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UNIVERSITY OF MINNESOTA | Generat Coliege
TWIN CITIES 106 Nicholson Hall
: 216 Piilsbury Drive S.E.
Minneapolis, Minnesota 55455

To the General College Student:

Welcome to the General College. Life here in General College, like life most
places, is mostly enjoyable, a hodgepodge of things--some easy, some hard;

some dull, some exciting; and some tiring, some envigorating. Basic to it all,
though, is study. And how well you study, how efficiently you create and

use study time, will determine to a large extent bow enjoyable, rewarding,

and successful your months or years as a college student will be. ‘

That's what this booklet is all about: study. Whether you are just beginning
college or are already a successful student, we think you'll find this wooklet
helpful. If you will glance over the table of contents, you will see that
there are helpful hints here on those basic skills you'll need to succeed--

or even survive-—in school. Read the booklet, please. Return to it when you
need to, when a given chapter seems useful. We know as well as you that there
is no simple magic formula for success in college or anywhere else. But

time spent with this little booklet should pay off for you in better grades
and a more satisfying experience in the General College.

A final word: Note that at the end of the booklet there is a request for your’
comm: ;ts. We would sincerely appreciate your reactions to any part of the

booklet:

Sincerely,

Tormerr Lsthinr”
i!?n.s\j—

erence Col
John L. Romano

N.B. Yet another final word! 'We owe special thanks to David W. Williams,
Assistant Dean for Student Affairs, for funding this booklet and for
overseeing its production.
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USING ;r_m ~ OR, BEAT THE CLOCK BEFORE IT BEATS YOU

Something's got to give! General College students usually do not have
the luxury of attending school and doing nothing elsé.‘ They often have to
work, perhaps care for children, attend t6 a home or apartment, and generallgm
carry on with their lives iﬁ addition to going to classes and studying.
Therefore, it is important that you as a student learn how to best fulfill
the demands of your commitments in the amount of time avaiiable to you.

In a seven-day week, there are 168 total hours. Most people will
spend about half of this--84 hours--sleeping, eating, traveling to and from
vschool, etc. That leaves-about 84 hours for your other commitments and
activities. How will you spend your time?

Answer these questions for yourself:

1. How many hours are you spending as a student?

2. Do these hours allow for class attendance (12-15 hours per week
for a full-time student)?

3. Do these hours allow for preparation and study time (for each hour
in class, two hours outside of class, making 24-30 hours per
week of study for a full-time student)?

4. 1Is your total time as a full-time student between 36 and 45 hours
per week? (Add or subtract hours if you are _taking more than
15 credits or less than 12 credits.) -

If your answer to question 4 is No, you probably are not committing enough
of your time to your role as a student. You have several options available:

--Rearrange your time commitments and roles so that the student role is
increased to at least 25% and some other roles decreased.

~-Reduce your academic credit load and thereby reduce your role as a
student.

~-Stay with your present time arrangements and risk doing poorly in one
or more of’your courses.

The choice of how you spend jour time is up tc you. You are the master

of your time. ﬂpwever, you can make gooed use of your time by following
""E::'* S
some basic pr1nc1p1es. .
1. Be realistic about what you can get done in the time available to
you. The old axiom "Don't bite off more than you can chew"
applies here.

2. Plan ahead. Develop a daily, weekly, and quarterly schedule and try
to keep to it. More about these schedules below.

3. Be aware that being a full-time student will usually require that you
give up some activities that you did when you were not a student.
Something's got to give. :

A VA
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One, of the best ways to keep track of and control your time is by keeping
time schedules. ) | '

Schedules can initially make you aware of how you spend your time and
secondly, provide a guide to help you plan what you want to do. A3 a student
you might be helped by two basic types of schedules.

1. DAILY/WEEKLY SCHEDULE to record ‘how you plan to spend your time during
a given day and week. An example of such a schedule for a
sample GC student follows on Grid 1.

GRID 1

Week of October 15, 1978
Sunday Monday Tuesday Wednesday Thursday Friday ' Saturday

6~ 7 a.m. :
7- 8 ,
Study . . -
- 8- 9 ngﬁl imMath Skills Center: d
9-10 » GC /931 143) 1431 1431 43 |
10-11 Ma th Swim |G, SwiM ?:{?;;
11-12 | center frizil | center
12- 1 p.m. - GC ,!?Z/ Il'ﬁfafy o Reul'";ﬁer/
. Stud ! SC 1Y2] S GC 1¥2]
e MY J i 4 i
2 3 : at homa wrife G&C [2_[,' Revise al 2t Gc,’a’l
+hreme Hreme—-
>4 ot library th SKills
4= > N:-]L
5- 6 at home | |yor K WoR K WoRK | WoRk
6~ 7 ' T
7- 8
8- 9 Shdy ; d
. VT [ b 1y
TA = il
9-10 ,_ home. _ at-home
10-11 o ’
| . .
11-12 .

bay



', Notice that this student is taking 14 credits and has allowed 28 hours
(2 x 14) for study. It is important to be specific about what and where you

will study when%akinga schedule. Avoid simply using the more general word _
"study." This student is also working at a job 24 hours per week. The blank
spaces can be filled in with other commitments and activities (for example:
recreation, travel, meals,'personal care; relationships, etc.). Using this
'as a model, develop a schedule for jourself including your other activities
and commitments, taking into account whether yours is a deﬁanding or lesgs
demanding academic load, something which will vary from quarter to quarter.

2. QUARTERLY SCHEDULE to record important duties throughout the quarter.
This schedule need not be as detailed as a daily/weekly
schedule but should include dates of quizzes and examinations,
reports and papers due, last day of the quarter, and important
-personal matters. Most instructors will provide a class
schedule during the first week of classes. Sit down then to
make up your overall quarter schedule. An example of this
type of schedule follows on Grid 2. '

GRID 2
An example of one student's quarterly schedule

Fall Quarter, 1978 .
Sunday Monday Tuesday _Wednesday Thursday Friday Saturday

4 x5 % 27 28|y 29 3o
September Dendisd ‘paper due
October ! - 3 t I'J‘S'l h’g 6 1
Chureh 2] Ml 9 10 i : 12 13 1y
suppev - poper due Dlmh'xl-w oo L
o \ TS Iy n ° 2)
: __ e due| 1431 #esk| T
1t video- 23 3y 23] Y ANTT WY 18
tape 121y Dentisy paper due
) %0 Party 3| ) vl 3 4
for Kid s 1931 test .
uash S|4l . ¢ T Kins' ¢ 9|13 ‘ol Exrrp
November sﬁ e paper dye » =
SRR T Res,, " is e | RSy
outhne due| 5TER 31 dest | AT
Sguash 1 - 30 scheel M| W2I 3 L 23 - 24 WOoRK 3
fourmey C&E&M& qucrdve HOllJaal ”0/14‘7
Fatfay  » 3 2(193) 30| jg2t ! z
aper due +est Raiz- N
Decgmber 3 ¥ - 5] e : 1 ' . ¥ ‘ 9
10 1211 u n4 13 ] s \L T4
FINA L-
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Follow these suggestions when making a time schedule:
1.
2.

