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COURSE GUIDE



Introduction
Welcome to SD102 Learning Effectively through your iStudyGuide.

The iStudyGuide is integral to our students’ learning experience at UniSIM. In particular, it serves as
one of the students’ first point-of-contact with the courses in their programmes.

This course guides students on how to manage their learning through the iStudyGuide. Firstly, students
learn how content is organised in the iStudyGuide. Secondly, students are introduced to an array of
study skills that they can apply when using the iStudyGuide. Thirdly, this course allows students to
practise using the technical functions of the iStudyGuide reader. Lastly, students are taught how to take
notes through the technical functions of the iStudyGuide.



Learning Outcomes

Knowledge & Understanding (Theory Component)
Identify the learning components of the iStudyGuide and their uses.
Identify and demonstrate of the use of technical functions of the iStudyGuide readers.
Explain how to incorporate the technical functions in learning.
Discuss and expand on the list of study skills that are essential for undergraduate studies.

Key Skills (Practical Component)
Use the technical functions in the iStudyGuide readers in learning.
Apply reading, listening, note-taking and learning interaction skills for learning through the
technical function of the iStudyGuide readers.



 
 

STUDY UNITS



 
 

STUDY UNIT 1
COMPONENTS OF THE iStudyGuide

 



Overview
The iStudyGuide aims to:

clearly establish and outline the coverage and assessment strategy of the course
articulate the learning outcomes (knowledge and skill sets) expected of students
focus students’ attention on essential and important content (e.g., concepts, theories, and
models)
provide a framework for organising the subject knowledge upon which students may build and
develop their own understanding of the subject
scaffold, engage, reinforce, and lead students to actively participate in their learning journey
through the use of various learning activities

With these aims in mind, the iStudyGuide is designed with two main components. These two main
components are the Course Guide and Study Unit.

Each Course Guide comprises of:

a) Welcome/Introduction

b) Course Schedule

c) Course Description and Aims

d) Learning Outcomes

e) Assessment Overview

f) Learning Materials

The Study Unit comprises of:

a) Introduction/Overview

b) Learning Outcomes

c) Concepts, Theories, Models

d) Examples, Scenarios, Real World Cases

e) Media Elements

f) Learning Activities

g) References

h) Summary



Learning Outcomes
At the end of this unit, you will be able to:

Identify and explain all the components in the iStudyGuide
Elaborate on how the components of the iStudyGuide help you in your learning



Chapter 1: Course Guide
Every iStudyGuide begins with the Course Guide. The Course Guide provides students with the
overview and syllabus of the course. It also informs students of the requirements and expectations to
complete the course successfully.

Typical features of the Course Guide include:

1.1 Welcome/Introduction 

1.2 Course Schedule 

1.3 Course Description and Aims 

1.4 Learning Outcomes 

1.5 Assessment Overview 

1.6 Learning Materials 

1.1 Welcome / Introduction
The Introduction section welcomes you to the course. Most iStudyGuides will have an introductory
video embedded in this section.

Why is it important to you?
The Welcome and Introduction section contains important information such as:

a) An overview of the course, why the course is important and how it fits within the discipline

b) A short elaboration or an example that illustrates how topics in the course relate to real life or
the industry

c) Information on organisation, structure and learning outcomes of the course

d) Expectations and requirements of students for the course

e) Elaboration of appropriate etiquette and academic integrity issues

f) Assessment information for the course

g) Tips on how best to learn and do well for the course

How can you use it usefully and effectively in your learning?

https://s3-ap-southeast-1.amazonaws.com/unisim.elearning.documents.prod/SD102/LessonRecording/Video%201%20Introduction%20and%20Welcome%20section/Video%201%20Introduction%20and%20Welcome%20section.mp4
https://s3-ap-southeast-1.amazonaws.com/unisim.elearning.documents.prod/SD102/LessonRecording/Video%202%20Course%20Schedule%20section/Video%202%20Course%20Schedule%20section.mp4
https://s3-ap-southeast-1.amazonaws.com/unisim.elearning.documents.prod/SD102/LessonRecording/Video%203%20Description%20and%20Aims%20section/Video%203%20Description%20and%20Aims%20section.mp4
https://s3-ap-southeast-1.amazonaws.com/unisim.elearning.documents.prod/SD102/LessonRecording/Video%204%20Learning%20Outcomes%20section/Video%204%20Learning%20Outcomes%20section.mp4
https://s3-ap-southeast-1.amazonaws.com/unisim.elearning.documents.prod/SD102/LessonRecording/Video%205%20Assessment%20section/Video%205%20Assessment%20section.mp4
https://s3-ap-southeast-1.amazonaws.com/unisim.elearning.documents.prod/SD102/LessonRecording/Video%206%20Learning%20Materials%20section/Video%206%20Learning%20Materials%20section.mp4


The introductory video can serve as your first contact with the course you have signed up. From there,
you can draw up a list of questions you would like to know about the course content and structure and
find out more from the study guide or your instructor. This is an important process as it allows you to
set your own expectations for the course and to plan your learning efficiently.

1.2 Course Schedule
The Course Schedules of all the courses in which you are enrolled are located on the Student Portal.
You will need to retrieve your Course Schedule from there.

Why is it important to you?
It is a chronological listing of all major milestones for the associated courses. In particular, it
provides details of your course’s:

a) Seminar date and time

b) Pre-seminar readings and activities

c) Seminar topics

d) Assignment deadlines

How can you use it usefully and effectively in your learning?
The Course Schedule allows you to keep tabs on the seminar dates, deadlines of assignment
submission and examination date. This will help you plan your learning more effectively. At the same
time, it is important that you do the required readings and activities before you attend your seminar
session. By reading beforehand, you are better able to:

a) Understand the organisation of the seminar.

b) Follow the pace of your instructor’s presentation.

c) Clarify with your instructor with regards to any part of the reading that you might not be able to
understand.

d) Participate in the discussion or group work during the session.

e) Build good rapport with your instructor as you show interest by reading before lesson.
 
Below is an example of Course Schedules drawn from the sample course, PSY392.



 

1.3 Course Description and Aims
This section provides you with a description of the course, the subject coverage, and the course
structure.

Why is it important to you?
Having an overview of the course you are going to study is important to you. The Course Description
and Aims section gives you:

a) An idea of the content covered in the course.

b) Some indication of how the course may be related to your prior relevant learning and working



experience.

c) A measure of your confidence level in learning the content.

d) An estimate of the amount of time you may have to invest in learning the content.

How can you use it usefully and effectively in your learning?
Before you attend the first seminar or online session for your course:

a) Take a look at the course description and aims.

b) Do a simple keyword search in the internet and look out for short and simple definitions or
explanations of those key words used. Having preliminary ideas of these key words will help
you greatly as you start reading the study guide.

Below are examples of the Course Description and Aims section drawn from two sample courses,
PSY259e and BME 101.

PSY259e PERSONALITY AND INDIVIDUAL DIFFERENCES 

This module surveys the six different approaches to the psychology of personality: the
psychoanalytic approach, the trait approach, the biological approach, the humanistic approach, the
behavioural/social learning approach, and the cognitive approach. While the major theories of each
approach will be covered in some detail, the knowledge gained in this module ought to serve as a
foundation for further study into the subject. The learning journey will include pre-recorded lectures,
interactive and instructive online resources, discussion forums and quizzes. These materials are
designed to enhance one’s understanding of the key theories covered in the module. It is also meant
to stimulate thought and ability to apply newfound knowledge to real-life cases and ongoing research
on personality.

