers.

(] Learn by heart essential information oniy, such
as dates, names and formulae.

Revise by ear (A

Chapter 14

[ ] Record yourself
answering questions
— listening to your
own voice can
help memory.

Stay healthy
L] Sleep, relax and take plenty of breaks.

Use exam papers from former years

[[] Check which questions come up regularly.

] Brainstorm answers to past gquestions,

[ Make outline plans for as many questions as
you can.

L] Time yourself writing some of these, to build
writing speed and for general practice.

[] Discuss guestians with others. Work out plans
together,

(] Consider in advance what detail needs to be
feft out of exam answers.

2
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D Revision and
& exam preparation

preparing for exams: checklist

] 1 taan find something positive for me in taking these exams
) 2 tean develop the right frame of mind for these exams

(1 3 1know exactly when the exams are

4 1am aware how many questions are required for each exam
3

| have read the course or modiute details carefully 0 check
what | am expected t0 know about the subject

6 1have organised my notes so that the material is easy 10 learn
7 1can work out how many topics | need to revise for each exam
8

| am aware of the range of questions that can come up tor
each topic

] 9 lhave made a realistic revision timetable, with clear priorities

~
g (110 1know howto work on exam answers using past papers
_:2‘; 111 Vhave started to practise WwIiting out answers at speed
[} 12 tam aware of the memory strategies | need to revise for the
exam
113 tknow how the marks are weighted for each question
114 1am aware of how to use time most effectively in the exam
115 tamaware of how to avoid common pitfalis in exams
116 lam aware of the differences between exam answers and
coursework
(117 \know howta manage stress and use it effectively
I Reflection: Improving revision strategies
n what ways have your past revisi ;
g e e
; r your next set of exams? can you
372 —
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Revision: seven-point action plan ‘%

1 Positive state of mind, e.g. checking my motivation; giving myself positive messages; working on
stress; accepting the challenge. Things [ will do to stay positive:

2 Time, e.g. going over my work from early in the year in different ways; organising a timetable,
Priority organiser (page 135) or Time circle for revision (pages 132-3); dealing with my excuses for
not revising; using spare moments. / wiif:

3 Variety, e.g. working in many short spells; using varied and interesting ways of going over my
material. | witl:

4 Over-learning, e.g. rewriting notes, flash cards, new essay plans, memory triggers. f will:

Chapter 14

5 Practice, .9. doing past questions; working under examn conditions; having a trial run, | will:

6 Peaple, e.g. revising with other people where possible. { will:

7 Selection What topics will | revise? What level of detail can 1 really use under exam conditions?
! wiff:

3
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Advance preparation for the exam
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Find out basic information

# How many exams will you have?
® When are the examns?

# What are these exarns?

# How will you be assessed?

® Are any mock exams provided?
® Where can you get past papers?

Keep a record of this infermation - see the Exams
checklist on page 375.

Find out the exam ‘instructions’

Familiarise yourself with the instructions, or
‘rubric’, on exam papers: these can be difficult
to understand if you read them for the first time
under the stress of the exam itself. They usually
indicate where to write your name or €xam
number, and how many questions you have to
answer. (The invigilator may read the instructions
aloud at the start of the exam.)

Plan out your exam time in advance

For each paper, work out the times that you will
start and finish each question — this is one less
thing to do in the exam room. Remember these
and, when you enter the exam room, jot themn
down and keep sight of them.

Practise

Like most things, exam
performance improves with
practice. Attend any mock exams
provided, even if you feel you are
not at all ready — the experience
is important. If no mocks are
provided, arrange your own with
friends or by yourself.

& Pick out an old exam paper or make up your
own questions.

® Arrange the seating so that you cannot see each
other’s papers.

« Write the answers within a set time limit - work
alone, in silence.

8 Afterwards, discuss your answers with each
other.

Revision and exams
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The week before

® Drink plenty of water in the week before the
exam so that you are not dehydrated.

# Build in movement and exercise so that you
work off excess adrenalin,

& Work daily on relaxation, so that your thinking
remains ¢lear and focused. You will still feel
some nervous enerdy, which is useful for exams.

# Learn the information on your ‘flash’ cards.
Check your understanding and memory. Find
ways of keeping up interest and motivation.

e Organise cover for any domestic or employment
responsibilities. Plan for emergencies. If possible,
arrange for child care or other support from the
day before the exam, so that you are free for
finai revision.

e Avoid people who may make you feel unsure of
yourself — those who are super-confident, and
those who panic!

® Visit the exam room and get the feel of it.

The night before

® Check over any exam details you have.

e Prepare what you will need - pens,
ruler, water, a snack, the exam
room number, your identity card, a
jumper, and so on.

® Avoid people who panic.

® Have a snack and a hot, relaxing
bath before bed. Leave plenty of
time to sleep.

The day of the exam

e Eat well before the exam, to keep
up your stamina. Slow-releasing
carbohydrates, such as bread and
cereals, are best.

® Leave plenty of time for the journey in case of
detays.

® Plan to arrive at the exam room as it opens: it
may take time to find your seat.



Exams

Subject area: . Exam title:
Date: ‘ Day: Time:

Room:

Campus: i Building:
Length of exam: ‘

Number of questions | have to answer (in each section, where applicable):

Preparation: time needed for reading through questions; choosing questions; planning answers.
Final check: time needed to check for sense, for errors, that questions are correctly numbered, neatening the
script, and so on,

Total preparation and final check time needed:

Time left for writing answers (total time minus preparation and final check time):

Total marks available Length of time to spend Time to start each new
for each question on each question answer

1

2

Any unusual features of the paper or exam conditions?

Which aids - dictionaries, calculators, etc. — are permissible for this paper?

What must | take to the exam room? Identity card? Pens? Coloured pencils? Any special equipment? A
jumper? Water? Snacks, to be eaten quietly? Glucose tablets?

© Stella Cottrell {2013) The Study Skills Handbook, 4th edition, Palgrave Macmillan Revision and exams

Chapter 14

375




\__

Chapter 14

In the exam

First things

# Orientate yourself.
® Find a positive, calm, focused state of mind.

@ Check that you have been given the right exam
paper. (Mistakes have happened!)

o Read the instructions slowly, at least twice,
@ Fill out personal details exactly as required.

® Read the whole paper. Always check both sides,
even if you think one side is blank.

* Divide your time equally among questions that
carry the same marks. |ot down the times you
will begin each question,

Selecting exam questions

@ Read each question through at least twice.

o Work out what is expected, in general, for
each question. Which part of the course does it
refer to? Towards which issues is the question
directing you?

# If a question sounds like one you have done
before, check the wording very carefully before
you select it. A slight difference in wording
might require a very different answer.

e Tick all questions you could attempt. Tick twice
the ones you could answer best. Don’t rush this
—it’s vital that you choose the questions that will
do you justice.

® For the questions you select, highlight key words
in the title, Notice how many parts there are to
the question, Read questions through phrase
by phrase to make sure you have not misread
or misinterpreted them. At this stage you may
realise that a question is not what you thought,
and may need to select a different one.

& At any time, jot down ideas you have about any
of your selected questions on a separate sheet.
Note the relevant question number beside each
idea.

Revision and exams

Writing exam essays

Follow a similar procedure to that used

when writing any other essay. Use structure,
organisation, evidence and a clear line of reasoning
- without these, you will get very few marks for
content.

Exam essays can be egsier to write because:

® you need less evidence and fewer examples than
for coursework

& you can write less about each point

® you can miss out some background detail

® you don’t need to give a bibliography or supply
detailed references

& minor grammatical and spelling errors, and
rushed handwriting (provided it's readable), are
generally less important.

‘What if | go blank?

® Don't try too hard to remember. Leave a space —
it may come back later.

# You may be too tense - use a relaxation exercise
you have used before (pages 379-81),

® Use a ‘getting started’ trick: see page 279.

® Keep writing. On spare paper, jot down any
words that have anything to do with the
question. These should eventually start to
prompt your memory into action.

® Ask yourself questions, starting with the most
basic — who? when? what? how? — until you
become more focused.

Use pyramid questions to guide you

Learn the pyramid questions {page 296} as a
song, a list or a chant. Use them to guide your
essay plan in the exam room, This is especially
useful if you experience great difficulty in
organising and structuring information at
speed, or if you go blank in exams.




Doing well in exams

Common pitfalls in
! examinations ..,

... and how to avoid them

1 Doing silly things

Siily things can fail exam
candidates or lose marks or
the examiner’s goodwill.

Well before the exam, find out what is required. Make sure you turn
up at the right exam centre on the right day. Check that you have
been given the right exam paper. Be sure to write your name or
exam number on the answer paper and on additional sheets. Read
the questions. Check the back of the exam paper. Answer the right
number of questions, Put time aside to check such details carefully.

2 Mystifying the exam

The examiner won’t pore over
your script for hours, nor see
through your answer to what
you don’t know. There is no
‘'magical ingredient’ you have
to deliver,

Examiners have a large pile of scripts. They want to get through
these as quickly as they can, with just a few minutes for each. They
miay check your introduction and conclusion for the gist of your
argument, skim the answer to evaluate your line of reasoning, check
that you are using material from the course ta support your answers,
and evaluate roughly what grade the work is worth. They are unlikely
to mark it as closely as tutors mark coursework, Often a second
marker goes through the same process: if she or he disagrees, the
extemal exarmniner’s apinion will be asked. Only excessively bad
grammar, spelling errors or handwriting are likely to stand out,

3 Using exam time poorly
and answering too few
questions

Give equal time to questions that carry equal marks — and more time
to any that carry extra marks. The law of diminishing returns applies
to the amount of time spent on any one question: if you spend twice
as long on one question, you are very unlikely to get twice as many
marks. You are more likely to pass if you give reasonable answers to
the set number of questions than if you spend all your time writing
some brilliant essays but miss out one question completely,

If you run out of the time you have allocated to one answer, leave a
space - there may be time to come back to it at the end.

Chapter 14

4 Writing everything you
know about a topic

There is no value in simply
writing down all you know to
prove you've fearnt it.

The examiner is not interested in how much you know - indeed, you
may get no marks at all for simply listing a lot of information. Just as
for coursework, marks are given for showing you can make sense of
the question, relate it to course issues, develop a line of reasoning,
evaiuate opposing viewpoints, and offer supporting evidence,

5 Abandoning structure
and the usual essay
writing techniques

Because of the speed at which exam markers work, they appreciate
answers with clear, well-organised structures, good introductions
and conclusions, correctly numbered questions, and clearly labelled
scripts which are easy to read. You lose goodwill if your script is
messy, illegible or confusing to read.