10.

Your first schedule should show how you presently spend your time.

Review the first schedule and determine if you have allotted enough
time for your regular activities; for example: classes, study,
work, jogging, child care, etc.

Schedules are very much an individual matter. They will differ
between people. Schedule activites when they are best for you; .
for example, if you study math best during the morning, .
schedule it then.

Schedules are not fixed in stone. If you find that a particular
schedule is not working for you or you cannot follqw it,

change it.
Schedules are to be changed, not eliminated.

When designing a schedule, establish regular habits. For instance,
studying math for. one hour after class each day in the Math
Skills Center is preferable to studying it for one hour one
day in the library, anot houXy the next day at home, etc.

Follow a schedule as much as fpossible\ but realize that at times
circumstances will prevent you from following it. - However,
it is important that yopi get back on the schedule as soon as

possible.

should eventually give ydu more freedom rather than be restrictive.
>_It should help you get t}le most out of your days.

Do not\get ‘discouraged witﬁ scheduling your time. If you need
agsistance, seek out a counselor in the Counseling and Student

evelopment Center, Room 10, Nicholson Hall.

A time schedule is a plan of%how you wish to spend your time. It

GC students are busy people and busy people need to plan their time.
Hopefully, these guidelines will help you plan your days more
effectively with subsequent benefits to you. )

Naturally, your schedule is your own business, not ours. These suggestions

are just that--our suggestions. Your own interest in school, your own lifestyle,

your own values will all determine how careful you are in plénning your time.

But as we said earlier, when you take on the commitment of college, something's

got to give!

i
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TEXTBOOKS ~ WHY READ WHEN YOU CANR E A D

Sometimes the quickest method of doirig a thing isn't the most efficient.

We're going to suggest to you that when 1ead1no textbooks by the proven method

we'll outline here, you may take a little more time than you are used to in

reading assigments in your textbooks. But we'll also suggest that what you

get out of the time spent will be worth it.

If you are a beg1nn1ng student, you will soon discover what your veteran\

fellow- students already know:

of reading materials differ from course to course and from teacher to teacher.

In addition, you will find that different instructors will use the assigned.

textbooks in different ways: some will use class time to explain the reading

in full;

some will draw on the reading only from time to time; and others will

expect you to read your text and understand it almost'ehtireiy on your own.

But in any case, it's a good idea to keep these points in mind as you read--

1.

2.

4.
SQ3R .

Keep up to date on the reading by referring to the class schedule

often.

If you've read ‘something carefully and don't understand it, ask

the instructor for an explanation. .

If you repeaiedly have trouble understandlng or remembering what,

you read, try to set aside time to study in the Reading-
Vriting Skills Center or in the Math Study Skills Center
and ask the tutors to explain sticiy points as they arise.

Use the SQ3R method.

What is SQ3R? It is a proven method for getting more.out of the time,

energy, a.d money you put into textbooks. No matter how well or how poorly

" you read, SQ3R will help you better identify the writer's key ideas, better

understand t-ose ideas, and better remember them. Like most new skills--

whether tennis, driving, skiing, playing an instrument, or reading textbooks——

SQ3R will take some conscious effort at first, but soon becomes almost second-

nature.

!

Here's how it works: For any assignment, .

mi & W N =

Survey the material

Question the material
Read. the material

Recite the material

Review the material--in that order and without skipping any steps.

P

the amount of reading materials and the difficu lty
\

\
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- Step 1. Survey your reading material before you a%tuaiiy read it. When you
first geg your textbook, look it over carefully. =

~-The preface or introduction will tell you something about the
_author's intentions and plan in writing the book you'll be
spending s¢ many hours reading. :

~=The table gi'contents will tell you-in general terms about the
way the book divides material. -

--If there are chapter summaries, you can use them now to get an
idea of what you can expect to read in the, coming weeks.

~-If there are charts, maps, tables, glossaries (word lists),
problem sets, or study questions, note how they are placed.
in the books and get an idea of how they can be used to help
- your reading.

When you sit down to do a specific assignment, first take a few minutes
to look over this section of the booﬁ to see how it is organized and
to get a sense of what this particular reading assignment will involve.

--If you are reading an eutire chapter or article, note the
subheadings within the chapier. These subheadings break down’ﬂ
the material into smaller units which will help you tackle
the big topic under consideratodn.

[For instance, a biology text used in 1978 divides its
chapter on Enzymes with subheadings of "Catalysts," "Key
Molecules," "Environmen:zal Effects on Enzymes," "Enzymes in
Real Life Situations," "Summary "; a book used in Minuesota
History hasno subheadings, but Lreaks are indicated by .
large white spaces every few pages, in icating change in
focus within the chapter's main, focus.

s —=Look to-see whether the author ‘has written a chapter summary at
the beginning or end of the chapter-—-if she has, read it!

—-Look to see if graphs or charts will be included, and get a sense
of how they are set up and, therefore, ‘of how they can help you
understand what you'll be reading.

—-Redd the first sentence of each paragraph to get an overview of
the main ideas.in the lesson.

All of this should give you a sense of the: author s "big picture" and
will help you to see her train of thought more clearly Thus prepared,
you will read more profitably because you'll know where the assignment
» ‘ will take you. , ’ ’
Step 2. G.estions should be formulated before you begin to read.

--Based on your survey of the subheadings or main ideas in Step 1,
ask yourself what it is that you expect to learn from your
reading. The more carefully you form your questions, the more
useful they will be.

-~Look at any Study Questions or Problem Sets in your text
These questions will be your key to the author's sense of what
is important in the reading material. ‘

L

g

- ~-Ask whether class lectures or discussions have already touched

1i
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on these topics—-if 'so, ‘what do you already know about the top1c°
' What issues do you want to clear up?

—-Ask whether your life experiences have taught you anything about*
the ‘topic you've been asked to study. e

Step 3. Read the assignment (at last!)--fead actively using these'hints.

—--Set’'a reasonable time limit for yourcelf to make sure that you
don't get bogged down (60 minutes is about the most that's useful
without a break). . ) . a

—Try to separate the author s main ideas from her examples (the .
subheadings will help).- ] .

--Underline only main 1deas, not examples. .
[Hlnts. 1) underlipe after you've read a section, not while
you're reading the first time; 2) too puch underlining is
worse than none¢ at all; 3) underlining does not affect the
resale value of your books; 4) don't underline library .books. ]

' —-Take notes as you read, jotting‘dowg}key terms in the margin of
your book and making a check mark (v”) ir the margin next to
important examples of uqderlined main ideas.

¢ , .
--If you don't understand a key word, look up its meaning in your
dictionary.

—--Refer to tables, graphs, charts, and illustrations as directed
by the author.
[Hint: be sure.to understand graphs and tables by not1ng
rheir titles and by reading explanations.}

Step 4. When you're finished reading, recite to yourself,.ln your own wordas,
the main points of the reading, answering in your own words the
questions you formulated in Step 2.