 

BME101 INTRODUCTION TO BIOTHERMAL FLUID 

Welcome to your study of BME101 Introduction to Biothermal Fluid Sciences, a 5 credit unit (CU)
course. 

The Course Guide provides a structure for the entire course. As the phrase implies, the Course
Guide aims to guide you through the learning experience. In other words, it may be seen as a
roadmap through which you are introduced to the different topics within the broader subject. This
Guide has been prepared to help you understand the aim[s] and learning outcomes of the course. In
addition, it explains how the various materials and resources are organised and how they may be
used, how your learning will be assessed, and how to get help if you need it.

 



1.4 Learning Outcomes
The Learning Outcomes section serves as a guide to the key knowledge and skills you should learn
from reviewing the materials in the Study Unit. This section comprises the following two
components:

a) Knowledge and Understanding (Theory Component) - what you should know and understand at
the end of the course.

b) Key Skills (Practical Component) – what you should be able to do or perform at the end of the
course.

Each learning outcome statement defines the students’ performance in a particular area. The learning
outcomes are written based on Bloom’s Taxonomy of cognitive levels.

There are six levels of Bloom’s Taxonomy of cognition. In increasing order of cognitive difficulty,
they are “Knowledge”, “Comprehension”, “Application”, “Analysis”, “Synthesis” and “Evaluation”.
The key task words associated with each level are shown in the table below.







Why is it important to you?
There are two important things to note when you are examining the Learning Outcomes of your course.
Firstly, study in detail the number of learning outcomes in the Theory Component and Practical
Component. Some courses feature more significantly on theory while other may focus more on
practice and required skill sets. This can give you an idea of how much you need to know and do for
the course.

Secondly, as you advance to higher level courses, you will be required to exhibit higher order of
cognition in your learning. If there are many learning outcomes drawn from higher cognitive levels
required, it most probably means that you will need to spend more effort and time on this course.

How can you use it usefully and effectively in your learning?
It is important to understand what is required of you from the key task words used in each lesson
outcome, in relation to Bloom’s taxomony of cognition. Different key task words in learning outcomes
may require different types of responses from you when answering assessment questions. Do ask your
instructor if you are unsure about the meaning of any of the key task words.

You should also use these learning outcomes to do a self assessment of your understanding of the
topics covered in the Study Unit. As you progress through your course over the term, continuously
revisit the course’s learning outcomes and check if you are able to answer or do what is required of
each learning outcome. If you are unable to do what is required of the learning outcome covered in the
previous seminars, you must seek help immediately from your instructors or classmates.

It is also important to revisit the course learning outcomes consistently every week instead of only a
few weeks before the examination. This will give you more time to clarify your understanding of the
stated course learning outcomes with your instructors or classmates.

Below are examples of the Course Learning Outcomes section drawn from two sample courses,
BUS103e and SEC345e.

BUS103e ORGANISATIONAL BEHAVIOUR 

Knowledge and Understanding (Theory Component)

State how a historical and systematic understanding of organisational behaviour can help in
developing people skills.
Recognise the contribution of workforce diversity to organisational effectiveness.
Relate key individual characteristics (Attitudes, Values, Perception and Personality) and their
relationship to work-related behaviour.
Determine why motivation in the workplace is a key element in achieving organisational goal.
Interpret how groups work and show how to create effective teams.
Summarise the communication process and the different ways to increase communication
effectiveness.
Discuss the nature and purpose of conflict and outline the conflict and negotiation processes.



Describe the change and review processes for managing organizational change. 

Key Skills (Practical Component)

Relate organisational behaviour principles and practices to real and hypothetical situations.
Demonstrate the essential knowledge and interpersonal skills to work effectively in a team.
Show well developed written proficiency.

 

SEC345e NON-TRADITIONAL SECURITY 

Knowledge and Understanding (Theory Component)

Appraise power centres of Non-Traditional Security (NTS) and traditional security
Distinguish between NTS, the state and non-state actors
Critique the development of NTS theory and security studies concepts
Examine root ideas in NTS
Propose environmental factors responsible for the development of Asian NTS
Arrange the different categories of energy NTS
Judge the value of food NTS in late modernity
Synthesize the impact of health politics on the environment
Assess the inter-connectedness of NTS (energy, environment, food and health) politics
Construct the circumstances surrounding Civil Society and NTS
Evaluate NTS in terms of Green Politics
Recommend new approaches to understanding NTS

Key Skills (Practical Component)

Apply security studies concepts to seminar discussions
Experiment with work-based problems with concepts in security studies
Demonstrate competence in academic writing (political science)

 

1.5 Assessment Overview
The Assessment Overview section displays the assessment items and mark weightings that make up
the Overall Continuous Assessment Score (OCAS) and Overall Examinable Score (OES) for the
course. Collectively, OCAS and OES aggregate to your final grade for the course.

Why is it important to you?
The Assessment Overview section consists of the:



a) Mode of each assessment component

b) Weightings allocated to each assessment component

c) Requirements of each assessment component

Knowing these details is very important to you as it allows you to strategise your learning plan
effectively especially when preparing for tutor marked assignments and final examination.

How can you use it usefully and effectively in your learning?
You should prepare a proper study schedule in relation to the submission deadlines of the assignments
and the date of the examination in the course.

Below are examples of the Assessment Overview section drawn from two sample courses,
MTH206e and ELG205.



 

1.6 Learning Materials
The Learning Materials section lists all required and supplementary reading materials for the course.
These are often organised as follows:

a) Required textbook(s)

b) Supplementary learning resources from various sources such as:

- Journal articles

- Websites

Why is it important to you?
If a textbook is listed as compulsory for a course, it is a clear indication that a substantial amount of
required content for the course is drawn from the textbook. Similarly, compulsory journal articles
may serve as anchor content in certain chapters and thus should not be taken slightly. As for optional
readings, they serve as supplementary sources of knowledge that are related to the course.

How can you use it usefully and effectively in your learning?
While the iStudyGuide itself has covered a significant amount of content needed in the course, relying
in it alone may not be sufficient for more in-depth exploration of the course content or to score a good
grade for the course. Therefore, it is important that you use the compulsory textbook and readings in
conjunction with the study guide.



It is essential that you understand the required content in the textbook and readings. Putting equal
emphasis on using the study guide and the compulsory textbook and readings can help you effectively
understand the course content with width and in depth.

As for optional textbook or readings, it would be good to use them to clarify on content in the
compulsory readings or to extend your knowledge of the topics learnt in the course.

Below are examples of the Learning Materials section drawn from two sample courses, ECE303e
and PSY263e.

 



Chapter 2: Study Unit
Study Units are the main core of any iStudyGuide. The course content is typically structured into
Study Units. Each study unit may be further structured into chapters or topics.

