Step 1: Record

The student records notes in the way that we've taught them in the right column

Step 2: Reduce or Question

As soon as possible after taking notes, the student should add missing information, clarify confused information, and rewrite portions that might be unclear.

Once the student has done that, the reread the notes, run through the lecture in their mind, and reduce major ideas to key words or phrases and then write cues to the ideas in the left column.  As an alternate to writing key words, the student may elect to create questions.

Step 3: Recite

Using a blank piece of paper, the student covers up the notes and uses the key words to question or quiz herself on the material.  She should state the questions and the answers outloud.  Items that she has difficultly answering should be checked.  She should also recite in her own words.  Translating information into one's own words requires deeper processing and understanding and increases retention.  Reciting increases retention of material four fold (Pauk, 1989).

Step 4: Reflect

The student thinks about the information in her notes and tries to relate it to what she already knows about the topic.  She could ask such questions as: What are the main ideas? How does this information fit into what I already know? How might I use this information? Through reflection, the student integrates new information with old and personalizes it.

Step 5: Review

The student periodically reviews her notes by doing the recite method after one or more days have passed.

Step 6: Recapitulation

The student writes a brief summary of her notes.  In addition to providing a review, this helps her highlight essential information.  This should be done a few days after she records the notes initially.

A third column of notes might be used when students are combining lecture and text notes.  Lecture notes are recorded in the center.  The notes from the lecture and the text are aligned with the questions or cue words in the first column.  Summarizing three column notes is especially important because it provides an opportunity for students to integrate information from the text with information from the lectures.  

Technology:

http://notestar.4teachers.org/ ( Notestar assists in taking notes from online sources.  Less writing is involved because kids can cut and paste from the text.
Differentiating for IEPs:





Teachers can do step 2 for the students before they do step 1, in order to scaffold their learning.