—Your ability to remember key ideas will increase if you force
yourself to write them down in your own words.

~~If you rannot rec1te--that is, restate for yourself in your own

" words what you've learned from the reading--you haven't
understood the readlng assignment and need to go over it again
and/or ask about it in ¢lass. {

Step 5. Review 1mmed1ate1y look back through the assigned reading as you did
in Step 1 to remind yourself of the main points and of the author's
sequence of ideas. No matter how well you think you understand the

assigned reading, do not skip this step. :

--This is’a\very good time to make notes to yourself relating the
reading materlal to class lectures or discussions.

—-This is a good time to jot down those things in the assigned
reading which you want to ask about in class.

All in all, SQ3R will probably add about fifteen to twenty minutes to the
time it takes you to read a typical textbook chapter. But the extra time will
. pay off in a greater understandlng of the mater1a1 a better ability to remember

v

it, and an easier time reviewing it at test time.

Lo ,




NOTES ON NOTETAKING - WHAT TO TELL YOURSELF WHEN YOURSELF ASKS WHAT DID HE SAY
THAT WAS WORTH LISTENING TO g

'Did you know that research shows that a month from now you are likely to -
remeaber no more than 10% of the lecture you heard in class today? That means

thec on a test you'll have about one chance in ten of recalling information

correctly to answer a question--that is, unless you record in a usable way

and then review the content cf that lecture. *

And that's what this section will help jou do: come up with a workable

method of storing class information so that it makes sense to you later. Good

lecture notes are essent1al for taking tests and, more generally, for follow1ng

the development of a course and the teacher's thoughts through the term.

You will probably devise your own most efficient method for taking class

- notes through trial and error. The following advice is meant to serve as a.

starting point or as a\refresher. Your own goals, schedule, and study habits
will lead;you to variations most suitable to you. . But do try this model, at
least at first, and go on from there. |

Keep in mind thepurpose of lecture notes. to capture in an economical way

the content of a class 1n a form that will be clear to you weeks (or.even months)

later, in a form which w1llanSISt you in re—capturing the content of the class

long after the session has been completed. What's adequate for tomorrow's

quiz may not be adequate for next-month's final exam. More specifically:

be thorough, be careful, be accurate. e
1. Be in class and be there a little early,

—--During the few minutes before class begins, }ook. over the previous
day's notes tb get a sense of where today s class will lead.

--Most lecturers.move their classes in an orderly way. If you miss the
first five minutes, chances are you'll miss the main point under -
discussion because thi§ main point will have been introduced at
the start of the presentation. .

2. Sit as close to the front of the rYoom as you can,

-—The farther back you sit, the 1éss likely you are to hear clearly
or copy correctly from the blackboard.

—The fewer distractions between you and the teacher, the more likely
you are to keep your attention on the topic under consideration.

3. Use a large-paged notebook 78-1/2 x 11) and keep the notes for each

T course in a separate section of the notebook, .
--The‘large page,ﬁill help you in organizing the materiasls to see
relationships. .

~-If- you mix notes for course A with those from course B, you're llkely
to be needlessly confused. .

L3 :



4. Date each entry and label it (see below).

5. Lay out 'your notes on the page in a usable way:

Ecology .
Now. 21, 18 Ge 33?
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—-Use only the right side of your open notebook for lecture notes,

as shown.

Save the left side for further notes to yourself from

reading, discussion groups, and review.

—-As much as rossible, keep main ideas separated from the examples

and definitions.

In the example here, the most impor:iant ideas

are farther left; less important or supporting 1deas move to the

right.

6. Listen active'ly.

—If you're listening and miss a main point, raise your hand and
politely ask for a repeat of what was said.

—--Carefully note those things written on the board, prOJected on a
screen, or listed in study guide sheets. :

-—-Be aggressive.

Listen and look for clues to emphasis or other

signals which let you know that something important is being said.
*"The chief cause of..."

+"To summarize, then...

a
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« "Another important aspect of..." -
« "You've raised a very good point. Let me explore it...
+ "In conclusion..."

--Stay on the ball. Watch for and listzn for gestures which help you
feel when something-is especially important (each instructor seems
to have a few).

¢ change in pace or tone of voice
sraised index finger
s long pauses before a statement

7. When class is over, stay put for a few minutes to 8o over your notes,
to finish any incomplete sections, to make further notes to yourself
in the left-hand page, to check spelling of terms on the board, etc.

8. Go over your notes new and then, at least every two weeks, to keep
track of the'key ideas in the course. This will make test-time less
of a chore and will help ycu recall main ideas as ‘well as examples.

If your class is a discussion-~based class or a laboratory section rather
than a lecture-based class, you'll still want to take notes using these general
guidelines. You'll find that discussions usually come around to a few,main
points and that some students' comments are more worth remembering tﬁéh others'.
Discussion notes tend to he less "tidy," so you'll want to be sure to do more
after-class sorting out and organizing than you might do for a 1ecture.

Whatever the format of a class, however, you should get from it all you
can in an organized way. Accurate notes are the best way to make sense-of -

thirty or forty classroom hours when you sit down to review for a final exam!

8
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EXAMS/TESTS/QUIZZES-—WHAT YOU DON'T KNOW CAN AND PROBABLY WIILL HURT YOU
Most courses you take at the University will involve quizzes and examina-
tions. This section will suggest ways for you to prepare for them and outline

the most common types’of test questions.

Preparation

No matter what your opinion of tests might be, they are one method by
which you and your instructor can ‘evaluate how well you are performing in a
class. Rather than becoming overly anxious and concerned about examinations,
use them to your advantage. Learn how. to .take tests and prepare for them.
We believe that successful test takers are simply those who know how to (and
take the time to!) adequately prepare for examinations. The preparation includes
both academic and psychological preparation. _ )

Academic pr;paration. You should begin to prepare for any quiz or exam—

ination in a course the first day of the course and continue the preparation

“on a regular basis throughout the course. Follow these basic guidelines.

—Know when the quizzes aad examinations are going to be given and enter
these dates on your quarterly calendar. Whea appropriate, enter the
dates on your daily/weekly calendar. (See chapter 1 of this booklet) -

—--When given the examination dates, ask the instructor what type of test
questions will be asked (for example: essay, true and false, multiple
choice, etc.). Knowing this information will help you better prepare
for them.

. —~-Review your course material. on a regular basis.  Prior tc each class,

. review the material from the p: previous class, and after each class, review
the material just presented. At the end of each week, review: the total
week's work in your classes. Developing habits of reviewing course
material regularly will keep  you up-to-date in your classes and will
eliminate the need for last minute exam cramming (though a ‘general
review of class material is a very good idea a day or two before a
‘test). It will also keep you prepared for any surprise quizzes. If
review sessions are scheduled in.class, come armed with questions you
want cleared up. The only stupid questions are the ones you don't ask.

~--Avoid last minute cramming for exams. Staying up all night the might

before '‘an exam or leaving most of your studying for the day of the exam

is a sure formula for failure and frustration. The cramming method may

' work. occasionally for you, but in.the long run you will not remember .

the information studied or perform very well. Cramming also does havoc

with your nervous system as you attempt to learn in a few hours what
should have been learned over several days or weeks.