The study units are typically structured in the following manner:

A Study Unit would typically have the following features or elements:

2.1 Introduction/Overview

2.2 Learning Outcomes

2.3 Concepts, Theories, Models

2.4 Examples, scenarios, real world cases 

2.5 Media elements 

2.6 Learning Activities 

2.7 References

2.8 Summary

 

2.1 Introduction/Overview
Each Study Unit begins with a brief paragraph that provides an overview and outline of the scope of
the unit.

https://s3-ap-southeast-1.amazonaws.com/unisim.elearning.documents.prod/SD102/LessonRecording/Video%209%20Examples%20and%20Real%20World%20Scenarios/Video%209%20Examples%20and%20Real%20World%20Scenarios.mp4
https://s3-ap-southeast-1.amazonaws.com/unisim.elearning.documents.prod/SD102/LessonRecording/Video%207%20Chunked%20Video%20Recordings/Video%207%20Chunked%20Video%20Recordings.mp4
https://s3-ap-southeast-1.amazonaws.com/unisim.elearning.documents.prod/SD102/LessonRecording/Video%208%20Learning%20Activities/Video%208%20Learning%20Activities.mp4


Why is it important to you?
Having an overview of the topic you are going to study is very important to you. It allows you to have
an idea of the content the Study Unit will be covering and provides you with a gauge of how familiar
you might be with the content in relation to your prior learning and working experience.

How can you use it usefully and effectively in your learning?
If you are unfamiliar with the main areas the Study Unit is covering, it is advisable to do a simple
keyword search on the Internet and look out for short and simple definitions or explanations of the key
words used. Having preliminary ideas of these key words will help you greatly when you attend the
seminar.

Below are examples of Introduction/Overview to Study Units that are drawn from two sample
courses, FEM103 and COM323e.

FEM103 CONSTRUCTION TECHNOLOGY 

This introductory study unit presents the functional requirements and performance levels expected of
buildings in general. It highlights the various factors that may impact on the performance of
buildings, including the need to consider energy efficiency, environmental impact, the quality and
economical aspects of building projects. In addition, this unit emphasise the different types of
physical forces acting on key members of a building structure and the possible impacts on their
stability and level of performance. An overview of the preparatory activities prior to carrying out
the construction works as well as the importance of workplace safety and health matters is also
provided.

 

COM323e CRISIS COMMUNICATION 

Today, with changes in technology and the way media is structured, any corporate crisis is covered
in a matter of hours by the national and international media, and Webcast over the Internet – further
hastened by an ever-growing population of online “bloggers” who document and critique
companies’ every move. Thus, a more sophisticated media environment, as well as a new emphasis
on technology in business, has created the need for a more sophisticated response to crises.

 

2.2 Learning Outcomes
Each Study Unit comprises a set of learning outcomes that are aligned with the topic learning
outcomes.

Why is it important to you?



The set of topic learning outcomes should include both cognitive and active elements - that is, show
both what you will learn and how you will be able to apply it.

How can you use it usefully and effectively in your learning?
The topic learning outcomes serve the most important source of self-evaluation of your understanding
of the topic covered. After each seminar, check if you are able to answer or do what is required of
each learning outcome for the topics covered. If you are unable to do what is required of any learning
outcome, it is important that you seek help immediately from your instructors or classmates.

Below are examples of topic learning outcomes drawn from two sample courses, ICT331 and
MTH102.

ICT331 FUNDAMENTALS OF CONCURRENT SYSTEMS 

At the end of this course, you should be able to:

1. Explain and identify what is a concurrent system
2. Explain the role of hardware and operating systems in concurrent processing
3. Write programs involving multi-threading and synchronised concurrent processes
4. Explain the characteristics and issues involved in distributed processing
5. Write programs using Java facilities for distributed processing

 

MTH101 DISCRETE MATHEMATICS 

At the end of this course, you should be able to:

1. Express a numerical answer to a certain number of significant figures or to a certain number of
decimal places.

2. Solve a system of two equations simultaneously using an algebraic method.
3. Use rules for indices.
4. Solve a quadratic equation.
5. Express a quadratic expression in completed-square form.
6. Deduce a recurrence system, closed form and long-term behaviour for an arithmetic sequence.
7. Deduce a recurrence system, closed form and long-term behaviour for a geometric sequence.
8. Deduce a recurrence system, closed form and long-term behaviour for a general linear sequence.
9. Answer problems relating to arithmetic and geometric sequences.

 

2.3 Concepts, Theories, Models
The Study Unit presents the concepts, theories or models and build on them logically. These might be



supported with graphics where appropriate to illustrate concepts and content taught, connect to real-
world examples and/or supplemented with relevant online resources through active web links,
relevant scholarly and popular articles.

Why is it important to you?
Concepts, theories and models form the bulk of your iStudyGuide. They generally cover a substantial
amount of the content to be learnt in the course. Sometimes, they also provide useful summaries of the
various topics in the course. As such, they are very important to your performance in the course.

How can you use it usefully and effectively in your learning?
As the amount of content covered in a iStudyGuide can be substantial, it is important that you plan a
realistic schedule to ensure that you consistently review and revise key concepts, theories, and
models related to the course. It can be useful to your learning if you also take notes while learning the
content instead of just reading it.

Below are examples of concepts, theories, and models drawn from two sample courses, EAS305 and
FEM107.



2.4 Examples, scenarios, real world cases
Examples and real world scenarios are meant to be an illustration of how a concept, theory or model
works in the real world, or is used by a particular company or within a specific industry. Examples
from practices or alternative viewpoints or experiences might be found here too.

Below are examples of scenarios, and real world cases drawn two sample courses, COU101 and
BUS103e.

COU101- THE HELPING RELATIONSHIP

To cite an example, I am seeing a 23-year-old graduate who is on medication for depression.
Although she is an extrovert, we spoke about things we could do on our own and enjoy doing that.
She came up with a list of a whole range of possibilities like singing, skipping, computer games,
meditating and she realised she could enjoy solitude. It dawned on her she did not have to depend on
others to make her happy. Part of her diffidence and lack of independence is attributed to her
parents’ over-protectiveness and over-concern for her.

 

BUS103e – ORGANISATIONAL BEHAVIOUR

Selective perception occurs when the receivers in the communication process selectively see and
hear based on their needs, motivations, experiences, background, and other personal characteristics.
Receivers project their interests and expectations into communications as they decode them. For
example, you want to have your office repainted in a vibrant green colour to boost your motivation
and energy levels. You ring the painter and give them your instructions. When you visit your office,
you find the painter busy at work painting your walls a very pale cream colour. You remark ‚That’s
not the colour I wanted, I wanted green‛ and the painter replies ‚Green! I thought you said
cream.‛



 

Why is it important to you?
Your ability to relate knowledge learnt in school and to apply it to your work is important. Being able
to apply what you have learnt enables you to create meaning in the knowledge you have learnt to your
work. You would also be empowered to use the acquired knowledge to solve real problems at your
workplace. As such, the knowledge you acquired while studying in UniSIM adds value to your work.

How can you use it usefully and effectively in your learning?
Applying your knowledge at your workplace or relating the knowledge to your work helps you to
sustain your motivation in learning and more importantly, it assists you internalise the knowledge for
assessment purposes.

 

2.5 Media Elements
The typical multimedia elements found in the iStudyGuide are

a) Chunked lesson recordings

b) Podcasts

c) Animation

Chunked Lesson Recordings are basically voice annotated Powerpoint slides, developed into bite-
sized pieces to help learners grasp the information easily. These lesson recordings may be used to
elaborate, explain, highlight, analyse or synthesise concepts, to help learners make connections to the
concepts being presented. The use of chunked lesson recordings is meant to engage learners and inject
a personalised touch to the iStudyGuides.