Revision and exams
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Exam strategy
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read the whole exam paper carefully?

follow all instructions?

answer the correct number of questions in full?
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plan time well, so that } can check through my answers?
know exactly how long | have for each question?

share out time according to the marks available?

use all of the available time?
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o .
read each question at least twice?
spend time working out what all the questions mean?

ask myself what the examiner is looking for?
spend enough time considering the best questions for me?

|

|
i
|

feel confident about what | am expected O do?
find questions that are similar to ones | have practised?
find } have revised enough topics?

know what a ‘good” answer looks like?

know which writing style is appropriate?

know the correct format of layout?
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plan my answefs {on paper of in My head)?
develop a clear argument {where appropriate)?
use examples from the course materials?

| keep strictly to answering the question set?
avoid irrelevant detail and going off at tangents?
get to the point quickly?
avoid flowery language and vague introductions?
include an introduction and a conclusion?
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keep focused on the exam during the exam?
check my answers for mistakes?
check my answers 1o see if they make sense?
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Dealing with stress

A mild degree of stress
can be helpful, providing
a challenge with
stimulation, excitement,
and focus. Some people
deliberately search out
stress to make life more
exciting.

Studying towards deadlines and exams
involves different amounts of stress for each
student. Added life pressures, such as shortage
of money, difficult relationships, bereavement,
or changes in your work, family or housing
situation, can all add to your stress level.

Excess stress can severely affect physical and
emotional health, concentration and memory.

if you suffer from excess stress, you need

to take steps to reduce it. The signs can be
extrernely varied.

spot the signs
Do you ..-

ina?
[ tie awake worrying: -
] feel quilty when you aren’t working?
C1get frustrated easily?

' heavy pounding

] qet a dry mouth, eav)

- ir a ‘butterfly’ feeling 0 the .hea_rt,
sweaty hands, nausea, of twitching

muscles?
[ gritor grind your teeth? X
71 flare up easily at other people?
] reqularty eat in a hurry, or go on
binges? o
[} smoke or drink ‘to unwind ? i
[ drop or break things frequently?

] notice signs of increased irritability,
i i ?
tearfulness or moodiness:

W Reflection: Stressful situations

L

Know your own triggers

When do you start getting worked
up?

() When things are not going your
way?

(] When work mounts up?

L] When you are trying to please too
many people apart from yourself?

(] When other people seem to he
doing things badly, or better than
you?

[ When you set yourself unrealistic
goals?

[T I traffic jams, or using public
fransport?

Chapter 14

] Other triggers?

i In your journai, list the times when you get
most stressed — or what makes you feel tense.
: Describe what happens. What do you do to
- handle the situation? What else could you do?

(1)

Look at the suggestions on the folfowing page.
. Tick things you could try out. Which ane will
- you try first, or next?

Reflection: Managing stress

Revision and exams
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Managing stress

Stay relaxed

Sleep properly

L] Aim to sleep for 7 hours each day. More or less
than this can tire you.

Take breaks

Give yourself regular breaks in whatever you are
doing.

Use the STOP! exercise

(] Let yourself stop
everything for a moment.
Breathe slowly or count
to 100,

® Let yourself srile - 5
even if this is difficult. ) =

# Spread out your hands '
and relax your fingers.
Let your hands and feet
be still.

® Repeat “Stop’ to yourself until you feel calm.

Chapter 14

Monitor your state of mind

One aspect of stress is the attitude we take towards
challenges. The situation and feelings that panic
one person may excite and interest another.

Listen to the voice in your head

[ if you tend to think, ‘I can't ...", Other people
can ...” or ‘I'm useless at ...", you need to
change the record!

¢ Turn the message round: ‘I can ...", 'l have
already ...", ‘l am able to ...", ‘1 am going to

Revision and exams

Question your way of thinking
Ask yourself questions such as:

[ 1 Is there another way of thinking about this?

L] Am I being a perfectionist?
Am | expecting too much of myself {or others)
in the current circumstances?

[] Am | getting things out of proportion?

(] What is the effect on me of having this
attitude?

L] Am | blaming myself for things that can't be
helped?

[_] What can | do to improve matters?

Manage your time

Be organised

O Organise yourself to avoid
stress. Make timetables
and action plans to avoid
predictabtle crises and
panics. Take control of
your time.

Set priorities

] work out your priorities and when you will do
each of the tasks. Work out which things can
wait — and let them (see pages 134-5).

Take care of your body

Get exercise

[] Do something
energetic —walk,
swim, run, play a
game, clean the
room, do some
gardening. Get
rid of pent-up
energy and excess
adrenalin (see
pages 208-9).

© Stella Cotirefl (2013) The Study Skills Handbook, 4th edition, Palgrave Macmillan



Have a healthy diet

[ Check what you are
putting into your
body. Could you fill
it with less coffee,
less smoke, less
alcohol and fewer
chemicals? Does
your body need bigger helpings of substances
that help it renew itself - such as food and

water? 5

Refax

Treat yourself
[L] Take a relaxing

bath. Don’t 8
rush it, Light
a candle, or 9

treat yourself to
aromatherapy oils.

[L] Put some time aside every day just to enjoy
yourself or to do nothing. Try to get at least 20
minutes on your own in quiet.

Celebrate success

[ Reflect on your achievemnents over the day or
week — and reward yourself, 1

NN

are lying down on this, sinking down
into it and floating away.

[] Imagine that you are on a magic
carpet. Look down at the landscape
moving beneath you.
Where would you like
to visit?

[ Imagine that you are

on a mountain top,

enjoying the view.

© Stella Cottrell (2013} The Study Skills Handbook, 4th edition, Palgrave Macmillan

Breathe calmly

[ After relaxation, sit or lie comfortably. Close
your eyes, Put on relaxing music if you wish.

Daydream 2
H Imagine that the floor is a cloud or a
big bail of cotton wool, and that you 3

Use a relaxation exercise
[ Take time to relax, consciously,

Lie on the floor or sit in a comfortable chair,

Clese your eyes and breathe out slowly
several times. Don't force the breathing.

If your mind is racing, do the "Stopl’ exercise
{page 380).

Notice where your body feels tense.

Then do each of the following several times,
Clench your toes tightly, count to three, then
‘let go’. Repeat this several times.

Repeat this with all the muscles you can,
working from your toes up to your neck.

Pull your shoulders right up te your ears -
and let them drop. Repeat several times.
Screw up all the face muscles. Then relax,
Open your mouth into a big yawn,

[magine yourself in a peaceful, beautiful,
safe place. Listen for sounds and look at the
colours there. it can be any place, real or
imaginary. This can be a safe ‘retreat’ in the
mind for you to go when stressed.

Imagine that you are breathing in calm and
tranquillity with each in-breath, and letting
go of stress with each out-breath.

Think of one word you find soothing, and
repeat this in your mind.

Do this for about ten minutes — or longer if
you like,

-
F
[
L
i
j=
2]
L
L

N you find that difficult, just stay still and be
quiet. Listen to the sounds around you.
[J Meditation classes may also be helpful.

Further reading

® NHS Website http://www.nhs.uk/
livewell/stressmanagement/Pagesf
Stressmanagementhome. aspx

o Wilkinson, G. (1997). Understanding Stress.
London: British Medical Association (‘Famnily
Doctot” series).

® Wilson, P. (1997). Calm at Work. London:
Penguin.
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Review

Examinations are a culmination of your term’s

or your year's learning - not just of the course
content but also of strategies you have developed
over the year, Many of the strategies that help you
to do well at exams are similar to those needed
for any assignment: organisation, selection,
developing your point of view and line of
reasoning, and structured writing skills.

This means that revision and exam preparation
are not separate events, completely divorced from
the other learning activities you undertake in the
year. If you have worked steadily all year, the exam
period will be more manageable.

Don’t build the exam out of proportion. If you
don’t pass, you are usually offered a second
chance. If you still don’t pass it, it's not the end of
the world - there's life beyond exams, and success
without a degree. Your health, family and friends
are not worth sacrificing for the sake of a degree.
However, if you revise well and stay calm, itis
highly probable that you will pass your exams.

Revision and exams

Regard heightened nervous energy and some
stress as a useful friend. However, take care to relax
and keep stress to a manageable level, Remember
that the examiners — often your tutors — generalty
want you to do well. They will be looking for ways
to give you marks and help you pass.

If you wish to hone your revision and exam skills,
you may find it helpful to read further: Stella
Cottrell, The Exam Skifls Handbook: Achieving Peak
Performance, second edition (Palgrave Macmillan,
2012). Exams can be an exciting time. By the time
the exam is over you will probably feel that you
really know your subject!

Immediately after the exam, you may feel a little
deflated - be prepared for that possibility. Arrange

something enjoyable and relaxing as a reward.

Celebrate your achievements,



Part E
Drawing it together
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15 Planning your next move

Once you have been a student for a while, into more detail about particular skills, such
worked on a number of assignments and had as critical analysis, preparation for exams, or
occasion to develop your study skills, it is likely writing up a larger-scale assignment such as a
that your academic performance will have dissertation, depending on what is most live for

developed substantially. Students often do not you at the moment.
appreciate just how far they have improved
until they look back at their earlier work and
reconsider the issues that had been more
problematic earlier. Many small, incremental
changes can add up to large gains in confidence
and achievement. It can be a real boost to your
confidence to see how far you have travelled.

For most students, the relationship between
the skills that they are developing as a student
and those that they can apply in the workplace
becomes increasingly important as they

move through their course, It is usually best

to consider your broader skills set within the
context of career planning from as early as

It is also true that progress can be uneven, possible in your course.

with great advances in some areas and less in
others. The increasing demands made of you
throughout your course can mean that you find
that somne skills need continual development or
fine-tuning.

For all of these reasons, it is useful to stand back
and to take stock of where you are now, what
you will do with the skills that you have gained,
and what further advances you would like to
make.

It is useful, at this point, to consider where to

fine-tune some skills beyond the generic level

of this book. You may find it helpful to go

Drawing it together JERE






Chapter 15
Planning your next move
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This chapter offers you opportunities to:
# identify your study achievements so far
» evaluate your achievements

# understand what is meant by ‘personal development planning’

® identify your personal planning to date

® identify the next set of targets for your own progress,

This chapter is an opportunity to take stock of
what you have achieved so far. if you have worked
through one or more chapters of the book already,
then the Evaluating achievement chart on page
386 is one place where you can record your
evaluation of what you have learnt.

To make an accurate judgement about what

you have achieved - neither understating it nor

overstating it — you will need to consider a number

of points:

® What do you believe you have achieved? What
can you do now that you could not do before?

e What is the evidence of your achieverment - how
do you know that you succeeded?

® What is the significance of your achievement -
what does it mean, and how does it help?

® What is still feft to do? There Is always room
to fine-tune skills so that you can work more
creatively, more effectively, with less stress, and
so forth. In addition, you may lose skills if you
do not make use of them. Plan opportunities to
practise your skills.

® What new challenges do you wish to set
yourself? How can you broaden your range of
skills or your perspectives on life, and open up
new opportunities?

Study skills are part of a developmental process.
This book has suggested study strategies and
cencepts that can be applied to most aspects of
study. They have been used effectively by students
at all levels, including postgraduates.

