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4.2.5 Promising Practice 5:  Monthly Mentor Evenings
Listening and Notemaking

What are Listening and Notemaking?
Listening and notemaking are skills that take practice and effort to learn.  Listening is hearing with understanding.  Studies show that the average listener retains only half of what is said in a 10 minute-oral presentation.  To increase this percentage, we need to take notes that will jog our memories at a later time.

Good notes should include the main idea, overall concepts, and important facts or details in proper relationship to the main ideas.  Notes should be brief yet understandable.

We must learn to take the information we hear, read, experience, or observe and put it into our own words if we are to recall it later.

Why is it Important to Learn How to Listen for Making Notes?

To be successful in school, you first need to hear the information that is being presented correctly, and then you need to make notes on the important points that you wish to remember.  In college, to profit from the thousands of hours of listening without being bored, you will need to know how to listen in class as well as how to use a good system for making notes.
How will you benefit from having a good notemaking system?
· You will learn more in class

· You will be involved with the information presented

· You will be less likely to become bored

· You will be able to pay better attention if your mind is actively involved

· Your mind is less likely to wander when it is busy making notes

· Class time will seem to pass more quickly because you will be busy listening for making notes

· Your notes can be used as a study guide for your next quiz.

How Do You Listen and Make Notes Effectively?

1. Prepare to listen.  Before your classes, review your notes and assignments so that you are ready for new information.
2. Have an open, positive attitude.  Be open to new ideas and listen for main points being covered.  Don’t let your personal views keep you from listening to the speaker’s message.  You must hear the message before you evaluate or criticize it.
3. Connect to what is being said.  Focus on what you can learn or gain from listening.  Have a personal “stake” in listened to the message.  Make connections with previously learned information.
4. Listen actively.  Listen and watch for signals that important points are about to be made.  When the speaker says, “In conclusion,” “To sum up,” or “Finally,” you know a major point is about to be made. Listen carefully and then write down the main idea and key points.
5. Resist distractions.  Concentrate on the message.  Block out your personal life and focus on the speaker’s words.  Tune out other distractions such as noise and movement.
6. Attend all classes.  If it is unavoidable that you miss a class, ask to see a classmate’s notes.  Remember, the most useful notes are those you make in your own words.
7. Be prepared to take notes.  Always have a notebook and pen with you.  Sit where you can hear and see the speaker.
8. Keep all of your notes in order.  Always put your name, class, period, and the date at the top right-hand corner of each page -- this will make it easier for you to find them.  Use a separate notebook for each class, or separate classes with clearly marked dividers.  
9. Make your notes short and to the point.   Make notes by writing key words and phrases, definitions, and repeated points.  Summarize in your own words.
10. Organize and edit your notes.  Go back over your notes as soon as possible after class.  Correct any errors, rewrite unclear statements.
“A good listener is not only popular everywhere,

but after a while he knows something.”

Wilson Mizner

Adapted from Learning & Using Study Skills, Barbara L. Maars, 1991