Podcasts may refer to media files with audio only, with video or voice-over powerpoint slides. The
main difference between podcasts and chunked lesson recordings, is that podcasts are used to deliver
short snippets of information on a specific content.

Animations are used to provide dynamic content that help learner to visualise concepts, processes or
theories.

Why is it important to you?
The use of multimedia can engage you in your learning and cater to different learning styles and
preferences. Multimedia can help to enhance and reinforce learning.

How can you use it usefully and effectively in your learning?



The chunked lesson recordings provide an important source of learning if you have to miss the
seminar for valid reasons. Coupled with the written content in the study guide, the chunked lesson
recordings can significantly help the learning of content that you might have missed.

Below is an example of a chunked lesson recording drawn from ICT219e.

ICT219e SU2 CH1.3 

 

2.6 Learning Activities
The Learning Activity is aligned with an individual or set of learning outcomes and may be in the
form of:

a) Readings from Textbooks, Journal Articles and Websites

b) Formative Assessment

c) Reflection (through case study analysis, journaling/Blogging, discussions, presentations and
portfolios)

d) Participant-centred activities using Web 2.0 technologies

Below are examples of learning activities drawn two sample courses, SOC361 and ECE303e.

https://s3-ap-southeast-1.amazonaws.com/unisim.elearning.documents.prod/ICT219/LessonRecording/ICT219_SU2Chapter1.3/ICT219_SU2Chapter1.3.mp4




Why is it important to you?
Learning activities provide opportunities for you to apply the knowledge and competencies learned in
given situations. Completing the learning activities allows you to check if you have achieved the
desired learning outcomes.

How can you use it usefully and effectively in your learning?
Try out the learning activities to check your understanding of the topics covered. If you are unable to
do them, do seek help from your instructors or classmates.

 

2.7 References
The iStudyGuide uses the APA style of citations and references.

Why is it important to you?
References are important sources of information for you to use if you need further information about
the topics you are learning in a study unit.

How can you use it usefully and effectively in your learning?
Whenever you find some information in the iStudyGuide interesting, locate its source through the
reference section and make it a point to look up the information from the primary source.

 

2.8 Summary
Each Study Unit should conclude with a summary section that lists key learning takeaways for you.

Why is it important to you?
The summary should highlight key salient points covered within the Study Unit.



How can you use it usefully and effectively in your learning?
Check your understanding of these key salient points highlighted in the summary by expanding on each
point on your own. If you do not understand the key points in the Learning Outcome, seek assistance
from your instructor or classmates.



 
 

STUDY UNIT 2
TECHNICAL COMPONENTS OF THE

STUDY GUIDE READER
 



Learning Outcomes
At the end of this unit, you will be able to:

Demonstrate understanding of the use of technical functions of the iStudyGuide readers.
Use the technical functions of the iStudyGuide readers in your learning.



Overview
Students using the mobile platform to access their iStudyGuides are able to use a number of technical
functions to facilitate their learning. These functions include:

Search
Define
Highlight
Copy Text
Note / Memo
Share



Chapter 1: Learning Functions
The videos below show how you can use the technical functions on the iOS and Android platforms.

Search

Search keywords for your assignment or to do research for more information.

Video (Android) Video (iOS)

 

Define

Look up the definitions of unfamiliar terms. This will assist you in learning more efficiently.

Video (Android) Video (iOS)

 

Highlight

Highlight important concepts or information for easy retrieval when needed.

Video (Android) Video (iOS)

 

Copy Text

Copy and transfer content for your note-taking or assignment preparation.

Video (Android) Video (iOS)

 

Note/Memo

Summarise or write your own reflection of the different sections in the iStudyGuide.

Video (Android) Video (iOS)

 

Share

Share content via Twitter or Facebook, or email queries to your instructor.

Video (Android) Video (iOS)

 

https://s3-ap-southeast-1.amazonaws.com/unisim.elearning.documents.prod/SD/LessonRecording/Search_iStudyGuide_Android/Search_iStudyGuide_Android.mp4
https://s3-ap-southeast-1.amazonaws.com/unisim.elearning.documents.prod/SD/LessonRecording/Search_iStudyGuide_iOS/Search_iStudyGuide_iOS.mp4
https://s3-ap-southeast-1.amazonaws.com/unisim.elearning.documents.prod/SD/LessonRecording/Define_iStudyGuide_Android/Define_iStudyGuide_Android.mp4
https://s3-ap-southeast-1.amazonaws.com/unisim.elearning.documents.prod/SD/LessonRecording/Define_iStudyGuide_iOS/Define_iStudyGuide_iOS.mp4
https://s3-ap-southeast-1.amazonaws.com/unisim.elearning.documents.prod/SD/LessonRecording/Highlighting_iStudyGuide_Android/Highlighting_iStudyGuide_Android.mp4
https://s3-ap-southeast-1.amazonaws.com/unisim.elearning.documents.prod/SD/LessonRecording/Highlighting_iStudyGuide_iOS/Highlighting_iStudyGuide_iOS.mp4
https://s3-ap-southeast-1.amazonaws.com/unisim.elearning.documents.prod/SD/LessonRecording/Copy_iStudyGuide_Android/Copy_iStudyGuide_Android.mp4
https://s3-ap-southeast-1.amazonaws.com/unisim.elearning.documents.prod/SD/LessonRecording/Copy_iStudyGuide_iOS/Copy_iStudyGuide_iOS.mp4
https://s3-ap-southeast-1.amazonaws.com/unisim.elearning.documents.prod/SD/LessonRecording/Memo_iStudyGuide_Android/Memo_iStudyGuide_Android.mp4
https://s3-ap-southeast-1.amazonaws.com/unisim.elearning.documents.prod/SD/LessonRecording/Notes_iStudyGuide_iOS/Notes_iStudyGuide_iOS.mp4
https://s3-ap-southeast-1.amazonaws.com/unisim.elearning.documents.prod/SD/LessonRecording/Share_iStudyGuide_Android/Share_iStudyGuide_Android.mp4
https://s3-ap-southeast-1.amazonaws.com/unisim.elearning.documents.prod/SD/LessonRecording/Share_iStudyGuide_iOS/Share_iStudyGuide_iOS.mp4


TRY IT OUT
Try out the various technical functions in the article below.

a) Search for the word, ““insomnia”.

b) Find the definition of “insomnia”.

c) Highlight “insomnia”.

d) Copy “insomnia”.

e) Make a memo/note of the copied “insomnia” and paste “insomnia” in the memo.

f) Share the memo by sending it to your own email address.
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Physical signs of stress include:

1. Weakened immune system – stress has a detrimental effect on one’s health and a compromised
immune system is one of the first signs of stress. This leads to some of the other signs of stress
within this category.

2. Frequent headaches – while headaches can have a variety of root causes like dehydration for
instance, stress is also a cause of frequent headaches.

3. Frequent colds and flu – with a lowered immune system, one is more prone to succumbing to the
virus in the air, and can come down with frequent colds and flu.