However, successful study also benefits from a
range of ancillary skills more commeonly associated
with the concepts of ‘personal development’

or ‘cantinuous professional development’ than
traditionally linked with the term “study skills’.
Developing your skills and experience on a broad
front can have a positive impact on academic
work, on career outcomes, and on personal well-
being.

This chapter introduces the concept of personal
planning. It maps out personal development
already addressed through this book, and begins
the process of setting targets towards a wider set
of personal goals.

Planning your next move
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§ Evaluating achievement
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Identify one study skill achievernent that particularly pleases you, of of which you are proud. You can use
the following table to analyse your achievement in more detail and evaluate your progress. When you
have completed this sheet, you might like to repeat the process with another of your achievemnents.

Prompt Evaluation ;

What | have achieved

What has changed? (For
example, what can | do now |
that | couldn’t do before?)

How | know | have achieved
this

Whiat is the evidence for my
achievement? (For example,
how | feel, comments from
other people, or changes in my
marks.)

What | did to achieve this
What steps did | take? (Did |
change my attitudes, habits or
behaviour? Did | have a good
strategy? Did | ask for support?
Did | practise skills? Did | reflect
on my performance?)

Chapter 15

The significance or relevance
of the achievement

What is significant or
meaningful about this
achievement? (Why is it
retevant or important? Why am
| pleased or proud about it?)

Taking it further

What can | do to build upon
this success? {How can | fine-
tune my skills further? Could
| apply these skills to a new
situation? What is my next
step?)

Planning your next move © Stelia Cottrell (2013} The Siudy Skills Handhook, 4th edition, Palgrave Macmilian



Planning your future |

Personal planning

Study skills activities are part of a wider process of
personal development or personal planning. This is not
a task you undertake ence and for all: rather, it is an
attitude towards your future. It has no limits; it does not
come to an end.

Personal planning is a process that helps you to:

deepen your understanding of yourself

become more aware of what really motivates you
identify what you want for your life and career
become aware of what the opportunities are that

are open to you, and what you would need to do to
access these

plan over the longer term towards goals that are
important to you

identify strengths and consider how to make hest use
of these

identify personal limitations and address these
realistically, such as through training, further
qualifications or adapting your goals

consider how you come across to others, such as
employers

make more effective use of work-based processes such
as annual review or appraisal.

What does personal planning involve?

Reflection The focus of your reflection will change
over time, but involves thinking deeply about issues
such as what kind of person you are now, who or what
you want to be in future, why this is what you want,
your alternatives and opportunities in life, and what
kind of life journey you want.

Increasing self-awareness Personal planning requires
you to be aware of your individual strengths, interests,
inspirations, preferences, qualities, and ambitions —
and of your own weaknesses and shortcomings.

Being informed You are active in finding out about
opportunities and choices that are cpen to you, and in
broadening your perspective.

Toking personal responsibility  You take charge of your
education, training, choices and forward planning.
Developing a strategy to get where you want to be
Personal planning helps you review your pasition, set
yourself goals and targets, take action, develop skills,
and identify further training needed.

T S

Seven benefits of personal planning

Universities and colleges generally offer
careers guidance and opportunities for
personal planning so that students are
better prepared for life and work. There are
many benefits to this: here are just seven of
them,

1

It gives you a clearer sense of your
direction and purpose. Many students
are unclear about what they want to

do after university, and may make the
wrong choices early on.

Direction and purpose make study more
meaningful. This builds motivation,
which you can direct to achieve your
academic goals.

The reflective, strategic, analytical

and creative thinking skills associated
with personal planning are relevant to
academic study, and are useful in most
life contexts.

It gives you a better sense of who you
are in the world and what you want: this
in turn will give you more control over
your future,

Typically, it spurs you on to develop skills
and to take on activities that give you

a broader portfolio of experience when
you leave university or college. This
enables you to compete for better jobs
and to cope in the wider world.

It can increase your self-confidence,
based on better knowledge of yourself
and your opportunities, and advance
planning.

You will receive more than just a degree
from your education.

Chapter 15

6 Personal planning

. ® What other benefit, if any, wouid you

add to the list above?

® Which three benefits are the most

important to you?

. & Which aspects are not very important

to you?

Planning your next move [0
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Personal development already undertaken

Personal development as a student

Earlier sections of this book have already
introduced strategies that support personal
development. Below are some examples.

# Understanding skills development in relation to
different contexts:
- identifying skills and personal qualities
(Chapter 2)
- understanding personal learning styles and
preferences (Chapter 3).
# Planning:
- setting goals and targets so that you can
measure your progress (pages 117 and 397)
_ clarifying what you want from your studies
in order to increase your focus (Chapters 1,
Z and 4).

¢ Developing a strategy:
- using your own goals, experience,
learning styles and preferences to develop
personalised strategies (Chapter 4).

+ Monitoring and evaluating performance:
- self-evaluations (pages 51, 97-8 and 386).

Your personal development history

Even before you entered Higher Education, you
were engaged in processes of personal planning.
For example, you may have selected qualifications
at school or college, chosen part-time work for
axperience, picked the most suitable university or
¢ollege, or even moved home.

\
; Reflection: Personal planning

. ® In what ways are you using personal
planning now, to make choices that affect
your future — for example, how you choose
to spend your time, how you make subject
choices, how you choose work experience,
any volunteering you do, and any other

. extracurricular activities?

. ® What do you hope to achieve through these

. choices?

. ®» How could you improve your personal

. planning so as to prepare better for your
future and to broaden your horizons?

L -

WG Personal development history

Identify [/] which types of personal planning you
have already undertaken.

Cl Researching and planning in order to
complete a qualification or programme at
school or college.

[ Researching and planning a major life event
{such as the birth of a child, or meving
hame).

[ Researching and planning an event (such as a
party, festival or degree show).

L] Researching and planning to inform your
choice of college or university.

[] Research and planning to inform your choice
of course.

[J Research and planning to find a part-time or
full-time job.

] Planning a study project or work project,

(] Thinking through how to give someone bad
news,

[] Balancing a busy schedule.

L] Planning how you will develop a skill over
time (such as driving, technical skills, orin
sports or arts).

(7] Thinking long-term when making choices.

[] Taking specific courses to develop personal
awareness (such as in management, coaching
or counselling).

[] Taking courses to develop your personal
interests.

] Travelling in order to challenge your ideas
and broaden your perspective,

] Building my CV through activities outside my

course. 5
S

Planning your next move



Planning towards a career

Plan ahead

If you wish to gain a good job as a graduate, the
process of preparation cannot begin too soon.

By themselves, your degree subject and grade

will not usuaily be enough to impress employers.
They will also be locking to see how well you can
demonstrate skiils and attributes they value. They
will be looking, for example, for people who can:

® take responsibility for themselves, for other
people, and for the work they will be given

® plan ahead to address future needs

® spot and create opportunities

® make the best use of epportunities that arise

® demonstrate an understanding of the employer’s
needs

® take responsibility for personal development and
for improving performance.

Ideally, planning should start in your first year of
study, so that by the time you apply for jobs as a
graduate you are in a strong position.

( @@?%

Plan the steps ahead

Develop a ‘rounded portfolio’

When you apply for a job, the subjects and

extracurricular activities you have been engaged in

will count. When you make job applications, you

will be asking:

e ‘How have I used my time ...7

® ‘What have | done that will make my application
stand out?’

& ‘What will make this company consider me
rather than somebody else?’

® ‘What evidence have | got that | can deliver the
skills they are asking for?”

® ‘What experience can | offer ...?’

Your time at college or university is an investment.
Obviously, it is important to spend time gaining
your degree. However, you do not have to invest
alf your time in study. There are ‘smart” ways of
using your time and putting a degree together, so
that you leave with a rounded portfolio.

Typically a rounded student portfolio wili contain
‘investment’ in at least three of the following:
the degree subject(s)

complementary subjects

skills development

unusual technical expertise

work experience

volunteer activity

contributing to the community

a position of responsibility

a broad set of skills that could be transferred to
the workplace.

OO0 s b R W N -

Activity Personal portfolio

- & In which of the nine areas listed above have
you invested already?

~ @ Realistically, what else could you undertake in
the next six months to develop your personal
portfclio?

Planming your next move
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Career readiness
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Below are suggestions of steps you can take now
to develop your readiness for later when you apply
for graduate jobs.
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Visit your Careers Service

It is never too early to use the Careers Service.
Choices made in the first year and early in the
second year can have long-term effects. Maost
Careers Advisers would prefer that students visit
the Careers Service in their first year. An early chat
about your aspirations and goals can point you in
the right direction, help you make good decisions,
and save you time and money later.

Your Careers Service will have a library of up-to-
date information about employers and different
professions. Find out the full range of career and
academic choices that are open to you as a result
of the subject options you are taking — almost half
of graduates enter careers that have little cbvious
connection with their degree subject.

Planning your next move

What the Careers Service can offer

The Careers Service can advise you on how to

make the best use of your time while you are a

student, so that you:

e develop your ideas about the kinds of jobs you
really want

# choose the right subject options for careers that
interest you or suit you best

& are aware of the skills and qualities emplayers
want in the fields of work that interest you

» make the best use of opportunities open to you
as a student

® prepare well in advance for the kinds of jobs that
interest you

® are aware of the range of opportunities available
to you, through university and beyond.

University Careers Services often have a jobshop
or similar facility to help you gain student jobs ar
work placements while you are studying.

Prepare questions for the Careers Adviser

It may help to ask the Careers Adviser:

® What kinds of jobs are open to me because of
my dagree subject?

e What kinds of jobs do mast students with my
degree enter?

e What further training would | need far the career
I have in mind?

o What competition is there for that career?

e What additional things will employers be looking
for, apart from my degree?

e What can | do while at university to improve my
chances of getting a good job in the area that
interests me?

Labour market trends

Ask Careers Advisers about current trends in the
labour market, and how these may affect you.
What opportunities are there?



Find out what kinds of jobs graduates enter when
they feave your discipline. Decide whether these
interest you. If so, how can you put yourself in a
good position to compete for them?

If those jobs do not interest you, there is no cause
for alarm. A very wide range of jobs are open to
graduates from any discipline.

Decide what is important to you

Many students find it useful to talk with a Careers
Adviser about what is involved in pursuing a
certain career. Before you commit yourself to a
particular route, make sure that you know what
the job would entail.

Beware of the apparent glamour of some jobs:
search below the surface for details of what day-
to-day work would be like, and think whether this
would suit you. For example:

# Are long hours expected of employees in these
kinds of jobs? If so, would you be prepared to
work those hours?

# Would you be willing to work for many years on
a training wage until you were fully qualified?

#* Would you be prepared to take more
qualifications in order to pursue your chosen
career?

® Can you afford the further training?

e Would you like the kind of people who are
usually attracted to this kind of work?

& Would a lot of travel be required? If so, would
this be acceptable to you?