Al

Psychological preéparation. Psychological preparation for an exam refers

to being mentally and emotionally ready andwconfident before and during the
examination. Psychological ‘preparation is very much related to academic pre-

paration. In fact, one of the best ways to become psYchologically set ‘for an

.exam is to be academically prepared! You should realize that most’ students

@
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will experience some nervousness before an exam, and this is good, for it

gets you "up" for the test. However, if the anxiety becomes too severe, it
can hinder your performance. While some students experience excessive nervous—
ness during exams even though they have stddied extensively Leforehand, the
majority of test anxiety is caused by inadequecte study preparation. For those
students who repeatedly experience much test anxiety even though they study
adequately, counse11ng approaches @re available to help correct the difficulty.
Some bas1cgu1dellnesto pPrepare psychologlcally for an exam:

--Prepare academically for the exam as discussed above and as your -
instructor might suggest.

—=-Avoid last minute cramming. Leave plenty of time on the day of the
exam for unexpected emergencies (for example: car breakdown, sick
child, bad weather, etc.). Do not rely on the day of the exam for major
study. : ,

--Arrive at your exam room a few minutes early to either review notes or
relax. #ake sure you have any needied materials to write the exam (pens
and pencils), eraser, paper, compass, etcC.)., :

" ~=Take a few minutes béfore the start of the exam to relax your body and
clear your mind. Relax by closing your eyes and taking several deep
breaths while letting your thoughts flow in and out. Concentrate on
your breathing as It becomes slow ard ¥egular. Be aware of any tension
in your body and go to that area mentally to relax the muscles. This
short exercise, especially if it is practiced dally, should help to
relax your body. Further training in relaxation techniques can be
obtalned through the GC Counsellng Office, 10 Nicholson . Hall.

FU—-If you be11eve that you need aSS1stance with test taklng anx1ety, the
GC Counseling Office, 10 Nicholson Hall, can provide help.

¢ -«When you first get your exam paper, review it quickly and set up a time
schedule for answering each question. Anmswer those that you know first.
Do not panic if you do not know the first question; go on to a-question
youlcan answer. Do not dwell too long on any one question.

—-Read the directions- for the total exam carefully. Read each exam question
carefully. N

--Avoid any contact with other students which could be .interpreted as
cheating.

. . . |
~=-Do not panic when others begin to finish the exam and leave the testing
.room. Use the entire test time. Check your answers carefully.

-

Types of Test Questions

There are several different types of test questions. Any examination may

ihclude all or some of them. Students should know that the Reading and Study

Skills Center in Eddy Hall has a file of past examinations which instructors

throughout the Un1vers1ty have given in various courses. You can use thase

exams to familiarize yourself with the types of exams professors give and also

Q ‘ . ' . ’ 1“1
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use them as practice for the actual exam. You should make use of this exam
file especially if you have no experience with tests.

Multiple choice questions. In this type of question, you must choose the

correct answer from a number of alternatives given. For example:

(1) Rod Carew is a member of the: (a) Minnesota Kicks, Qﬁf
(b) Minnesota Twins, (c) Minnesota Vikings, :
(d) Mirmesota North Stars.

(2) John Travolta recently starred in: " (a) The Sting,
(b) Star Wars, (c) Saturday Night Fever,
(d) Jaws 2.

(3) The mascot of the University of Minnesota is: (a) panda bear,
(b) 1lion, (c) squirrel, (d) noire of the above.

In questions 1 and 2 above, the correct answer (1-b and 2-c) is one of the
’responses. In question 3, the correct response is noc listed, so the correct

answer is d.

>

Hints for: answering multiple choice questions. .

——Follow directions as to how you should record your answer. - Do you
record it :on a separate answer sheet, underline the correct answer, ,
circle the correct-answer, or place the answer in the space provided?
Make sure you record your answer clearly, especially on the separate
answer sheets, which are often machine-scored. Do not leave stray
marks on the answer sheet and erase completely any changed answers.

- --If you are not sure of an answer don't give up. Rather, eliminate those
alternatives. that you know are incorrect and select the choice which
you think is best from the remaining items. - : :

4-—Do not 1eave any ‘questions blank. Unless you are told by the instructor
that you will be penalized for incorfect answers, take an educated
guess at a correct answer rather than leave it blank. By making an
educated guess ‘you at least have some chance of getting the question - -
correct. ‘ '

--Your first impression is not always- correct. Do not hesitate to change
an answer if after rethinking the question you believe another alterna-
tive is better. Keep track_ of your own record of .changing answers
when you get your tests back. Are you more likely to get questions
correct when you change them? o

True and False Questions. In true and false questions,you are given a

statement and asked to indicate if it is true or false. For example:

(1) . A11 of the Presidents of the United States were elected to that

office. True " ( ) or False ¢ )
.(2) Most of the Presidents of the United States were elected to that
office.: True « ) or False ( )

Hints for answering true and false questions:

—-Many of the hints that apply to multiple choice questlons 2pply to
true and false questions as well. Know where to record your answer,

Elﬁl(; | . i T 13
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do not ledve a question blank unless you are being penalized for
incorrect answers, your first impreSS1on is not always correct——
check your work. :

~-Read each question carefully. RememBeg if any part of a question is
false, the whole question is false.

—-Be especially alert for statemerts that include absolute words such
as: all, rever, always, none, impossible, etc. These statements
are generally false, as there are very few absolutes. Likewise,
statements that include words such as: often, usually, seldom,
perhaps, and most, are usually true. Notice the difference between
Questions 1 and 2 above. Which is true and which is false?

Matching questions. An example of a matching question follows:

Match the characteristics in Group B with the names in Group A. ™.

Group A : N Group B .
_____ Gerald Ford 1. Professional football player A
____ Phillis Wheatley : 2. Former president of U.S.
______Fran Tarkenten 3. Congresswoman _
Barbara Jordan _ ‘ 4, Early American poet

Hints for answering matching questions are similar to multiple choice and

> true and false questions. . = _ _ . -

—-Do not leave any items blank. Lo ‘
~-Match those that you know for certain first, and lightly cross out the
ones you use.
~—Check your work carefully. - Your first impression is not necessarily .
+ the correct,one.

! ' Computational or numerical questions} In math and science classes you will

often be given questions which ask you to solve a numerical problem. Here are

-

some guidelines to help you answer these questions:

3

—-Before beginning to solve the problem, have a clear understanding of
what the -question or problem asks. :

~~Think of a method to solve the problem. Look at the information
or data given and think how they can be used to solve the problem.
Will a diagram help to find a solution? Is knowledge of certain
.theorems, laws, or formulas necessary?

—-0ften it heips to’ work backwards. Think of the step immediately
before your answer. How can you get that information’

—-Once you have devised a method-for solving ‘the problem carry it out.

@

—-Be sure your answer has the correct units (feet, inches, quarts, meters,
grams, etc.) as asked for in ti2 question.