4. Stomach upsets and digestive problems – many students have experienced having a stomach
upset just before a major examination, or people have stomach upsets just before a job
interview. Stress leads to stomach upsets, and can also interfere with the workings of the
digestive system, resulting in diarrhoea for instance.

5. Sleep problems – many people bring their problems to bed. They mull over the problems and
are, therefore, unable to fall asleep. Over time, this results in insomnia and some even resort to
sleeping pills in order to obtain a good night’s sleep. Even when they are asleep, the quality of
sleep may escape them as they often have bad dreams or nightmares.

6. Constant fatigue and tiredness – people under stress feel tired often and wonder why they are
still sleepy, no matter how many hours of sleep they have had. This is related to the quality of
sleep they may have had, and linked to sleep problems in the point above.

7. Raised blood pressure – people who are constantly under stress may have raised blood pressure
and this may ultimately result in the condition of high blood pressure.

8. Deterioration of memory – stress often robs one of the ability to remember things well, and this
is linked to the inability to concentrate, as there is just too much to cope with.



 
 

STUDY UNIT 3
TAKING EFFECTIVE NOTES

 



Learning Outcomes
At the end of this unit, you will be able to:

Demonstrate knowledge of selected study skills.
Apply reading, listening, note-taking and learning interaction skills for learning through
iStudyGuides.



Overview
This chapter will focus on the effective use of certain study skills in learning the iStudyGuide content.
These study skills include reading, listening, note-taking and learning interaction.



Chapter 1: Study Skills
Study skills are strategies used in acquiring, retaining and explaining knowledge you learnt in your
course.

1.1 Understanding the Content
It is very important that you are able to understand the content in the iStudyGuide so that you can do
well for your assignments and examination. If you do not understand the information (theories,
concepts, models, etc.) presented in your course materials, you can easily forget them even after
having memorised them. To understand the content sufficiently, effective reading and listening skills
are needed.

1.1.1 Reading Skill
Skimming and scanning are important and useful reading techniques that will save time and
unnecessary effort. Together, they provide the essential components for top-down processing of a text.
Readers who can skim and scan are able to select the right kind of text they need and can reduce the
amount of time they spend reading for information. When readers use these techniques they can read
selectively and effectively without reading everything in a text.

Skimming involves going over a text quickly to get the general idea of its contents and to gain a
superficial understanding of its message. Using this technique helps readers to decide how relevant
the text is for their needs and whether they need to spend time reading it more carefully. Skimming
helps readers to assess the text by considering several questions.

What is this text about? 
What is the usefulness of this text? 
How can this text help me? 
Is it worth reading it carefully?

Scanning involves going quickly through a text to try to find particular information or to decide
whether it is useful for the reader's purpose. Scanning helps readers to identify the usable content of a
text by considering two key questions.

What information do I need from this text?
Where can I find the information I need in this text?

However, due to your need to learn to prepare for examination, critical reading will result in deeper
learning.

Critical reading helps you to get the most out of your study materials. It helps you to prepare better for
your seminars and assessment. The steps of critical reading are as follows:
a) Conduct a quick first read of the study unit with a relaxed mind. This will help you to remove any

inertia to start reading and serve as an advance organization for your second read.



b) Conduct the second read in chunks. If possible, read and manage each paragraph at a time. Identify
the primary idea, secondary ideas and support information.

i) Primary idea of the chapter. It can usually be found in the unit’s title and elaborated in the unit’s
introduction. It can be a proposed theory, argument, hypothesis, practice etc.

ii) Secondary idea of each of the latter paragraph of the unit. Each secondary idea should be a
development of the primary idea.

iii) Elaborating and Support information of each secondary idea includes examples,
comparisons, analogies, anecdotes, statistical data, theories etc.

c) Relate the primary idea, secondary ideas and support information.
d) Determine if these relationships belong to:

i) Cause and effect
Example:

ii) Categorization 
Example:

iii) Comparison and Contrast
Example:

iv) Definitions
Example:



v) Problem and Solutions
Example:

vi) Process or procedures
Example:

vii) Sequence of events
Example:

e) However, there are times when the main idea is not written explicitly in the unit. When this
happens, you have to learn to infer the implied idea from the content. The implied idea has to be
logical such that it is grounded on the content of the paragraph instead of your own assumptions or
feelings.

 

Connecting the paragraphs

Usually, a reading may be made up of a number of paragraphs. After analysing each paragraph,

i) Find out the relationships between the paragraphs by linking up their ideas. If there are such
relationships, what are they?



ii) Draw a final conclusion of the whole reading. Add your thoughts and doubts in the conclusion.

Examples
 

BUS100 - BUSINESS SKILLS AND MANAGEMENT

Many of us are familiar with the proverb, “Procrastination is the thief of time”. One of the worst
enemies of time is procrastination. A person who procrastinates puts off working on tasks, assuming
that there will always be time later to complete it. 

Unknowingly, the tasks may accumulate and this leads to stress as there is insufficient time to cope
with the number of tasks at hand. In this section, we will discuss a number of ways to better manage
one’s time. Good time management will lead to reduced stress in one’s life. Some ways to manage
one’s time well include (Mind Tools Ltd 2012): 

1) Prioritising – is about listing tasks according to which should be done first, in order of priority.
This means that before prioritising can take place, there needs to be a to-do list. Often at work in
particular, we may have many tasks we need to do. However, not all are equally important. Some
are important, but take a long time to do, while others are urgent and may or may not require a long
time to complete. One has to decide which are both important and urgent, and place those higher on
the priority list of tasks to complete. Then one needs to balance the other important but not urgent
tasks, or urgent but not important tasks, to see how much time is needed and place them on the
priority list. It is good practice to immediately write down outstanding tasks, no matter how small it
may seem before one forgets to do it. If a person is already overloaded, it is easy to overlook tasks,
especially the minor ones that still have to be completed. Prioritising also gives one a sense of
achievement, when the task has been completed and is one way of motivating oneself to do the work.

2) Goal setting – provides a person with something to work towards and achieve. Human beings
function better with goals to achieve. It can be as simple as completing two tasks on your to-do list
for the day. Achieving small goals motivates one to achieve more goals. This sense of satisfaction at
the achievement of goals, will spur one on to want to do more. Hence, make sure that goals are not
so lofty that they cannot be achieved. If realistically, you can only complete two of the tasks on your
to-do list, then do not put down more than that to be achieved or you will be setting yourself up for
failure and disappointment, and this is just the opposite of motivating oneself. 

3) Scheduling – involves setting aside time for doing different things. Some people are wide awake
and alert in the morning, while others function better at night. In the afternoons, many people are
often sleepy after a heavy lunch. Hence, it is important to schedule tasks that require you to plan and
think through, during the times you are most alert. The afternoons can be spent doing more mundane
tasks that require less brainwork. It is also important to plan breaks between tasks. This is
especially so if the tasks at hand require one to think creatively and strategise. The breaks allow the
mind to rest and recharge, and to function more effectively. Sitting for hours in front of the computer
and focusing on one task can result in mental and physical fatigue so one needs a break. 



Having a variety of tasks also gives the brain a break. For example, you may be studying for two
subjects for the examination. One might be financial accounting and the other marketing. Instead of
sitting down and focusing on one subject, it is beneficial to intersperse the revision with different
subjects. Handing accounting questions and marketing questions requires very different levels of
thinking and comprehension, or different skill sets as accounting is more quantitative and marketing
is more qualitative. Accounting requires you to calculate, while marketing requires you to write
essays. The variety of tasks will break the monotony and give the brain a rest while you change from
one kind of skill requirement to another. 