® Would you be likely to be moved to
different parts of the country, or to other
countries? Would you mind?

#® How stressful is the job? How much stress
would you be prepared to put up with?

® Are there any health and safety risks associated
with this kind of work?

¢ What would be the effects of this kind of job on
family life? Would you be prepared to accept

Your answers to these questions are not simply
about the type of work you think you would like
but about the kind of fife you want to lead, the
sort of person you want to be, and the people with
whom you wish to mix,

Choices of study options

It pays to consider the full range of subject options
open to you. Consider whether you could:

® take a complementary subject that would
give you an unusual but marketable range of
expertise

* develop new skills or languages

* develop an international perspective

¢ develop business skills

¢ develop relevant professional skills

® create an oppartunity for work experience.

However, bear in mind that there will be many
learning apportunities throughout your life when
you could catch up in areas that you have missed.

Stand out from the crowd

Consider what opportunities you can make use of
now so that later, when competing with others
for jobs or academic places, you stand out as
‘distinctive’.

Chapter 18

these?

& Would you be expected to socialise regularly ,}é
with colleagues? Is that something ~
that would appeal to you?

Stand out from the crowd
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Develop your CV

When you apply for a job, you will probably be
asked to send in a curriculum vitae (CV), On this,
you list your educational and work history, your
interests, and other activities you have undertaken.
Your academic qualifications form only one part

of a CV. If you do nething but study whilst at
university, you may have very little to write on your
CV or to discuss at interview.,

You can expect employers to ask for examples of:

® where you have demonstrated certain skills

® how you dealt with certain kinds of situation
typically encountered in the workplace (such as
dealing with the public}

# voluntary work or public service.

It is worth planning ahead to ensure that you build
up at least some experience upon which you can
draw for application forms and interviews. This
may be through work experience, performing,
putting on an exhibition, or some other activity.

Write a CV

Write a CV and keep it up to date. Maintain good
records and keep track of expetience, jobs, dates
and addresses of employers. You may need to send
out a CV at short notice, so update it regularly.

Update your personal records

Keep a good portfolic of your personal records.

Every six months, write a thumbnail sketch about
yourself. Include the following.
® What inspires you most at present?

¢ How have you used existing skills in new
centexts?

» What personal qualities have you developed out
of recent experience?

® What are your long-term goals now?
® What are your immediate goals and targets?

Planning your next move

Gain work experience

There is no substitute for work experience - it
builds a range of skills and attitudes that are hard
to learn through study. Work experience need not
necessarily be in a relevant area. If you want to
enter a career quickly after graduating, it can pay
to have any kind of work experience during your
time as a student - especially if you have not been
in paid employment before,

There is a wide range of cheices:
® paid employment
& voluntary work schemes

# sandwich programmes, work-based learming
modules or work placements

® work placements abroad

® internships

® mentering-in-schools projects

® artists in residency (for arts students)
& Student Union work.

Broaden your life experience

Identify ways of broadening your outlook, your
range of skills, and your ability to deal with a wider
range of people. Build your confidence in coping
with a wider set of circumstances and situations.

Give sericus attention to undertaking a range

of activities apart from study. Take on positions
of responsibility so that you can develop and
demonstrate your ability to cope with difficulties
and show leadership skills.

If you work, see whether you can take a work-
related study option to make the most of the
experience — many universities and colleges now
offer these. Consider undertaking community
work, Student Union work, drama, music, or
political activity - there is usually a wide range of
activities on offer.



Lifelong learning?

"

What is lifelong learning?

The rapid rate of change in knowledge, technology
and society means that it is now essential to keep
updating skills and expertise. in addition, there are
far more opportunities, today, to change career or

to develop specialisms long after leaving college
and university. Increasingly, employers expect
graduates to demeonstrate personal commitment
to continued personal development (CPD) and an
appreciation of lifelong learning.

Universities and colleges contribute to lifelong
learning, providing oppertunities for graduates to
develop expertise in new areas. This can be very
useful if you did not make ideal academic choices
first time around.

Developing skills as a student

As you reach the end of this study skills book,
you may feel you know all you want to know
about skills development. It may indeed be time
for a break. However, the challenge of continued
personal development will remiain.

® No one person is likely to have a perfect set
of skills and strategies which will meet every
eventuality. There is always sorething that can
be improved or updated.

@ At each level of study at school, college and
university, the skills needed will be more
sophisticated than at the previous level. At each
new level, more will be expected. You will need
new strategies and ways of thinking.

New opportunities for personal
advancement

Many universities and colleges now offer
opportunities for a wide range of additional
learning, including the following:

® Postgraduate or higher-level programmes.

o Continuous professional development courses.

# Short courses at various levels, including courses
1o update skills.

® Additional modufes — the chance to take a few
units of study to suit your needs, rather than an
entirely new degree,

® Credit accumulatiort - this enables students to
build up academic credits over a tong period of
time, to suit their work and life circumstances,

® Extra-mural studies — these ‘continuing
education’ programmes enable people to
follow up on interests either before or after their
degree.

o Work-based learning — programmes offered in the
workplace, or with workplace assignments.

& Work-related learning — at college or university,
but centred on work.

Even while you are taking your degree, it is worth
finding out about the range of future study options
on offer. This may help vou now, when making
choices about optional aspects of your course. For
example, you may prefer to leave some specialist
areas relevant to your career interests to a future
post-graduate course.

C) Identifying opportunities

: ® What opportunities are open to you for
- adapting your degree programme or for
taking options that develop unusual skills?

Chapter 15

¢ If there are aspects of your programme that
¢ do not interest you now, can they be studied
in the future instead?

® What opportunities are there for gaining
credit for work-based learning?

Planning your pext move [JEKS
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Where next?
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This book has taken a broad approach to academic development. It provided opportunities to:

e develop your understanding of a range of concepts that can assist the learning process

o undertake reflective activities that can increase your awareness of your own learning develecpment
o learn how to study successfully while working with other people

& develop skills of prioritising, action planning and self-evaluation.

Most of these developmental skills will remain important in advancing your acadernic, personal and
professional success. The next step is to identify which of these skills would be usefully developed further.
The following table will help you explore your experience and skills at a more advanced level than that
covered by this book so that you can identify your next set of personal targets. Resources that you might
find helpful with these areas are listed on pages 402-3.

Knowledge, skills, qualities and experience i Already | Wantto | Wantto | Order
good know develop | of
more further importance

1 Understanding success and self-

management

® Understanding more about my personal
motivation, inspiration, goals and values

e Understanding factors that contribute to
success and improving personal performance

e Managing ‘goal inertia’

* Working at my ‘personal edge’

® Developing emotional intelligence

* Keeping myself organised

Chapter 15

2 People skills

e Developing rapport and mutual trust
¢ Building on tearmwork skills
® Using ‘Action sets’ for mutual support
# Developing assertiveness and skills in

persuasion and negotiation |
# Dealing with difficult people and situations
® Exercising leadership

3 Creative thinking and problem-solving

& Using the brain more effectively to generate
ideas and improve performance

& Developing confidence in creative problem-
solving and ‘thinking outside of the box’

® Taking and managing creative risks

# Employing strategies for addressing basic and
complex problems

# Managing tasks and projects successfully

# Using performance indicators (PI)

Planning your next move © Stella Cotirell (2013) The Study Skitis Handbook, 4th editlan, Palgrave Macmitlan



Knowledge, skills, qualities and experience

4 The art of reflection
® Understanding ‘reflective practitioner’ models
and approaches
® Understanding different stages in the
reflective process
® Applying reflection in useful ways
® Presenting reflection within assignment

Already
good

Want to
know
more

Want Lo
develop
further

Order
of
importance

5 Successful job applications
¢ Choosing a graduate job
¢ Understanding more about what employers
are looking for
® Making good job applications
® Being more effective at job interviews

6 Critical and analytical thinking

@ Developing skilis in clear thinking

® Improving the use of critical analysis in
written assignments

® Understanding how to build well-structured,
consistent arguments

® Evaluating evidence

& Identifying flaws in other people’s arguments

7 Improving performance at exams and

assignments

® Understanding more about what examiners
are looking for

& Improving revision and exam techniques

& Developing strategies for various kinds of
exam, such as multiple choice, essay-based
and viva exams

e Using technology to support my studies

e Undertaking larger-scale assignments such as
dissertations and research projects

un
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8 Improving underlying academic skills
& Improving my use of grammar
& Improving punctuation
& Improving my writing style
& Knowing more about referencing

© Stella Cottrell {201 3) The Studly Skiffs Handbaok, 4th edition, Palgrave Macmillan
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égf? Clarifying personal targets
N A ——————

e Look at the previous activity (pages 394-5), and note the skills you wished to pursue further.
e Of those you identified, which three are your top priorities?
& To focus your thinking on these, complete the boxes below for your three chosen targets.

Target 1 Target 2 Target 3

1 What is the point
of developing this
skil? (What are the
benefits to you?)

2 What s your goal or
target?

3 How will you make
time to do this?

Chapter 15

4 What support or
guidance will you
need? Where will
you go for this, and
when?

5 What would
demonstrate that
you had achieved
your aim?

XN Planning your next move @ Stella Cottrell (2013) The Study Sikitis Handbock, 4th edition, Pakgrave Macmillan
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Chapter 18

What now?

Although this is the end of the book, it is not the
end of your development as a student.

Using The Study Skills Handbook after a
first reading

The Study Skilis Handbook is not designed to be
worked through a single time. As you develop as
a student, you will find things of benefit that you
missed the first time around. Browse through the
text from time to time - you may be surprised at
what catches your eye.

Menitoring your progress

As the Handbook has emphasised, as an adult
student you are ultimately responsible for
monitoring your own progress. If you keep a study
journal, read back over it and note changes in your
ideas. Return to the self-evaluation questionnaires
and complete these again. Compare your current
answers with your earlier responses. What changes
do you note? How have you changed as a person?
What did you identify for improvement, which
you then forgot all about? Does this still need
attention?

Need help?

If you feel you are not making the progress you
would like, make an appointment t¢ see a study
adviser or counselior, your persenal tutor, or your
year tutor. When you meet, take evidence of your
difficulties as well as your attempts to resolve -
them. Tutors can help you best if they see how
far you can manage on your own, what you have
already tried, and where they need to focus the
support. If you turn up empty-handed, there may
be very little they can do to help.

Planning your next move

Looking backwards, looking forwards ...

In this ¢chapter you have returned, in some ways,
to the starting point of the book. The book began
by inviting you to review your skills and to identify
your own priorities. In this chapter you have
reviewed your achievements and evaluated some
that are most important to you. You have also
begun to identify next steps forward in your own
personal development.