-—Check your answer by reworking the problem or working backwards. Does
the. answer seem reasonable? Does it solve the problem and answer the
question? .

-

1.
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" Short answer questions. In this type of question, you are asked to make

a brief statement (usually a sentence or two) which shows that you understand
a key concept in the course. This type of question will rsually ask you to

define or identify a person, a term, or an event. For example:

(1) Who was Chief Little Crow?

(2) What was the Miranda decision?

(3) Define population:
All of the examples ask for a statement,which shows familiarity with an item.
You are not asked to go into great detail What is requested is a precise
statement which shows you've done the assigned work.

Hints for answering short answer questions:

--Chcose your words carefully. For instance, consider these answers for
(1) above:

(a) "Indian chief in Sioux wars."

(b) "Chief who reluctantly led Sioux in 1862 battles with settlers in
Southern Minnesota. Was killed by_whites for-bounty on Indian
scalps in 1863." :

Both (a) and \o) show a basic sense of who: the man was. However, (b)
indicates a more thorough- ungerstanding of some thirty pages of reading,
and does so simply through use of words like reluctantly, 1862

Southern, bounty.

--You're being tested to see if ou have read the assigned mater1a1
have attended class, and have ’ “hought about the course material.
Therefore, even if-you cannot recall. specifics, you should try to get
at least partial credit for a partial answer. Thus, for (2) if you
have forgotten the details of tﬂ Miranda case, an answer like
"Supreme Court case--protects rights" shows at least some familiarity
with the item. You may not get full credit for such a non-specific
answer, but you may get at least part of the answer credited to you.

--Be sure to spell correctly those words which are especially important.
. Fot instance, if you were to risspell species in writing the. definition
requested in (3) above, the instructor could interpret that as a lack
of familiarity with key concepts in the course. _

Essay qgestions. Essay questions differ from other types of exam questions .

-

in important ways and therefore require some sPecial preparation. When an

instructor asks essay queétions, she is seeking not only to measure whether

" you have completed the minimum requirements of reading and/or acti;e/s}ass

attendance, but also whether you are actively th1nki g about the plications
of the material whether you see relationships among various topics in the

coursa, and whether you understand the material well\enough to use it creative-

j'ny M oo ’ 4 - - “\\ ' N
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. ——Praparation for essay exams will require some special kinds of work.

~As you prepare for an essay test, keep in mind that instructors will
focus such questions on important aspects of the course. Such tests
ate designed to test your understanding, not to trick you. ‘

(1) Review textbecok and.class notes to see where they differ: where they
overlap, where the instructor has focussed her comments. This will
give you a hint or two about likely essay questions.

(2) Be sure not only to understand key terms, events, and ideas, but
also to know examples of each. Knowing such examples will help
you avoid vague, underdeveloped essay responses.

(3) Check your lecture notes for '"signals' of importance: If a term
has been written on the board several times,.it a list of events
has shown up on a study guide, or if you've been told straight out
that something is especially import¢nt, this is a. good indication
that it will show up in an essay question. ‘

.(4) Create several likely questions ard write timed sample answers.
Since essay quiastions focus on important concepts and their rela-
tionships, use the clues.you have to anticipate questions. ‘Write
out answérs so that you get-a sense of how much you can write in a
given amount of time (you will usually haﬁe 15, 20 or 30 minutes

 for an essay question). ' t .

-~What to do in the exam period. Moreso than in other kinds of testing -

settings, you must make efficient use of your time in writing essay

tests. Therefore;'

(1) Bring a watch or sit where you can see a clock.
(2) Ering two pens. o o .
(3) When you get your test, read it very carefully before writing:
--see whether you must answer all questions or whether_you-must
choose a certain number (we wish we had a nickel for every student
who did poorly on an essay exam by answering all six questions ‘in

the time allotted for the two. she was instructed to choose frop
those six!); . . :

--see whether some questions are worth more credit than others
and plan your time accordingly;

. —nark those questiomsyou will answer.

o

*Iﬁ\you have Notes for the General College Writing Laboratoty.' Handbook, 11th
edition (used in GC 1421 and 1422), see Appendix C for fuller discussion of

essay tests.

e
it
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(4) Note carefully the_kgx_gggdg_used in the question. Are you being
'.asked to‘compare two ideas; to define a concept; to evaluate a
statemen:; to prove something; to summarize key cdncepts; to discuss
an author; to analyze a theory? If you don't read carefully, you
may Yrite a perfectly good essay that doesn't answer the question.

Look at these questions: .

(a) In an essay of 200 words, summarize the genetic intelligence
theories of Arthur Jensen.

(b) In an essay of 200 words, svaluate the genetic intelligence
theories of Arthur Jensen.

(&) In an essay of 200 words, analyze the genetic intelligence
theories 6f Arthur Jensen.

In (a) you are quite clearly askedrfOr a recitation of content from
a.text”bf lecture. 1In (b), you are not asked for such a recitation
albne?'rather, youkare asked to show that you:know what the
theories are and also whether/why they are valid or invalid.
In (c) you are asked not only to show that you understand the
theorleS,'but also that you know something about how they were
derived and what their'significance might be.

Know ‘what Zou'ﬁx_:g being asked to do. o ’

(5) ‘Before you write, make a list (a) of key concepts you ;&11 use in

your answver and (b) of specific information you will use to explain

those key concepts.. This should be done quickly but carefully in
the margin of y6ur'b1ue book or on the bottom of the examination -

sheet. Such a list will serve three purposes:

—It will give you confidence by letting you respond to the question
right away.

—It will give you a guide to those 1mportant points you'll want to
cover as you write. ) b

—-It will give the instructor a quick overview of your understanding
of the question, should you run out of t1me before your €essay
is complete. _ -

(6) 1In readable handwritlng, begin your essay with a one-sentence

summary of your answer. Then go on, following your - list in t&f

T . margin, to show the instructor that you understand that one-sentence

summary in terms of the reading you've done and in terms of the

<

classes you've attended Don't assume that the instructor will

"read into™ your answer —-— explain things as fully as you can,to

" show how completely you understand the materlal.

VA
~
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Hint: If you have trouble beginning essays, use a rephrasing of
the question as a starting point. For instance, for the question
L (b) above, you might begin by writing: "The genetic intelligence
theories of Arthur Jensen are inadequate for several reasons which
I shall explore briefly." From this generalization, you would
have to move-on to specific criticisms of Jensen's work: ''First,
Jensen bases his conclusions on questionable....Sccond, Jensen
applies his theory without considering....Third, Jensen failed to

n : .