4) Concentrating and focusing – means that one has to focus on one task and concentrate to complete
it. This is quite different from the world we live in now, where people are used to multi-tasking.
However, unless we can concentrate and focus, we will not be able to complete a task well. If we
try to work on many tasks at one time, doing a little of this and a little of that, it may actually take us
a longer time to complete all of the tasks. Concentration and focus requires us to manage
interruptions. Many people are linked to their emails on the go. There is a strong temptation to check
emails all the time. Many people start up their computers and check their emails immediately. The
emails may require them to do certain tasks, and whatever they have planned to complete for the day
may be lost in all the urgent tasks that need to be done. It is good discipline to set aside a period of
time to complete a task at hand, without being tempted to check emails to see if one has missed
something. Don’t let emails rob you of your time and wreck havoc to your to-do list and priority list.

5) Motivating oneself – it is important to motivate oneself to complete tasks, especially those that
one is not interested in, and are likely to put off, or tasks that are challenging or time-consuming.
Motivating oneself includes giving some reward at the end of the task achievement. For example, as
a student, you need to study for examinations, but you may not be motivated to do so. While you are
revising, you might be thinking of all the other things you want to do after the examinations. If you
experience this, you might want to break up your examination revision into manageable chunks of
time, after which you reward yourself with something that you like to do, for example, going out for
a movie. While the above are some ways to manage one’s time, they are not mutually exclusive but
linked. They need to be applied together, in order for one to effectively manage one’s time.

 

From the above reading,

Primary
idea (PI)

Solving the problem of procrastination through effective time management

Secondary
idea (SI)

Focusing, prioritising, goal setting, scheduling and motivating ourselves.

Elaborating
and Support
information

Each secondary idea is elaborated and supported by further examples and evidences.

Relationship
between PI

Problem and Solutions



and SI
Relationship
between
paragraphs

All SIs must be implemented together to deal most effectively with procrastination.

Conclusion Procrastination leads to task incompletion and stress. We can handle procrastination
by managing time effectively through focusing, prioritising, goal setting, scheduling
and motivating ourselves. All five processes need to be used together instead of in
silos in order for time management to be effective.

 

 

 

TRY IT OUT
From the reading below, identify the ideas, evidences and their relationship.

Submit

Reset
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BUZAN ORGANIC STUDY TECHNIQUE (BOST)



The aim of BOST is to show you how to develop study habits that overcome your fears or anxiety
about studying. BOST comprises two main strategies, namely preparation and application. This
section discusses how to use BOST, together with the study techniques. 

PREPARATION 
Under the BOST preparation stage, there are four activities. They are:
1. Browse

This step is often very short, recommended to be no more than 10 minutes. If you have a book,
look through it, the same way you would look through a book at a bookstore, to decide if you
want to buy it. The objective is to get a feel of the book.

Speed reading – get a quick overview. Read the contents page, skim some chapters, and look
at the front and back cover.
Mind mapping – at this stage, it is useful to draw the main idea, as well as the branches of a
mind map. One suggestion is that the branches of a mind map could follow the chapters of the
book. This will allow you to synthesise and integrate the information in the different chapters
of a book.

2. Time and amount targets
This step should take about 5 minutes.

Decide on amount of time devoted to studying, and amount to be covered in each time
period. The premise behind setting targets is the fact that the brain has the tendency to
complete things. If you know the amount and time compared to if there is no planning, you
are less likely to be distracted and more likely to complete the task as there is a goal to work
towards.

3. Five minute Mind Map jotter
The objective of this is to find out how much you know about the subject to be studied.

At this stage, you should mind map as fast as possible, everything that you already know
about the subject that you are going to study, without referring to the book. This step is meant
to establish a good mental ‘set’. This means that when you do read the book, you will be
looking out for the important information. This helps to improve concentration and decrease
the tendency for the mind to wander.
It is important to keep this short. The intention is not to note down everything, but to activate
the memory and set the mind moving in the right direction.

4. Asking questions and defining goals
This stage should last no more than 5 minutes.

Here, you are asking yourself what goals you want to achieve in reading, and what questions
you want answered as you read. It could also be areas of knowledge that you want to know
more about.
The questions and goals will help to establish the proper mental set and as you read, it will
help you to associate and link the information easily.
You can come back to this to add more questions as you read further.

Under the BOST application stage, there are four activities. They are:

1. Overview
The objective here is to get a good idea of what is in the text. The difference between this step
and browsing, is that this requires a more detailed reading than browsing.



Areas to be read would include results, tables, subheadings, summaries, table of contents,
graphs, glossaries, back cover, statistics, etc. This will give you a good knowledge of the
graphic sections of this book. Speed read through this.
Use a visual aid to focus the eye and help the brain to register as you read. The eye follows
movements. A visual aid strengthens visual memory, helps the brain to remember eye
movements, and there is also the visual memory of rhythm and the movement of tracer.

2. Preview
In the preview stage, the intention is not to read all the materials but to concentrate on special
areas. It is like planning a route before driving from A to B.

Skim read the text to find out the core elements. Make notes for future reference. Information
tends to be concentrated at the beginning and end of the written material, so read the
beginnings and ends of paragraphs, sections, chapters and also the text.
Remember the key is to read selectively. It is like listening to a lecture and selectively
listening to the relevant and interesting parts.

3. Inview
If still more information is needed after the overview and preview, then inview is where the
material is read, to fill in the missing information. When difficult material is encountered,
jump over it and give your mind some time to work on it, before coming back to it later,
when you would have more information already, from the other side of the “obstacle”.

4. Review
This stage should last no more than 5 minutes.

If still more information is needed, then fill in the areas that still have not answered the
questions that you initially set out to answer. Make notes and mind map as you go along. As
you mind map, you will integrate the known knowledge, connect relevant areas, and see the
whole picture for a better understanding of the materials.
For effective retention of the information, review the materials as follows:

After 10 minutes – take a 10-minute review.
After 24 hours – take a 2 – 4 minute review.
After a week – take a 2-minute review.
After a month – take a 2-minute review.
After six months – take a 2-minute review.
After a year – take a 2-minute review.

 

1.1.2 Listening Skill
Chunked lesson recordings are an important component of the iStudyGuide. They provide you with an
extra avenue to study the course content. Chunked lesson recordings are voice annotated Power-point
slides that are developed into bite-sized pieces to help you grasp the course content. To learn
effectively from these lessons, you need to practise active listening skill. Active listening helps you to
focus on getting the most out of your chunked lesson recordings. The characteristics of active listening
are listed below. You can try to practise them when you are listening to chunked lesson recordings.
a) Be prepared



Read the seminar objectives and agenda. Study the assigned course materials before you play the
recording.

b) Minimise both external and internal distractions. Watch the recording in a quiet room with no one
disturbing you.

c) Watch with an open mind. Do not conclude that any idea that contradicts your belief system or prior
experiences is not tenable.

d) Ask questions and write them down. 
If you do not understand any point brought up in the video, write it down and clarify with your
instructor about that point through email or during the coming seminar session.

e) Pay attention to lecture cues
These cues tend to emphasise ideas or concepts that you need to know to do well in the course
assessment. These cues, from the presenter in the video, can be:

i) Emphasis of an idea in the introduction and conclusion section of the video

ii) Change in volume, speed or pitch of the instructor’s voice in describing an idea

iii) Pause before or after, the elaboration of an idea

iv) Repetition of an idea

v) Extended time spent in explaining an idea

vi) Any idea that is emphasised

However, not all chunked video recordings may provide such cues so the best way is to practise
active listening and to pay attention.