Having been through different levels of study

at school and now at university or college, you
will have become aware that where one stage of
learning ends, another begins. Increasingly this
process of personal development is a feature of
professional life. Many jobs you may enter as a
graduate will expect you to take responsibility for
this process of:

e evaluating your own performance

® identifying areas to improve

# identifying your training needs

# developing a strategy and an action plan to
address these

® monitoring your own progress

# evaluating successful achievement,

Whereas the book has focused mainly on study
skills, this chapter has encouraged you to consider
your skills development in the wider context of
your life and career ambitions. The final activities,
on pages 393-7, encouraged you to think about
different, often more advanced, aspects of skills
you have already developed. 1t is up to you
whether you take this further.




Appendix 1
Quick multiplier

Use the grid below to see what number results Spend time seeing whether you can detect any
when you muitiply a number from the top row patterns in the numbers. For example, look at the
with a number from the left-hand column. final digits in the 4 column, the 5 column, the 9
The diagonal shaded row shows each number column and the 77 column.

multiplied by itself.
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Appendix 2
Online research tools

General help sites and academic search
engines

Google Scholar
A specialist branch of the main Google search

engine that focuses searches on ‘scholarly” material

such as peer-reviewed articles:
e http://scholar.google.com/

Web of knowledge
Very wide content on a range of subjects:
& http://wokinfo.com

The Open Course Ware Consortium (OCW)

Provides students with access to free course
materials from Higher Education institutions.

& www.ocwconsortium.org (UK and USA)

BASE

The Bielefeld Academic Search Engine is an open
source database which allows you to search for
academic articles and materials on any topic:

® www.base-search.net

COPAC

The Catalogue for the Consortium of University
Research Libraries:

¢ http://copac.ac.uk

ingentaConnect

Access to online journal abstracts and articles,
many free of charge:

® http:/f/www.ingentaconnect.com

Onelook

Will quickly check through over 150 online
dictionaries for you:

® www.onelook.com

EDIR  Online research tools

EBSCO EJS

Provides access to electronic journals from various
publishers:

® http://ejournals.ebsco.com

Athens AMS

Access to journals and online content to students
in participating HEls;

® http://auth.athensams.net/my

Find Articles

Access to articles from magazines, journals, trade
publications and newspapers:

e http://findarticles.com

Questia

A large online library with a broad selection

of complete books and journal articles in the
humanities and social sciences. There is no charge
for searching the library, but a subscription is
required to access publications:

& http://www.questia.com

Internet tutorials

Several sites provide tutorials on using the internet,
and some teach basic research strategies. You can
choose tutorials on general internet skills or skills
specific to your subject:

® http://www.vtstutorials.co.uk
® http://www.netskills.ac.uk

Digital Repositories

JSTOR

Has over 1000 academic journals, and a wide
range of primary source materials such as
documents, data and images relevant to those
undertaking academic study and research:

® www.jstor.org




The Universal Digital Library

Has digitised versions of many printed sources, and
is aiming to offer at least 10 million books online;

* www.ulib.org

Wikipedia

See page 163 for more information,
& http:/fen.wikipedia.org/

Subject sites
Arts and humanities
& http://www.jurn.org/

Biology

¢ http://www biclogybrowser.com
Chemistry

* http://'www.chemistryguide.org/
Computing

# http://arxiv.org/corr/home
Education

ERIC and the British Education Index:
* http://www.eric.ed.gov/

Engineering

® http://www.techxtra.ac.uk/
Geography

® hitp://www.gecinteractive.co.uk

History
o http://’www.connectedhistories.org/

Law
# http://www.infolaw.co.uk/

Mathematics
& http://mathworld.wolfram.com/

Medical, biomedical and pharmaceutical
Pubmed: medicine and biomedicine:

® www,nchi.nlm.nih.gov/pubmed

® http://www.embase.com/

Nursing and health

& http://www.nursing-portal.com/

Psychology
® http://www.apa.org/psycinfo/
Science:

® hitp://www.scirus.com

Social science resource databases:

® http://infomine.ucr.edu
® http://www.ssrn.com/
® http://www.eldis.org/

Subject directories

Websites for finding lists of subject directories;

# http:/Amww.ipl.org
® http://www.sweetsearch.com
® http://searchenginewatch.com

Online research tools
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Appendix 3

Further resources on managing and
studying as a student

402

1 Resilience, self-management and
managing as a student

Cottrell, 5. M, (2013 and annually). The Palgrave
Student Planner. Basingstoke: Palgrave Macmillan.
Resources to help you plan and organise life as a
student. it includes diary pages, a term/semester
planner, revision timetables, financial planners,
checklists, travel planners, sheets to record
birthdays and events, tutor tips, library books
you have on reserve, and lots of websites and
information relevant to managing day-to-day life
as a student.

Goleman, D. (2011). The Brain and Emotional
Intefligence: New Insights. Northampton, MA: More
than Sound.

Lucien, L. (2013). Student Brain Food: Eat Well,
Study Better, Basingstoke: Palgrave Macmillan.

http:/ fwww.mhhe heacademy.ac.uk  Enhancing
learning and teaching about mental health in
Higher Education: free resources and information
to support the mental health and resilience of
students, including subject-specific materials.

http://mind.org.uk/help/diagnoses_and_
conditions/stress_of_student_life How to cope
with the stress of student life; website from mental
health charity Mind with downloadable resources.

http:/fmwww,nhs.uk/livewell /stressmanagement/
Pages/Stressmanagementhome.aspx:  Free
National Health Service website with lots of
infermation about managing stress.

2 Employment and personal
development
Cottrell, 5. M. (2010). Skills for Success: Personal
Development and Employability, 2nd edn.
Basingstoke: Palgrave Macmillan.

Chartered Institute of Personnel and Development
(CIPD) {(March 2010). Focus on graduate jobs.

Further resources on managing and studying as a student
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wiww, cipd.co.uk/hr-resources/survey-reports/
graduate-jobs-focus.aspx

Connor, H. and Brown, R. (2009) Value of
graduates: employers’ perspectives (2009} Council
for Industry and Higher Education (CIHE)

www.cihe.co.uk/wp-content/themes/cihe/
dacument.phpfile=0911VoGsummary.pdf 2009

Offtice for National Statistics (2011). www.ons.gov.
ukfons/decp171776_233872.pdf

Provides information about graduate earnings over
the last decade.

www.prospects.ac.uk  Information about graduate
employment.

wwwijobs.ac.uk  Guidance and jobs for school
leavers and graduates.

www.insidecareers.co.uk Career guidance and
jobs for students.

www.milkround.com Career guidance for
students,

www.companieshouse.gov.uk  Lists all UK public
companies,

http://vault.com  What it is like to work for narmed
companies.

3 Thinking skills: critical thinking,
problem soiving, reflection
Cottrell, S. M. (2010). Skifls for Success: Personal

Development and Employability, 2nd edn.
Basingstoke: Palgrave Macmillan.

Cottrell, S. M. (2011). Critical Thinking Skills:
Deveioping Effective Analysis and Argument, 2nd
edn. Basingstcke: Palgrave Macmiltan.

de Bono, E. (2007). How to Have Creative Ideas: 62
Exercises to Develop the Mind. Lendon: Vermilion;
Random House.



Michalko, M. (2011). Creative Thinkering: Putting
Your Imagination to Work, Novato, CA: New World
Library.

Moon, |. A. {2004). A Handbook of Reflective and
Experientiafl Learning: Theory and Practice. London:
Routledge.

Schon, D. A. (1987). Educating the Reflective
Practitioner: Toward a New Design for Teaching and
Learning in the Professions. San Francisco: |ossey
Bass.

Thompson, S. and Thompson, N (2008). The
Critically Reflective Practitioner. Basingstoke:
Palgrave Macmillan.

Thomsen, A. {2009). Critical Reasoning: A Practical
Introduction, 3rd edn. Abingden, Oxon: Routledge.

4 Other academic skills

Cottrell, 5. M. (2012). The £xam Skills Handbook:
Achieving Peak Performance. 2nd edn. Basingstoke:
Palgrave Macmillan,

Cottrell, 5. M. and Morris, N. (201 2). Study Skifls
Connected: Using Technology to Support Your
Studies. Basingstoke: Palgrave Macmillan.

Cottrell, 5. M. (2013). Dissertations and Research
Projects: A Step by Step Guide. Basingstcke: Palgrave
Macmillan,

Strang, S. [. (2010). How to Write Law Essays &
Exams. Oxford: Oxford University Press,

Strunk Jr, W. and White, E. B. (2008). The Elements
of Style, 50th Anniversary edition. Needham
Heights, MA: Pearson Education.

Thomas, |. and Monaghan, T. (eds) (2007). Oxford
Handbook of Clinical Exarmination and Practical Skills
{Oxford Medical Handbooks). Oxford: Oxford
University Press.

Truss, L. (2003). Fats, $hoots and {eaves. London:
Profile Books.

Pears, R. and Shields, G. (2013). Cite them Right:
The Essential Referencing Guide, 9th edition.
Basingstoke: Palgrave Macmillan.

5 Peaple skills for study, and learning
with others

Beaty, L. and McGill, I. (2001 ). Action Learning:
A Practitioner’s Guide, Abingden, Oxon:
RoutiedgeFalmer.

Bolton, R. (1986). People Skills: How to Assert
Yourself, Listerr to Others and Resoive Conflicts. New
York: Simon & Schuster.

Cottrell, 5. M. (2010). Skifls for Success: Personal
Development and Employability, 2nd edn.
Basingstoke: Palgrave Macmillan.

Goleman, D. (1996). Emotional intelligence: Why it
Can Matter More Than 1Q. London: Bloomsbury.

Learn Higher (2009). Making Groupwork Work,
http://learnhigher.ac.uk/resourcesffiles/Group%20
work/groupwork_booklet_200109.pdf (accessed
26 August 201 2).
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Glossary
Terms useful to know in Higher Education

Asynchronous conferencing Online
communication whereby individuals leave
messages and make contributions at times that
suit them, rather than in live discussion.

Blended learning A combination of e-learning
and conventional learning approaches.
Increasingly, technology is used to ‘blend’ or
personalise most learning.

Blog {weblog) A web-based log or diary that can
be seen by other people. Some students use
blogs to keep friends up to date with their news.

Bibliographic database A database of details
about published books, journal articles, research
papers, and conference proceedings and books,
with links to the text.

Boolean operators Search terms (such as AND,
OR, NOT) to help limit or extend online
searches,

Bursary Financial support offered by HEls is often
called a bursary. Each HEI decides how much
financial support to give as bursaries, and to
whom, At some universities these are referred to
as 'scholarships’.

Campus The site on which the majority of a
university’s or college’s buildings are located.
Some HEIls have several campuses, sometimes
spread across a single city, sometimes in
different towns and cities.

Citation Referring to source material in a text,
such as student assignments, giving the surname
of the author and date of publication (e.qg.
Smith, 201 3). Full details of the source would be
given in the list of references at the end of the
document.

Classification Typically, degrees in the UK are
classified as first class, 2.7, 2.2, 3rds and fails.

Conferencing Linking up with others via the
Internet for classes, discussions or project work.

Course Short-hand for your ‘programme of study”.