. (7) ©ive yourself some "white space" on the page (either the entire
left page of a blue book or six inches between answers) to make

additions to your answer if you have. time at the end of the test
cession. ) N o o
(8) Try to finish a little early. Proofrezd your work. Add or cnange
as needed. ' - ' -
If you've read your material, reviewed it, attended class, taken and re--
viewed notes, and still do pgorly on an essay ‘exam, consult with the instructor
on how to do better next time. If you're preparing carefully, you deserve to
do well. "Unfortunately, sometimes skill in essay exams is acquired only slowly,

through experience. Stay at it. - : ' y

[ad
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REPORTS AND ESSAYS--HOW WILL SHE KNOW WHAT YOU THINK
TILL SHE'S SEEN WHAT YOU'VE SAID

Does this sound familiar? You fear writing and/or hate it. You have;'t

been able to get intn a writing course or you've avoided them. The night before
a paper 1is due for # ~ourse, you pick ypﬁf brains for something to say. You
rush through a quick list of poésible topics. You choose the one that frightens
you least. You think about sémething to say and then-write a page or two and

go to bed. Next-day, you)tear the "paper" out of your notebook and turn it in.

A week later, back it comes with this scrawled on the bottom of the second page:

Even more ;han ‘before, you fear writing and hate it.

If all or even part of that little scenario sounds familiar, you're in
trouble. :With a“}ittle cdaching, a little common sense, and (if only it were
Ieasier!) a lot of hard work, nearly any student can write ficceptable papers
in college courses. Like most-skills, this one may nat come easily, but it
will come if you work at it. From the start, though, you should see the‘pro— :
blem for what it is and decide that in spite of earlier failures (and that can
mean a B paper when you could and should have writteﬂ an A paper) you're going _
to get a handlé on this thing called the essay. The suggestions=wﬁicﬂ follow

will help you succeed once yov've made the commitment to try. But only you can

make t@st c?mmitment. _ % : //’“ K
Step 1.3 Be sure that you understand the assignment. ¢

~--1f your instructor has assigned a paper in her course, chances are she
hks prepared a handout which tells you:

sthe required or suggested length,
sthe due date, . . .
»  eany topic limits or guidelines, ) .

swhether library research or other forms of information-gathering
are required, g - :

» suggested approaches'to the paper.

Study this handout carefully well in advance of the due date!

—1f youréinstructor does not give you guidelines fér the paper or if
the guidelines are not clear, ask her about the assignment until you -

know what is expected of you. And ask early.

C
.
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Step 2. Give yourself plenty of time. DO NOT UNDER ANY CIRCUMSTANCES PLAN TO- N
WRITE THE ESSAY ON THE DAY -BEFORE IT'S DUE. : )

--You might get lucky and squeak by with a last—minute-special once in a
while, but in the long run such rushing is a sure way to “blow y0ur grade

on the assignu;nt. ,

--In general, plan at least three study sessions over four days for a
short (2 page) paper; plan at least six study sassions spread over a
week or ten days for a longer (3-6 pages) one. Chances are, by the -
t1me you find yourself in courses reciiring papers longer than 6 pages, )
you'll have a good bit of experience to fall back on.

Step 3. Decide what you want to write about. S . -

--1f your instructor has assigned a specific top1c, you're one step ahead
of us.

--If your instructor has lgkt the choice of subject up to you, ask yourself.

*Given the nature of the course, what interests you ‘to the point
that you want to spend several hours studying it in depth?

" ‘ ~ sAbout which subjects do you already have some. knowledge9

‘OAbout which of the poss1ble subJects is information available
in the time you have? :

--Once you've chosen a general subject area, ask a preclse question” wh1ch
& your essay will answer in the length limits you hava (the shorter the .
paper, the more precise your question must be). , o .

+If you have doubts about whether you can handle a subject or
whether it's right for the course, ask about it.

«The reason for making yourself phrase your topic in a question is -
this: you must then focus on a fairly small Subject to provide
an answer.

t

Step_QL In asking the question in Step 3, you commit yourself to supplying an

answer which both you and your reader (usually the instructor or TA or some CoL

* cla-smates) will understand completely. Therefore, once you know your question, .

-

begin fo jot down any and all information which will help you answer your
. (%4

guestion fully and ‘clearly in your essay. '

-—Make a list based on what your experience tells you about your question.

. 1
1
|

> ==Check your lecture notes and the course textbook for helpful information
or for suggested read1ngs on your question.*

. ==Discuss your search for ideas with friends, with the instructor, with g
~  your friendly librarian,. with your pets or houseplants or bartender or
_ clergyman or whomever to see-if they can helpfully challenge or add
. to the ideas’you've already gathered.

A

*When you use ideas found in some source--like a textbook, maga21ne, library
reference book, etc.--you must indicate’ that you are using someone else's

ideas.‘ See the next chapter on identifying sources. ' Y
4 . !
»
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‘ ©o—-1f more formal reseanch is necessary,
b esee the next chapter in this booklet for some help

eask tke instructor or TA foﬂ ideas on where to get started in
making a research plan -

eapproach a university ref rence librarian with your question to
get ideas about where to look for an answer*; don't be afraig of
.these people~-they are frjendly and, besides that, your tuition
'~ is payipg their salary. They are there to help you.

Step_QL Rest. ' Relax.

tep 6., Once you've asked your quesfion and gathered your ideas to provide an.
answer, you have a two-step challenge before you.

--First, you must phrase the question and a summarygof your answer in a
S sentence or two so that a persen coming fresh to the subject would
%~ . understand them.

-~Second, you must explain the answer in such d way that the person read-
ing the paper will understand 'in some detail why you ve answered
your questionas you have. This.is hard work Youvmust challenge
yourseli to be honest and thorough.

To make your job easier in Step 6, you might want to see it as a series of

' smaller steps: ' ' : ' , 3(;\‘/

--Write a sentence ‘that would explain in simple terms why you asked your
particular question 1n Step 3. -

--Write another sentence which summarizes your answer in language’ that
. will be clear to the person reading the paper.

T --Decide what information the person reading the paper will have to know
in ‘order to see why you've said what you've said; jot that down.

-—Sort through all ofxthe information you ve. gatherea together ’ \\\;
seliminate what s useless E ‘

. sgroup together in brackets, from what’ remains, those ideas which
are related..

—-Ask yourself what the best order of presentation would be for the person
_reading the paper. Jot that down. :You may have to do this several
.o times to get it right. Keep in mind that it is not only for you that
the material must make sense--the person reading, the paper must be able
to make sense of it. :

Step 7. Take a deep breath and begin to write (no one is going to do it for
.you!) following the plan set out in Step 6 (your first two sentences should be
‘done already). ' ‘
4§§§53a --Don t stop to check spelling Nowa :
-~If you re stuck for a word, leave a blank space and keep going,
-~-Be suré to cover all of the points you've ‘laid out in Step 6.

--If you find yourself running out of energy, stand up, but don t stop
writing until you've finished the plan set out in Step 6.°

4 .
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Step 8. Rest--TYelax--at least over night; better yet, a couple of days.
~ Step 9. vome back to your original question. Ask yourself what it would take
to give a good answer to that question. Jot down your expect itions.

Stzp 10. Re-read the essay you wrote in Step 7. _ oy

eem like the sort of thing that Step 9 has éalled for? If
go on. If no, retreat to Step 6 and add what's needed.

es,

Have you divided your answer into a series of segments (paragraphs) that
call attentimto your line of reasoning or to your grouping of informa-
tion? oo :

~-Are you absolutely sure of the spelling of all words in the paper?
" .——Are sources noted in an acceptable form (see next chapter)?