Video recordings are used to support the written content in the study guide. Therefore, it is important
to use both the video recordings and written content in your learning.

TRY IT OUT
Watch the video recording below. Do you find that the recording helps you to understand BOST better
after having read about it earlier? Take note of the presenter’s cues in the recording.

BUS100 SU2 CH1- BOST 

TRY IT OUT
a) Watch the video recording below once. 

BUS100 SU2 CH1 - Memory part 1

b) Look at the checklist below and tick the key information and emphases that you have heard in
the recording.

https://s3-ap-southeast-1.amazonaws.com/unisim.elearning.documents.prod/SD102/LessonRecording/BUS100%20SU2%20CH1-%20BOST1/BUS100%20SU2%20CH1-%20BOST1.mp4
https://s3-ap-southeast-1.amazonaws.com/unisim.elearning.documents.prod/SD102/LessonRecording/BUS100%20SU2%20CH1%20-%20Memory%20part%201%202/BUS100%20SU2%20CH1%20-%20Memory%20part%201%202.mp4
http://bbcerium2.unisim.edu.sg/ivt/player?postid=10419&option=4


c) Watch the video recording the second time.

d) Go back to the original checklist and tick the key information and emphases that you have heard
in the recording.

If you are able to tick 7 out of the 10 boxes in the checklist, you have done reasonably well in this
active listening exercise. Even if you have not achieved a “7” or more, it is all right. Listen to the
recording a few more times with reference to the relevant written content, you should be able to
achieve better results.

You may wish to finish the whole topic of memory skills at

BUS100 SU2 CH1 - Memory part 2

No. Content Tick
1 We are more likely to remember things that are introduced at the beginning (primary

effect) and at the end (recency effect). The brain is also more likely to remember new
information if it is already associated with existing information or thoughts stored in the
memory, or when something stands out as novel. Recall is also stronger when it appeals to
many aspects of one's senses (taste, smell, touch, sound or sight), or to one's interests.

2 1) Use mnemonics – word, picture, system or device to help recall a phrase, name or
sequence of fact. For example, using the knuckle to count which months have 30 days or
31 days.

3 2) The best time period where recall and understanding is the highest is between 20 to 60
minutes after the start. Hence, it is not beneficial to sit and try to revise for hours.

4 3) Due to the primary and recency effects, it is useful to actually take well-timed and well
spaced out short breaks so that there are more beginnings and endings. The brief breaks
are essential for relaxation and allow for the synthesis of information learnt between
breaks. It is even better to do a quick review of what has just been read, and a quick
preview of the material that is coming, at the beginning and end of each period.

5 4) Repetition aids learning. Review and repeat what has been learnt shortly after it has
been learnt, one day later, one week later, one month later, six months later and so on.

6 1) Senses – the more you can use your five senses to experience the thing you are trying to
recall, the better the ability to remember and recall.

7 2) Exaggeration – the more large or absurd the imaginings, the more vivid it is and easier
to recall.

8 3) Rhythm and movement – movement adds to the easy recall, so make the image move or
make it three dimensional, or give it some rhythm. For example, raps are easy to
remember because of the rhythm.

9 4) Colour – colour brings things to life and makes events more memorable. Hence, colour
should be used in imagination, in writing and in mind maps.

10 5) Numbers – numbers help to bring some form of order to thoughts, and make memories
more specific.

https://s3-ap-southeast-1.amazonaws.com/unisim.elearning.documents.prod/SD102/LessonRecording/Chapter%201%20Study%20Skills%203/Chapter%201%20Study%20Skills%203.mp4
https://s3-ap-southeast-1.amazonaws.com/unisim.elearning.documents.prod/SD102/LessonRecording/Chapter%201%20Study%20Skills%203/Chapter%201%20Study%20Skills%203.mp4


 

1.1.3 Learning Interaction Skill
Interaction with your classmates and instructors can be useful in your academic journey in UniSIM.
For a start, interaction with your instructors can help you in your learning as you can get advice or
guidance from them on many learning related issues. Through the use of iStudyGuide, you are able to
communicate with your instructors and classmates easily through the ‘Share’ and ‘Copy’ function.

When using the “Share” and “Copy” function, you can consider doing the following:
a) Highlight certain portions of the content that you do not understand or you like to learn more. Ask

clarification or probing questions.

• Clarification questions are usually simple questions that aim to understand a certain concept,
theory or paragraph in the content. An example would be: What is actually Routine Activity
Theory?

• Probing questions are questions that make your instructors or classmates think more deeply about
certain concept, theory or paragraph in the content. An example would be: How relevant is
Routine Activity Theory in a poor and uneducated society?

b) Exchange notes with one another to fill up knowledge gaps during the seminar.

 

1.2 Internalising the Content
At UniSIM, students generally take supervised, closed-book examinations. It is important that you are
able to remember and recall relevant content you have understood and how to use them when
answering examination questions. Through the iStudyGuide, useful note taking can be implemented for
memorisation work.

 

1.2.1 Paraphrasing
When you make notes, you must make it a point to paraphrase. Paraphrasing is the process of re-
stating the content in your own words. Paraphrasing is an important process in note-taking as it
allows you to evaluate and internalise your understanding more effectively. Before you paraphrase
any content, you have to make sure that you have understood it. You can try the following steps in
paraphrasing:

Include content that is relevant to the learning outcomes of the chapter.
Use a different word with the same meaning as the original one.
Use a different sentence structure.



Change the order of words.
Highlight the unique word or phrase you have borrowed from the paragraph while recording its
source.
Check the meaning of your summary against the content to ensure that it is accurate.

 

1.2.2 Cue Words
The following scenario is probably familiar to you. At times, you believe you had sufficiently revised
for the exam and that you will remember the required information. But when you started looking
through the exam paper, you suddenly could not recall all you had learnt. This could be due to the fact
that you are not given sufficient explicit cues to recall and retrieve each piece of information you have
stored away in the recesses of your memory during your revision.

It is thus important that you have a repertoire of methods for creating cues to the information you
intend to memorise. This will allow you to more easily retrieve the required chunk of information.

Read the passage below.

Routine activities theory was first coined by Lawrence Cohen and Marcus Felson. This theory
states that a certain group of people is willing to commit crimes for revenge, greed, or some
other self serving reasons. Such predatory crimes may usually involve an offender trying to steal
an item directly and are usually influenced by some dynamic factors. The availability of suitable
targets, such as places where items that are easily sold are kept or displayed, can be a good
precursor for some people to commit such predatory crimes. And the absence of competent
guardians, such as police, homeowners, neighbours and frequent passer-bys, can lead to
predatory crimes too. At the same time, there must be the presence of potential predatory
criminals, such as a large number of unemployed or restless youths. Cohen and Felson (1980)
also found that predatory crime rates increased between 1960 and 1980 due to the reduction of
homemakers as more females joined the workforce. They also discovered that burglary rates
decreased as the cost of goods such as mobile phones and cameras decreased.