Credit In Britain, each full year of study is the
equivalent of a number of credits. A three-year

Glossary

undergraduate degree is the equivalent of 360
credits, Each credit is assumed to be roughly the
equivalent of 10 hours of study.

For some degrees, you can take larger or smaller
modules or units of study, each equivalent to
different amounts of credit. You would need to
check that the total amount of credits achieved
at each level was appropriate.

Curriculumn vitae (CV) A CV is a document used
to summarise up-to-date key details about
your education, qualifications, employment to
date, skills and experience; you submit this to
employers when applying for jobs.

Discussion board An online tool that you can
use to communicate with others and share
information. 1t is also referred to as a ‘notice
board’, ‘chat rcom’ or ‘message board'.

E-learning Learning that makes use of electrenic
tools and information. Most courses now include
this. See also ‘Blended learning’.

E-portfolio An electronic portfolio or folder in
which you gather records of your learning and
experience, including your academic and non-
academic activities. It may be linked to a portal
or VLE. (See page 56 for a list of typical pertfolio
contents.)

Degree A qualification gained through higher
level study. These may be at undergraduate
or post-graduate level. There are other
qualifications that you can gain in Higher
Education that are less than a degree, such
as a Certificate of Higher Education or HNC
(equivalent to one year of full-time study)
or a Foundation Degree, HND or Diploma
(equivalent to two years of full-time study).

Dissertation A lenger piece of work, usually based
an your own research, typically undertaken in
your final year of study.

Elective Some HEls allow you to make up part of
your year's study through a free choice of units
or modules. These may be unconnected to the
rest of your programme.




Enrolment Once you have registered for a
programme, you may also have to enrol on
particular modules or units.

Essay A typical assignment in Higher Education,
These have a particular structure and are used
to check students’ ability to present reasoned,
wititten argument and dermonstrate their
understanding of the subject.

Formative assessment An assignment, mock
exam, test, quiz or trial run that is used to
develop your skills and understanding and does
not count towards your marks or grades.

Foundation Degrees A two-year qualification
in its own right and an alternative route to
gaining a degree. These are the equivalent
of the first two years of full-time study for an
honours degree, usually with a strong workpface
efement. Students can then opt to take a 'top
up’ year to complete an honours degree.

Foundation level These programmes prepare
students for higher study and are pitched at the
same level as “A’ level study. Foundation level
programmes are common for some subjects
such as Art. They are also helpful if you decide
late on at school that you want to study a
science or medical programme.

Freshers” Week A week used to welcome new
students, typically the week before formal
teaching begins.

Gap year A year taken out either between school
and Uni, or between Uni and employment or
further study.

Graduate Once students have been awarded their
qualification, they are referred to as ‘graduates’.

Graduation The ceremony at which students who
have successfully completed a qualification are
awarded their degree.

Hall; Halls; Halls of Residence Many HEls refer
to student accommeodation as ‘Halls’ or ‘Hall’.
Some also refer to their formal dining space as
"Hall’.

Honours degree Most full-time three-year
undergraduate degrees (or part-time
equivalents) lead to Honours, provided you earn
360 credits at the appropriate levels. There may
also be Ordinary degrees awarded if you gain
fewer than 360 credits.

Internships HEIls often have arrangements with
employers for their students or recent graduates

to undertake a workplace project or placement
so that the student gains experience of that

kind of work. Sometimes employers pay for the
work undertaken but this is not always the case.
There is usually a lot of competition to gain each
internship, even if not paid, as students want
work experience that can help them to find a
job later.

Labs. Short for ‘laboratory’. Laboratory work is a
typical feature of science programmes,

Lecture A method of teaching typical in Higher
Education. These usually consist primarily of a
lecturer talking te the class about the subject,
often providing an overview of a topic, and
students listening and making notes, Often,
these are followed up by smaller group teaching
such as seminars or workshops, where the issues
raised can be discussed.

Lecturer The name given to teaching staff at
Uni. Teaching staff may also be referred to as
‘lecturers’ and, at sorne Unis, as ‘dons’”.

Masters A post-graduate qualification, normally
taken only once you have received a degree in
Higher Education already.

Matriculation Formal admittance to the HEI,
There are usually minimum requirements for
previous qualifications in order to matriculate,
The grades that you are required to achieve to
gain a place on your programme would usually
be higher than that minimum. For example, the
HEI may require a minimum of a grade C maths
at GCSE whereas the entry requirement for your
programme might be an A or B.

Module At some HEls, the year’s study is divided
up into sections; these may have different names
depending on the HEJ; typically they are referred
to as ‘modules’ or ‘units’.

Netiquette Netiquette is an abbreviation of
‘internet etiquette’. This refers to a set of
developing conventions and courtesies to guide
online behaviour, especially for commenting
on blogs and taking part in chat rooms, and for
safeguarding others’ information,

Option As part of your degree programme, as well
as compulsory units, you may be able to choose
some optional units/modules.

Peer In the context of Higher Education, this
refers to other students, especially those at the
sarme tevel of study. The term is used in phrases
such as ‘peer support’ or ‘peer feedback’.

Glossary
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Personal tutor Many HEIs provide each student
with a named personal tutor who is their main
point of contact for the programme. Generally,
these offer academic advice and may afso be
required to offer pastoral support.

Ph.D (or D.Phil) Doctor of Philosophy. A post-
graduate qualification, typically involving
original research, normally taken only once you
have a degree in Higher Education and after
starting on a Masters-level programme.

Placement year A year structured into your
programme of study during which you spend all
or most of your time in a placement at work or
overseas,

Programme Your programme of study may be
referred to as either your ‘programme’ or your
"course” for short.

Podcast One or more audio files which are
published on the Internet in a file format, and
sometimes used by lecturers to record lectures.
You can subscribe to these using podcasting
software or tools, You can also produce your
own,

Reference At the end of your assignments,
you are usually expected to provide the full
details of the source materials you cited in
your assignment (see ‘citation’ above). These
are known as ‘references’. (See page 179 tor
examples.}

Registration If you have been accepted as a
student at the HEI, you usually have to register
for the programme in order to be recognised
as a student for that year. You would normally
register each year. You may need to enrol
separately onto individual modules or units of
study.

Scholarships ‘Scholarships’ are usually awarded to
recognise academic achievement or excellence;
depending on the HE, scholars may be awarded
money, accommeodation rights or other
privileges. At some HEIs, the term is also used
to refer to bursaries offered to support those on
low incomes,

Sandwich course A course that includes a set
period of time out of study where you undertake
a period of employment. This might be for a
whale year on placement, or for shorter wark
placements.

Semester Many universities and colleges organise

Glossary

study over two longer semesters rather than
three terms.

Seminar A taught session typical at many HEls.
These can vary in size from small groups
through to 60 students or more. They tend to
involve more discussion and student input than
traditional lectures.

STEM subjects Subjects in Science, Technology,
Engineering and Maths.

Term Somne universities and many colleges
organise study in three terms, similar to the
school systern. At Oxford and Cambridge, the
terms are named Michaelmas, Hilary and Trinity.

Top up year The final level of an honours
degree, taken by students who have previously
successfully completed a Foundation Degree.

Tutorial Teaching or support offered in a
relatively small group. In same HEls, these are
short sessions on an individual basis, with your
personal tutor or year tutor,

Undergraduate Students are known as
‘undergraduates’ or ‘post-graduates’. When
you first go to Uni or college, you are usually
an undergraduate. Post-graduate study is at a
higher level, such as masters degrees.

Unit At some HEls, the year's study is divided up
into sections; these rmay have different names
depending on the HE; typically they are referred
to as ‘modules’ or ‘units’.

Vice Chancellor Usually, the chief executive
officer, or equivalent, of a university. Names
vary, so at some HEls, these may be referred to
as the Provost, Rector, Principal, etc.

VLE Virtual Learning Environment. Online learning
space provided for organising iearning resources
for the university or college, typically with
dedicated space for each programme of study.

Wiki An online docurnent that can be edited by
many users, following given conventions for the
site. Wikipedia is one example.

Year tutor At some HEls, there is a designated
tutor to provide oversight of the programmes
and support for all students in a given year of
each programme.



Answers to activities

Chapter 4 Effective and efficient study
(page 101)
1 Linking new information to what you already

know or have studied. Effective. This helps you to
tunderstand and remember your subject.

2 Learning difficult information ‘off by heart’.
Virtuous. Whether or not it is effective depends on
what you are learning and why. You may need
to learn formulas, equations, names and dates
by heart. For written text, however, this is an
ineffective method. (See Chapter 8.)

3 Copying chunks from texthbooks — because the
writer says it better than you could. Neither. You
are expected to show that you understand your
material and can write it in your own words. Even
your notes should be in your own words: this also
helps you to avoid plagiarism (see page 177).

4 Questioning whether what you have heard is
really true or representative. Effective. You need
to develop your knowledge and understanding by
asking questions. (See Chapter 7.}

5 Writing fast so that you can take down almost
everything the lecturer says. Neither, This is an
ineffective strategy. You need to note the main
points in your own words. You will also end up
with more notes than you need and have to
spend time editing them. (See Chapter 6.)

6 Reading your essays and other writing slowly
and out loud before you hand it in. Effective.
Reading out foud helps you spot mistakes which
you need to correct.

7 Studying when you are too tired to
concentrate, Virtuous, as you are keeping going.
This may not be as effective as taking a break and
returning to study whern you feel refreshed and
better able to focus your attention.

8 Changing to a new topic or type of study
activity if you find that your mind is wandering
to other matters. Effective. This adds interest to
the study session. If you are bored reading, for
example, you cair bring more focus to this by

setting yourself a challenge such as those fisted
under “Active learning’, page 108-10.

9 Asking for help as soon as you find something
difficult. Neither, This is not, normaily, either
virtuous or effective. It is good to tackle a difficuit
study challenge from several different angles,
and to gain the satisfaction of finding your own
sofution. Ask for help when you reaily need it,
leaving time to take on board the advice you may
receive.

10 Relating your studies to real life. Effective. This
can help to make your studies more refevant,
interesting and meaningful, making it easier to
understand the material and to remain motivated.

Chapter 6 Detecting plagiarism and
copying (page 178)

Text 1 This is plagiarism (page 66). Although a
few words have been changed, this is copied out
almaost entirely word for word, and there are no
references. It is not acceptable.

Text 2 This is not an example of plagiarism
because it summarises the original text (pages
60-86) in the writer's own words, The quality of
the text could be strengthened by including some
references. However, the summary is sufficiently
general to mean that references are not essential in
order to avoid plagiarism. It is acceptable,

Text 3 This plaglarises the original text (pages 61—
4). It copies, almost word for word, a sentence or
bullet point from each of these pages. Tutors refer
to this as ‘cut and paste’ or ‘scissors and paste’
writing. It is not acceptable,

Text 4 Text 4 is almost identical to text 3, but is
properly referenced. However, tutors would not be
pleased to see so little in the student’s own words.
If this continued throughout the essay, it would
receive a very low mark. It would simply be well-
referenced copying — which is not acceptable.

