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Why make notes?
· Preparing essays
· To put things in order
· To keep a record of things
· To learn from
· To remember what you have done 
· To revise from
Note-making or note-taking?
When you take notes, you often end up with almost a copy of the original words.
When you make notes, you should end up with a useful, short summary of the key points by:

· Start by highlighting key words in the article

· Make a list of these key words

· Work out what the key words mean
· Write down their meanings

· Write a page of notes summarising the article

· You should know more now than if you had just copied it out.



Sixth Form 
Note-making Guide

How to make good notes
Key Points
· Organise your files
· Decide what your notes are for

· You should MAKE notes not TAKE notes
· Summarising is an important skill

· A summary is about what was ‘meant’
· When making notes listening to a speaker, focus on listening and just write down the key points.
Organising your file 
· Use file dividers to keep work in sections
· Have an index at the start of each section

· Keep the index up-to-date

· Have a glossary at the start of each section

· A glossary is a list of key words and what they mean

· Keep marked essays and homework in a file – use for revision

· Keep a copy of the relevant part of the specification in each section of your file (ask your subject teachers for these)

· Keep a list of Internet sites you have found useful – make a note of the full address

· Keep a list of text books you’ve found useful

· Use different forms of notes so that you have variety in your revision – see next page for some ideas.

Different types of note-making
· Lists and tables

· Spider diagrams
· Flow charts and Mind maps

· Mnemonics (eg ROYGBIV for the colours of the rainbow: Red, Orange, Yellow, Green, Blue, Indigo, Violet)

· Tables (good for comparison)

· Cartoons and pictures

· Notes in the forms of song or poem or rhymes

· Highlighting key sections or words

· Use of different colours
· Tape record or video your notes
Making notes when listening to a speaker

· Focus on listening

· Write down key words or phrases

· Write down explanations later
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