--Does thi paper represent you as you think it should? Recall that the
person eading the paper can form judgments-about ‘the quality of your
work only.from what's on the page in front of her--yourgood intentions
and hard work are not-going to get you .very far unless the instructor
finds' evidence of both in the words she reads. -

<! Step 11. Go over the essay one iast time, preferably with a tutor from one of
the college s Skllls centers or.with a TA in the course. Others can' t write
your paper for you, but they can call your attention to strengths and weaknesses
in work that you' ve done to help you improve it. )
—-Proofread (that is, look very carefully for oversights or dumb mistakes),
--Make ‘any final changes that seem needed,

—-Re-copy (or, if required, type) the paper to conform to the instructor's
guidelines, . )

_'=~Turn it in--on time! .
§tep 12. Relax. You've been werking hard.-

Naturally, you will find your own method which -takes advantage of your
s*rengths and which covers your weaknesses. For beginning writers, though,
success isn't very often as easy as we'd 1ike it to be. At first it's better
to overdo it than to overlook something—-you don't want to break a leg kicking
yourself for making avoidable mistakes.'

Keep 1n mind that most of us instructors (maybe even all of us) are
human. Most are willing to help you if youyget stuck as you write your ecsay,

| though none will do the *work for you. If yo&kre honestly trying and get stuck,
ask for help. If you think you ve honestly done vour best on .a paper ‘and get
an unacceptable grade, politely ask for an explanation. - Your grade prgbably
won't go up, but you' 11 know where your hard work isn "t hitting the mark so

that you'can avoid mistakes in the future.

-
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" A final word: the two most common causes of student failure when the

student has worked hard and honestly‘bn the paper are:

(1) writing the paper so that the student himself understands it instead
of writlng with the idea of carefully explaining the ideas to the
instructor or TA who will grade:the.essay; -

(2)

not proofreading the paper before turning it in. -

. .‘,_'
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A
. LIBRARIES AREN'T REALLY SO SCARY; THEY JUST HAVE THIS GREAT INNER NEED
The L1brarz : .-
Sometimes your' course. ork will demand that you use the resources of the

university library system either as part of a research report, in locating re-
quired or suggested readings, or in preparing abclass presentation. There is
no getting around the fact that for. the beginning student (and, we admit for
faculty members, too) the library can be and frequently is a scary, frustrating,
place. TIt's also a goldmine of infornétion{‘flnanced by a large_piece of your
-$§uition, and you simply must learn how to use it--and, after you get over the
initial fear of the unknown, learning to use the library with confidence and
efficiency isn't all that hard. The following information and advice should
help you get at the materials you need- with only a minimum of frustration and

wasted time:

l. Know what you want to find out before you go to look for it. That is, know

your research topic before you begin to dig through the library.
¢

2. Don't be afraid to ask. Even after you learn how to use the basic resources
listed below, the 11brarians will.give you advice which will make your

search for information as efficent as it can be.

3. lLearnwhat's available. The library offers instructional tours to help
you get over that sinking feeling that often accompanies students-as

they enter the building. Call for'a schedule of tours.

4. _ Beginning students find the following resources most useful in doing

research. Keep in mind, that your topic and the level of course credit will

have  some influence on how,thorough your research must be.

(a) Basic reference materials provide concise summaries of a variety

_ e e e dallialo

of topics. _ They include ’
. , encyclopealas
biograbhical dictionarles
almanacs
statistical yearbooks
atlases

and other volumes providing short answers:to precise questions. They

are housed most conveniently in-

‘ College Library (Walter Library-East Bank 2nd floor)
Reference Room (Wilson Library-West Bank, lst fioorL
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Card Catalog. 1In the university system, all books in the collections |

are listed in the main card catalog in Wilson Library (1st floor)
even though the books themselves might be housed elsewhere (in _
the Bio—Medical Library, for instance). . Each small llbrary also has
a card catalog which lists only books in that particular location
(in the second floor lobby at Walter Library, for instance).
Generally, it's most efficient to use the main catalog in
Wilson Library, since it is most complete and since tnereis nearly
always a staff member assigned to the catalog to help you find
what you're looking for.
There are three ways to locate materials in the card catalog.

l. By author, alphabetically (iac: name, first name; middle .
initial),

2. By book title, alphabetically (A and The are not comsidered
part of the title--thus The Cycle of American Literature
would be found alphabetically under | Cycle),

3. By subject, alphabetically (always check with a librarian

when using the card catalog to locate books on a subject;
this can be quite complicated, though a trained person can .

do it fairly quickly). ,
Once you find a listing, simply copy the entire Séll number, authorfs :
name, and title, and locate the book'using the guide to call numbers
posted near the card‘catalog. Ask for help as you need it.. "

Periodical (magazine)indexes.ﬂ These indexes arehdesigned to assist

you in finding articles which have appeared in magazines (usually
called "periodicals" or Journals in the university) They are.not
helpful to you in locating books. Periodicals can e extremely
useful to you because articles are usually

shorter than books ) r
more to the point than books y ' '
more recent and up~to-date than books.

Y

Periodical. indexes_dg not contain articles. They 1ist where l
the artfcles are to be fouud. Differentindexes are organized somewhat
differently, but in general .you, can find thlngs either by using the
author's name or by looking under a subject that interests you. For
instance, in the July, 1969 Readers Guide to Periodical Literature
(see below) if you had looked up the subJect of "Grading,' one of

the entries would have contained this 1nformation;-
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“often written in non-specialist language. The following are the
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Answer to Sally: multiple choice tests. W.R. Link.
Ed Digest 34: 24-7 My '69.

Translated, that means that an article by W.R. Link with the title
"Answer to Sally: Multiple Chcice Tests" appeared in the magazine
Education Digest, Volume 34, dated May 1969, on pages 24-27.

To locate the article, just find the magazine on the shelf——ask
a librarian if you have any trouble either translating the index entry
or finding the journal or magazine listed there.

Thereare two kinds of periodical indexes: general interest

and special subject. L

General interest indexes are a good place to start in dding
research for beginning courses. They will refer you to articles in
"popular" magazines of general interest and to some commen "academic"
journals specializing in business, technology, religion, and education.
The articles you locate through general interest.indexes are most |
most useful -general interest indexes'

Reader's Guide to Periodical Literature (found many places—-
. Periodical room | in Wilson; Education Library in Walter).

Social Sciences Index (Periodical Room, Wilson) °

Humanities Index (Periodical Room, Wilson), ' "
Special SubJect 1ndexes are just that: listings of articles

in special areas of study. These are used espec1ally in dolng
research. for upper division or specialized courses. They list

articles which range more toward "professional audienCes,',!early

every subject has its specialty index. Most are housed in the

specialty libraries‘pn camqﬁs/2£isfﬁedical Library, Education
Library, etc.) or in the Wilson periodical room. A few such specialty

indexes sometimes used by GC students are Business Periodicals Index,

Education ‘Index, Index to Legal Periodicals, Public ‘Affairs Infor-

mation Service Bulletin, Quarterly,Cumui tive Index Medicus, and

Psychological Abstracts. - . : _
. There are literally dozens of specialty indexes.' Be sure to-
ask for help when you think you might benefit from such a resource.