Text 5 This text is in the student’s own words.
The student has made his or her own connections
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between different parts of the original text in a
meaningful way, rather than simply “cutting and
pasting’. The student has read other material on
the subject and inclucdled this. There is proper
referencing both of the source of ideas and of
individual pieces of research. This is acceptable
work.

Text 6 This student simply paraphrases the
source text (page 61). This might be acceptable
for writing a surmmary or a journalistic type of
article. However, there are no references and little
evidence of any independent thinking or ‘working’
with the material. This may not be deemed to be
plagiarism or copying, but for an essay or report it
wolld receive a tow mark.

Chapter 6 Advanced online searches

{(page 161)

1 False. AND it excludes references that do not
contain both words, so there are likely to be
fewer references. (Page 160.)

2 True. (Page 160.)

A. (Page 160)

C - the search wilt find only matches of the

exact phrase, (Page 160.)

5 design* would find design, designers and
designs, but would also find irrelevant entries
such as designate.

F

6 A A suitable search string would be: nurs* AND
method*. This would find additional references
such as pages that mention nursing, nurses,
method, methodology or methodologies.

B A suitable search string would be: monopoly?
as a trend? in world? trade? You might

then retrieve an item such as Monopolies as a
developing pattern in the global market.

7 B - this focuses on relevant iterms but fooks for
relevant alternatives such as world, designers
and designs. A might narrow your search too
far, and C might include many irrelevant items
such as gtobal warming, globalisation, or
local design, yet omit reference to designers.

Answers to activities

Chapter 7 Critical thinking when
reading (pages 189-95)

Passage 1: Rochborough Health

Activity 1: Line of reasoning

‘Outdeor play is good for children’s health, so
Rochborough needs better facilities for it.”

Activity 2; Vested interests

The article was published by the Playcouncil, whao
are likely to have a vested interest in arguing for
more supervised play spaces,

Activity 3: Types of evidence used

The main evidence is of two kinds: surveys and
anecdotes. The detail about the Arkash family is
anecdotal (it is just one person’s experience). There
is also a statistic about garden ownership.

Activity 4: Evaluating the evidence

The evidence about health and parental attitudes
comes frem official sources which could be
considered relatively good ‘authorities” and thus
reliable. This evidence is relevant and contributes
to the argument.

On the other hand, the writer generalises from
only one set of health factors (those related to
the lungs). It is possible that children who play
outdoors have different health problems — such as
skin complaints or broken ankles. Alternatively, it
is possible that the children who played indoors
did so because they were more prone to sickness
already {such as asthma and pollen allergies).
Sickness may have been the cause of their playing
indoors, rather than the effect.

We don’t know how representative the children
in the survey were of all Rochborough children.

The anecdotal details about the Arkash child and
the fox are emotive, and not really relevant to the
main argument. The anecdote provides human
interest for journalistic writing, but would ke
unacceptable in most academic writing.

No source is given for the figure of 18% garden
ownership: we can't judge whether it is reliable.

The writer twice mentions the effects of cutdoor
play on social interaction, but gives no evidence
or details. She or he could link this in more to the
main argument,

Activity 5: Conclusions

The conclusion is that Rochborough should
provide more supervised outdoor play areas.



Activity 6: Implicit conclusions

1 There is no explicit conclusion. The implicit
conclusion is that you shouid buy this plant.

2 The explicit conclusion is that the election was
unfair. The implicit conclusions are that the
election results shouldn’t count and that the
election should be held again.

3 The explicit conclusion is that the tree is
dangerous. The implicit conclusion is that it
should be made safe or removed.

Activity 7: Use of evidence

The writer makes a reasonable case and gives
supporting evidence. However, there is insufficient
evidence to support the conclusion that ‘in order
to improve the health of its children, Rochborough
needs to provide more supervised outdoor play
areas’. We don’t know what it is about playing
outdoors that led to the health improvements. For
example, it may be that children ran about more
when they were outdoors, and that an indoor
running area would have the same effect.

Underlying assumptions
The passage assumes:

1 That playing coutdoors is better for all children’s
health. This may not be the case,

2 That the health of children who play indoors at
present would necessarily improve by playing
outdoors. This may not be true.

3 That playing outside decreases the incidence of
asthma and bronchial conditions.

4 That beneficial effects are available only from
outdoor play areas. In fact it may have been
other factors about the outdoor play, such as
space to run or things to ¢climb, that led to
improved health indicators.

5 That there are not enough supervised play
areas already for Rochborough childran. No
figures are quoted for existing supervised play
areas so we do not know whether more spaces
are needed. The sources the writer quoted
don’t mention a need for more play spaces.

We do not know what percentage of children
already play outdoors. All these gaps mean that
the writer has not given sufficient evidence to
support the conclusion.

Activity 8: Critical analytical thinking

On the right is Passage 3 again, with reference
numbers added.

Passage 3: Children at Play

Children need to play outdoors (1) and yet

it is amazing how few children (2) get that
opportunity today. Although Smith (2004)
argues that 48% of children prefer to play

inside, Jones (1964) found that 98% of children
in Britain prefer to play outdoors (2b), | spoke

to some parents in Rochborough (2) who said |
their children missed out by not being able to
play down by the river or roam the countryside '
in safety (3). Most children are now television
addicts or, worse, are addicted to computer
games (4). Everybody knows that this is
damaging children educationally (5}, and yet
nothing is done about it, This is certainly true
of Rochborough’s children (4), and the main
reason is that they do not have anywhere to
play (6). Hardly anybody in Rochborough has a
garden (2). It would be better for their bealth if
they played outdoors (7), but parents say they
won't let thern unless supervised play areas are
- provided (2). The parents are worried that they
cannot see their children when they are playing.
What chance is there for the health of citizens in |
Rochborough if its children do not get to play
outdeors, and end up as TV addicts? (8}

Logical progression: the line of reasoning

This kind of writing is likely to receive a comment
such as ‘What is your point?’ tt is difficult to
identify the thread running through the passage:
the line of reasoning is weak. The writer hops
backwards and forwards between different types
of information, as at (8), having already mentioned
these points earlier, The final sentence does not
add to what has been stated earlier, at (4).

The conclusion

The conclusion is not clear. The nearest
approximation to a conclusion is at (1), ‘Children
need to play outdoors’, as this largely sums up the
passage. The writing does not draw its inforrmation
towards a final conclusion, and the final lines of
the passage don't lead anywhere. Compare this
with the 'Rochbarough Health’ passage, which
leads to a clear conclusion.

Answers to activities



The evidence

The evidence is weak, with insufficient detail. The
places marked (2} all require further evaluation

of the evidence: ‘How many children? How

many parents? How representative are they of
Rochborough parents as a whole? What other
views were expressed? How many exactly have
gardens? How do we know this?’

A tuter might also comment that the writer has
not analysed the sources. At (2b), although the
writer uses statistics, these are not recent, She or
he offers no possible explanations for why Smith’s
and Jones’ research had different findings - such as
that they were looking at two different generations
of children. The evidence cited confuses the
argument rather than supporting it.

Offering evidence to support reasoning

At (7) and (5), issues about health or education
could be developed into interesting points, but
no evidence or details are given so the reasoning
is weak. Compare (7) with the same point in the
‘Rochborough Health” passage, which is more
convincing.

The evidence: emotive language

At (3) the writer appeals to a ‘golden age’ when
childhood was safer or better. Referring to children
as ‘addicts’ is also very emative,

The evidence: sources of information

The assertions at (4) may or may not be true. No
relfable sources are quoted, so these may be just
speculation,

Underlying assumptions

That ‘Everybody knows' (5) is an assumption on
the part of the writer. How does he or she know
what “Everybody knows'? Our own experience
might suggest to us that most children are not
‘addicts’.

Does the reasoning support the conclusion?

The main conclusion, that children need to play
outdeaors, is poorly supported by the reasoning.
Although some reasons are given, these arein a
jumbled order, without supporting evidence, and
are mixed in with irrelevancies such as computer
addiction. It is not clear whether an argument is
being made on grounds of children’s health.

Answers to activities

Activity 9: Descriptive or critical? (page 199)

Passage 1

This is mainly descriptive writing. The writer
describes the way that the living world was divided
between animals and plants, and gives information
about recent research. The passage consists mostly
of statements, The statements are not linked and
ordered in such a way that they build up clearly
towards the conclusion. There is little weighing

of the evidence in the build-up to the conclusion.
The significance of the conclusion itself is not very
Clear.

Passage 2

This writing is more critical than the previous
writing as it gives a reascned account for the
difficulties in classifying bacteria. It draws on
research to show why the difficulties existed, and
evaluates the significance of the research for the
wider question of classifying life forms.

Passage 3

This is critical, anatytical writing. The writing
evaluates the evidence for the theory that the
right brain is associated with creativity, The writer
draws out aspects about current findings that may
prove to be significant in the long term, The writer
questions ‘reasonable assumptions’, making clear
what has and has not been proved at the time of
writing.

Passage 4

This is descriptive writing. It describes one aspect
of how the brain works.

Passage 5

This is descriptive writing. It describes Bowlby's
theories but does not critically evaluate them,
Compare this with the critical analytical writing on
pages 325-7.