Newpapers and newspaper indexes. Housed in the sub-~-basement of Wilson

‘Library, the newspaper collection is very extensive and”can be used.

for research in a wide variety of courses. Indexes similar to

periodical indexes will assist you, but more so than is the case with

o,
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some of 1he otherresources, you should ask for help at least the

s

first time through this collection.

Plagiarism

When you use information or arguments found in library resources in your
‘reports, papers, or classroom preSentations, you have an obligation to be honest .
in informing the instructor or other readers/listeners (l)-thatfyou are in fact
using someone's ideas or information as part of your presentation and (2) what
your source of information was. .lou should - note that you have this obligation
whether you are guotin (using the very same words or figures as your source) or

sumarizing (using the ideas or conclusions of another in your own words).
If you have any doubts about your responsibiliﬁesin noting another s

ideas in your work, simply ask the instructer or TA. Failure to indicate

your sources or representing another's work as your own constitutes Elagiarism.
If you plagiarize and are discovered, you will Imost certainly fail the assign—
ment, will probably fail the course, and could poSS1bly be asked to withdraw

from the university.

‘Documentation (noting sources of information) .

How do you go about noting your sources? The mechanics -of footnotes and
bibliographies seem more mysterious than they are. In fact, no single "right
way ‘exists. But if your instructor does not prov1de,specific instructions

on footnote and b1b110graphy forms, you will be safe following these guide~-

lines and using these forms.

1) otes : R
~ ~=If you use the exact words of a source, show it by marking the

' ' beginning and end of the quoted material with quotation marks.
(" H).
——Emjltime you quote a source, show what that source is in a footnote
(see below), - ‘

—If you use more than one source in your presentation, each footnote
should be numbered with the source noted.

~=If you have only one source, identify the source in a: single footnote..

After that, simply note the page you re referring to.

-—Keep in mind that a research paper 1sn 't merely a string of
quotations-—you will use sources to clarify or give a sense
of truth to your ideas.

’



(2)- Summaries must be footnoted :
——When using the ideas or statistics of a source in your own words,
you do not need to use quotation marks.

—--If you use more than one source for summaries in your presentation,
* note each use in a footnote. : '

—-If you use only one source for the information summarized in .your
* presentation, a single footnote will usually be enough.

(3) Forms
» ——Footnotes are written in this way, unless your instructor gives
you other directions:

(a) - place a number above and next to ‘the last word of the
quotation or summary (like thisl). Use 1 for the first
quote or summary in the paper, 7 for the seventh one, etc.

~ (b) on a separate piece of paper, show where the information

in each footnote came from--like this. 1 for a book, «
2 for a journal or magazine article 3 for a second
reference to a source already notedS B

1 Houston A. Baker, Jr., Black Literature in America’ (New York:
McGraw-Hill, 1971), p.274. ‘

2 A. R. Roalman, "A Practical Approach to Predicting the Future,"
Science Digest, volume 24, Nov. 1976, p.75. ' -

3 Baker, p-94. )

‘Remember: ‘your goal is to honestly represent your ideas as your:own, the

ideas ‘of others as theirs. Therefore, be careful to note when and from whom
you've taken ideas for use in your work. The forms are merely a way of doing
this; and you should see them for the simple thing that the};_are. The tutors
| in the Skills Center will be glad to assist you. k )

If you are doing a full blown research report, ask the instructor for
guidance in footnoting and in making up a list of sources (bibliography)
In general, such lists of sources >hou]d include the same: inforlation as
footnote references. Always make bibliographies alphabetical by author's last
name. _

Because the méchanical elements of presenting iésearch.seem d little
' oyerpowering, many students give up on their papers. DON'T. These forms -are
*just that——formsl They areéfbelieve.us, easily mastered.._ﬁ -

v
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GC Tutoring and Other Study Help Services ' |
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GETTING HELP

General College is fortunate to have a variety of-speciqijhelping services

equcially~for the GC student. .These services are provided for you at no extra

cost and usually on an individual or small group basis. We strbngly.recémmend ?
. - . \

that, you use these services. T

1.’

\
!
Reading and Writing Skills Center \

located in 109 NH. This Skills Center provides help with writihg; reading,

.and study problems.: If you need help writing a paper, understanding a
_reading assignment, or studying for an exam, the Reading and ﬁfiting Skills

Center is the place to go. Also, if you wish to improve your vocabulary or

want help with a particular course go to the Reading and Writing Skills '

Center. The Center provides individual tutoring for undergradﬁate courses.

Inquire at the Center about available tutors. The Reading and Writing °

.Skills Center is open daily; ‘simply drop in for assistance. } &\
1

Mathematics Skills Center

located in 114«F91we11 Ball, provides individual tutoring asgistance fd%
problems with math. If you are having difficulty with either a math
course or math as part of another course, drop in at the Math Skills
Center and a tutor will give you assistance. This center also has avail-
able computer terminals and electronic calculators for student use.

GC Counseling and.Student Development

located in 10. NH, provides assiéténce'for a wide range of student concérns
and problems. The Counseling Office is staffed by professional counselors

- and counseling psychologists who can help you make career and educational

choices, work out personal problems, improve study habits, and provide
interest, aptitude, and personality testing. The Counseling Office also
offers a job placement service including job-seeking skills training. - The
Career and Educational Rescurce Center in Room 9 NH, adjacent to the

Counseling Office, contains information about careers, ¢ollege majors, local

and state postsecondary institutions, and tips on job-searching and personal
development. You can use the GC counseling service by -drcpping in at Room
10 NH or calling 37344409§ The Career and Educational Resource Center

will be open at posted hours.

HELP Center ° S ’ -

located at 317 17th Avenue S.E., standsfor.Eigherlgﬂucation for Low-Income
Persons. It provides a range of services for financially needy students

" (including those of an academic, personal, or legal nature). The HELP

Center can assist students in finding financial aid resources., It also
provides an academic tutoring service for individual help with undex-
graduate courses. Students should call the HELP Center to locate tutors
for a given course. In the past, tutors have been available for account-—
ing, the sciences, economics, foreign langunges, and math. To use the

services of the HELP Center, students.can either drop in or call.

¢ : <
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REQUEST FOR REACTIONS TO‘THIS STUDY SURVIVAL BOOKLET

If you have used this booklet, we'd like to hear from you. Drop us a note
‘ telling us what you‘think. For inétance,'

H —-ﬁhat parts are helpful

--what parts need to be done over
--what's here that need not be here

——what's not here that should be

Address ydur comments to:

O - . s
Terence Collins and John Romano
106 Nicholson Hall : . "
. 216 Pillsbury .Drive S.E. '
General College .
University of Minnesota - -
Minneapolis, Minnesota 55455

Thank you! | ) . ' i “. .