Chapter ¢ Confidence with numbers

Using fractions (page 227)

t a
b

3]
[= I = T

s

%5 (%95a) is bigger than 711 (?Vas)
7 (%4a3) is bigger than %6 (%)

%5 (M40) is smaller than % (2340)
aand Y2=%+ Y6 =%

Y6 and Ve = 924 + 324

= %o
and ¥% =% +%=%=13= 114

Va and %4 = ¥z + %2
— 1,

%7 and 3%
= 1045 4 2145 = I

Vo and ¥ = Va5 + 27/
=%

%3 of £750:
750/3 =250
250 %2 =500

¥ of 160:
160/4 =40
40x3=120

% of 72:
72/6=12
12x5=60

% of 81;
81/9=9
9?(2:18

35 of 620:
620/5=124
124 x3=1372

2% of 91:
9MN/7=13
13x2=26
e = 100:
100 x 2 = 200
Va = 100:
100 x 4 = 400
Y3 = 50:
50x3 =150
25 = 50:
V3 =50/2 =25
25x3=75

e ¥=120:
Va=120/3 =40
40)(4:160

f%=10:
7x10=70

g 27=10:
Ve=10/2=35
5)<7=35

h 4% =20
Ys=20/4=5
5x5=25

Vaxla=1
Vox Va="1%
Vax Va=Ws
Yaxa="14
e Vaxla=1%
f%5x2=%="

Calculating percentages from fractions: 1
(page 229)
43 = 50%
“es = 50%
9% = 33%
a5 = 52%
%11 =81%
196567 = 34%
o = 12%
128456 = 50%

i "7 = 35%

j 67ka = 79%

k 87481 = 48%

| 286 = 12%
m %7443 = 9304
n %4 =50%

o %9 = 76%
p %230 = 28%

O~ T m

=]

T 0 - O T

Calculating percentages from fractions: 2
(page 229)

a 6 of the 11 plants are deciduous: 54.5% are
deciduous; 45.5% are not. (54.5 +45.5=
100%.)

b 41 out of 230 children in the schocl have
reading difficulties: 17.8% have reading
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difficulties; 82.1% do not have reading b 234,19, 1, 66, 2002, 7

difficulties. {17.8% + 82.1% = 99.9%: the 19 + 66 = 85
numbers are rounded down slightly.) Median = 85/2 = 42.5

¢ 23,456 of the town population went to see the c7,7,68,9,811,7,6,11,2,14, 5
film out of a population of 234,560: 10% of Median =7
the town saw the film; 90% did not. (10% + d 11,22, 33, 44, 55, 66, 77, 88, 99, 111
90% = 100%.) 55+ 66 =121

d 873 of 9,786 participants took part in the Median =121/2 = 60.5
competition online, 2,314 by texting, the rest e 7,14,19,8 6, 11,21,32,8,19,21,5
by phone-in: 8.9% took part online; 23.6% 11+ 14 =25
by texting. 8.9% + 23.6% = 32.5%. The Median = 25/2 = 12.5

percentage wha took part by phone-in is 100%

f 23, 36,42, 56, 57, 58, 59, 59, 59, 69, 69
- 32.5% = 67.5%. o

Median = 58

Rounding up and down (page 230) Comparing means, medians and modes (page

a 41.34675 - 413 234)
b 912172 59122 al1,1,1,33,47710
€ 22.222 =222 Mean = 37/9 =4.1
d 99.88 - 99.9 Median = 3 {mid-point)
1714 1.7 Mode =1
e n - Note the impact of a small minority of scores of
f10.06 - 10.1 1 on the mode and on the mean.
g 66.55 > 66.6 28, 14, 21, 28, 26, 62

h 610987 — 6.1
Calculating averages: the mean (page 232)

Aa1+24+3+54+6+7+8+9+11+15+17=
84
Mean=84/11=7.6

b 234+19+ 1 +66+2002+7=2329
Mean = 2329/6 = 388.2

C7+7+6+8+9+8+11+7+6+11+2+
14+5=10
Mean =101/13=7.8

d 11 +22+33+44+55+66+77+88+99+
111 = 606
Mean = 606/10 = 60.6

e 7+14+19+8+6+11+21+32+8+19+
21 +5=171
Mean=171/12=14.3

f 23436+424+56+57+58+59+59+5%+
69 + 69 = 587
Mean =587/11 = 53.4

Calculating averages: the median (page 233)

al,2,35678911,1517
Median =7

ESWPE  Answers to activities

Mean = 179/6 = 29.8

Median = 27

Mode = 28

The extreme value (62) makes little noticeable
difference.

19,170,17,19,19, 16, 20

Mean = 280/7 = 40

Median = 19

Mode =19

The extreme value {170) makes no difference
to the mode or median, but distorts the mean.

Using five-number summaries (page 236)
2 Set of class scores: 10, 31, 39, 45, 46, 47, 48,

55, 56, 57, 58, 59, 61, 63, 64, 63, 66, 67, 68,
69, 71

Five-number summary:

10; 46.5; 58; 64.5; 71.

Number of pets per household: 0, 0, 0, 0, G, 0,
0,0,1,1,1,1,1,1,1,2,2,22,2,2,2,3,3,
4,4, 517

Five-number summary:

0;0;1; 2;17.



¢ Life expectancy for males in sample families (in same cultural background and assumptions? Or

years): 32, 39, 41, 56, 58, 64, 65, 67, 69, 70, is able to get about easily?
71.71,73,73,73,73,74,77, 77, 78, 81, 84, ® When people make comments or ask questions,
39, 92 are they sensitive to the feelings of others — or
Five-number summary: aware of issues that might cause distress?
32;64; 71, 77; 92. ® Where does the group meet? Can everybody get

there, even in a wheelchair or using a stick?

Interpreting graphs (page 238) @ Do you know when somebody is trying to lip-

a What was the average salfary for Aremian men read? What could group members do to make
in October? this easier? Examples include keeping their
Answer: $40,000, hands and writing materials away from their

b In which quarter did Aremian women’s faces, and not sitting in silhouette against the

earnings rise scurce of light.
above $20,0007 & What might cause interference or pain for

someone using a hearing-aid?

Answer: July-October.
® What words or behaviour might other people

Interpreting charts: 1 (page 240) find offensive?

Group A's scores are closer to those of the ® Are there peopie who look left out, or
university as a whole, so are more representative uncomfortable, or angry? Why is this
than those for group B. The pattern of scores is happening?

also more similar for group A and the university

overall. In group B, men’s scores are relatively .
higher than the women’s. This is not typical of the ~ Chapter 11 Devising your own essay

university overall. title (page 286)

1 The title is far too general. Compare this with
a stronger title such as: ‘To what extent have
reptiles been more successful than amphibians
in adapting to environmental challenges?’
The title is too general. You could give more
focus by adding: ‘Discuss with reference to ...’
and add a specific region, timescale and field of
enguiry. For example: ‘Discuss with reference
to the control of nuclear waste in Europe and
the Pacific rim’ or “Discuss with reference to the
impact of mobile phones en personal safety’.
This title is too long and contains too many
questions. An alternative question for this topic
could be: ‘Domestic technology since 1970:
labour-saving or labour-creating?’
4 The title is biased towards one (hegative) point
of view, and contains no obvious question.

Interpreting charts: 2 (page 240)

The 24 students in the two groups are not
representative of the whole university in that the
pattern of subject choices is very different. For 2
example, none of the students in these groups

study nursing and medicine, whereas these are

the main subjects studied overall. On the other

hand, geology is the main subject studied in the

two groups (259%), but a small proportion in the
university overall. Of students in Groups A and B,
12.5% studied Film compared to only 5% for the 3
university overall.

Chapter 10 Being fair to everyone in
the group (page 256}

# Does everybody get a chance to contribute, or 5 Descriptive essays are unlikely to give
do some people (or groups) dominate? opportunities for the critical, analytical

# If people have accents, or dialects, or stutters, reasoning that gains good marks. Centrast this
are they treated with the same respect when with: ‘How effective have placebos been in
they speak? testing medical interventions for children?

# s everybody's experience and background
included in the way subjects are discussed? Are
there assumptions that everybody is married,
in a relationship, or wants to be? Or shares the
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Chapter 13 Designing questionnaires
(page 352)

1 It is not clear which box should be completed
by a person who is 20 or 40. The text should
read '0-19 20-39 40-60" or ‘0-20 21-40
41-60". Also, no provision has been made for
people clder than 60.

2 The question does not capture accurate
information. Secretary of State? If they say ‘yes’,
how do you know whether they really do?

It should read: “Who is the current Secretary
of State for ... [named Department, such as
Education]?

3 This question does not capture the variety of
positions people might hold on the issue. It
could read: "Which of the following positions
is nearest to your own?’ and then list several
numbered options.

4 This contains two questions. The person might
like coming onto campus but not eating in the
café, or vice versa. These two issues should be
separated out. if the question is about whether
people like eating at the café on campus, it
could be worded: ‘Do you like eating at the
café on campus?’

Answers to activities

Chapter 13 Formulating your
hypothesis (page 349)

Hypothesis 01: This hypothesis is worded clearly
but is not precise. it states that physical activity
would reduce depression but it does not give any
details about what kind of activity and how much
of it would have what kind of impact upon whom.

Hypothesis 02: This is not worded as a hypothesis
because it does not state what the research is
expected to reveal.

Hypothesis 03: This is clear, precise and states
exactly what amount and kind of exercise over
what timescales would have what sort of impact
for which population.
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using information technology
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over-learning 214, 373

paragraphing see writing
part-time study 127
pattern notes 173, 216, 292
PDP see personal development
planning
peer review 162, 163
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action plan for PDP 397
already undertaken 388
opportunities, making use of 10,
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Reed, S. K., Dempster, A. and Ettinger,
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timetables 368
rounding numbers 230

sabotage of own study 116
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procrastination 142, 144, 145
management of time 18, 121-52,
345, 380
monitoring use of time 131-3, 129-
30, 149
requirements 31, 125-8
student experiences of 27, 124
time cirdes 131-3
time-saving techniques and
strategies 140-3, 148
titles
analysing assignment titles 284, 283
devising your own for
assignments 286, 343
To do” lists 137
transcripts 55, 56, 57
truncated syrmbols 160
tutorials 16, 89, 345, 346

understanding and learning §9-71
university see expectations; Higher
Education
culture af 14, 15
research 14, 15
university level study 10, 12, 14-15,
2

variables 312
virtual learning environments 20, 21
visual perceptual difficulties with
text 179
visual learning strategies 2, 4, 5, 115,

166, 168, 173, 204, 205, 213-14,

216; see multi-sensary learning
vulgar fractions 241
see gfso fractions
Vygotsky, L. 63

web addresses, saving 182
websites, Palgrave 2
wheel diagrams 279
wikis 21, 81, 163
group wiki 260, 241
Wikipedia 163
Wiktionary 163
wildcard symbols 160
word limits (in study tasks) 143, 290,
291, 298
using efficiently 164
work-based tearning 16, 19

benefits of work-based leaming 105
combining work and study 1035,
106, 107
managing study-release time 107
managing work-based projects 106
workplace mentars 106
work placerrents 16, 107, 389, 392
working with others 10, 11, 23, 82
see collaborative learning;
groupwork; people skills; study
groups
writing 273
academic writing 273, 307, 338
analysts 187, 188, 197-8, 284, 285,
287, 312-13, 317, 319
anxietias 275, 276
argument 317-18; see reasoning,
line of
assignments 282-3
blocks 275, 276, 278, 280
checklists 363
compare and contrast 319-21
critical thinking and writing 188,
197-200
conclusions 197, 290, 361
drafts 276, 278, 283, 297, 344
editing 300, 302, 303, 304
evaluation of writing skills 268, 274
evaluative 319
focus 284
fram experience 275, 322
generating ideas 275, 278, 278,
279
getiing started 275, 276, 278-89,
290
intreductions 290, 315, 359
linking ideas 301
managing writing tasks 273, 274
organising 276, 277, 282-3, 304
paragraphs 288, 289, 290, 291,
298-301
plans 282, 283, 289, 291, 292
precision 310
presenting 304, 162
procedure for writing
assignments 282-3
proof-reading 302
sentences 298, 300
speed 368
structure 283, 284, 288-90, 296,
297. 303
style 175, 287, 290, 302, 308-9,
315-22, 360, 362, 365
skills 39, 274
see glso case studies; description;
critical analysis; dissertations;
essays; reasoning, line of;
referencing; report-writing; word
limits
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