(Siegel, 2011, Criminology: The core, Pg 71)

To remember the above paragraph after understanding the content,you can consider using the
following mnemonic strategies:

Acronyms / Catchwords
For example, Routine Activities Theory = RAT
Imagery (Concept maps; Method of Loci)
For example, the three conditions of Routine Activities Theory are represented in a concept
map below.



The Method of Loci involves placing a piece of information along an imaginary but familiar
journey to the learner.
For example, to remember the conditions of RAT (Routine Activities Theory), one can imagine
a short journey from his home to the bus stop:
—>1) opens home door and steps out (represents availability of suitable targets)
—> 2) walks by an unmanned neighbourhood police centre (represents the absence of capable
guardians)
—> 3) reaches the bus-stop (represents the presence of predatory criminals).
Catchphrases
For example, to remember that “Criminal,” “Target,” and “Guardian” are the three conditions of
RAT, the catchphrase, “Clive (Criminal) talks (Target) to Gina (Guardian)” could be used.
Forming associations
For example, to remember the three conditions of RAT, one may associate 1) the availability of
suitable target with a man wearing a thick gold chain, 2) the presence of predatory criminals
with a snatch thief lurking around, and 3) associate the presence of capable guardians with a
policeman patrolling nearby.

 

1.3 Making Notes
Students tend to use the highlighting function extensively to take learning notes. However, extensive
highlighting is not advisable here. When you highlight extensively, learning the content becomes
inefficient and confused. Moreover, you may spend so much time deciding what to highlight rather
than attempting to understand the content you are highlighting.

Highlight only keywords, ideas or phrases instead of a whole sentence or paragraph. Each colour of
highlight serves its own function.

The sections below recommend a useful way of highlighting for effective learning using the
iStudyGuide while adopting the principles of paraphrasing and using cue words. The following are
some ways to make meaningful notes:

Summary Note
Recall Questions
Clarification/Probing Questions



Reflection

 

1.3.1 Summary Notes
Making a summary of each section of the content is helpful to your learning. The summary allows you
to represent the content concisely. This, in turn, allows you to remember the content more efficiently.
At the same time, you can also have more time and space to add in your argument, critique and
reflection in the notes.

 

1.3.2 Recall Questions
Recall Questions are useful probes to help you memorise the content. These recall questions can
serve as practice test questions that help you to test your knowledge and more importantly internalise
it. Alternatively, attempt any questions set at the end of the chapter or complete the online formative
quizzes.

 

1.3.3 Clarification/Probing Questions
Clarification questions are usually simple questions that aim to understand a certain concept, theory
or paragraph in the content. An example would be: What is actually Routine Activity Theory?.

Probing questions are questions that make you think more deeply about certain concept, theory or
paragraph in the content. An example would be: How relevant is Routine Activity Theory in a poor
and uneducated society?.

 

1.3.4 Reflection
Reflection is important in understanding the content in depth. There are two aspects to learning
reflection. One, reflect on the content through asking probing questions about the ideas and evidences.
These questions can be:

i) What do you think are the purposes of the author in promoting this primary idea in the chapter?
What are your thoughts about this?

ii) Do the secondary ideas sound sensible, logical and unprejudiced from your prior experiences
and knowledge? If no, list down why you think so?

iii) Are there any relationships between the secondary ideas? If yes, what are they?

iv) Are the evidences supporting each secondary idea valid, reliable, current, authoritative and



objective? Are there any other contradictory evidences?

v) Are the ideas applicable or can be used to solve problems in real life or your workplace? If
yes, how? If no, why?

Second, reflect on your practice in relation to the content. The ability to relate knowledge learnt in
school to work is important. It allows you to create meaning in the knowledge you have learnt to your
work. It also enables you to use the acquired knowledge to solve real problems at your workplace.
As such, the knowledge you acquired while studying in UniSIM adds value to your work.

Being able to reflect on the course content can significantly help you in the knowledge internalisation
process.

 

1.4 Using the Notes
Producing the notes is only half the battle won in your study journey. You need to know how to use the
notes you have produced. As such, it is proposed that you base your learning of the notes on the two
principles below.

Distributed Learning
Overlearning

 

1.4.1 Distributed Learning
If you try to memorise all information near the examination date, you will have less time to practise
using the information to work through past years’ exam questions. And because you have not tried to
put into practise what you have learnt, you will find it difficult to retain and recall the information you
have memorized.

It is important that you space out your revision over a longer period of time, using repetitive practice
sessions to recall and reinforce your understanding and application of the required knowledge for the
course. This is the process of distributed learning. Because of the huge amount of information that you
need to learn and internalise, you would find it easier to remember and recall the information if you
work with small, manageable chunks of information each time you sit down to revise.

 

1.4.2 Overlearning
While spaced and repetitive practice is useful, it is also important that you overlearn. Overlearning is
the process of continued memorisation, even when you think you already have memorised a chunk of
information. Doing so would enable you to more quickly recall and retrieve the information during



examination.

 

1.5 An Example of the Note-Taking Process
The previous two sections of this study unit have shown you how critical reading and active listening
can help you in understanding the content. This section will show you how to use the technical
functions (Highlight, Define, Share, Copy Text, Note / Memo, Search) of iStudyGuide readers to take
effective notes after you have understood the content.

First of all, you need to colour code your highlights in the note-taking process. In the example below,
the colour codes are as follows:

View this video to find out how to colour code your highlights, to make your notes more effectively.

 

 

TRY IT OUT
Practise making your own notes using the content below.

BUS100 - BUSINESS SKILLS AND MANAGEMENT 

BUZAN ORGANIC STUDY TECHNIQUE (BOST)

The aim of BOST is to show you how to develop study habits that overcome your fears or anxiety
about studying. BOST comprises two main strategies, namely preparation and application. This
section discusses how to use BOST, together with the study techniques. 

PREPARATION 
Under the BOST preparation stage, there are four activities. They are:
1. Browse

This step is often very short, recommended to be no more than 10 minutes. If you have a book,
look through it, the same way you would look through a book at a bookstore, to decide if you
want to buy it. The objective is to get a feel of the book.

Speed reading – get a quick overview. Read the contents page, skim some chapters, and look
at the front and back cover.

https://s3-ap-southeast-1.amazonaws.com/unisim.elearning.documents.prod/SD102/LessonRecording/Using%20iStudyguide%20to%20take%20notes/Using%20iStudyguide%20to%20take%20notes.mp4
https://s3-ap-southeast-1.amazonaws.com/unisim.elearning.documents.prod/SD102/LessonRecording/Using%20iStudyguide%20to%20take%20notes/Using%20iStudyguide%20to%20take%20notes.mp4


Mind mapping – at this stage, it is useful to draw the main idea, as well as the branches of a
mind map. One suggestion is that the branches of a mind map could follow the chapters of the
book. This will allow you to synthesise and integrate the information in the different chapters
of a book.

2. Time and amount targets
This step should take about 5 minutes.

Decide on amount of time devoted to studying, and amount to be covered in each time
period. The premise behind setting targets is the fact that the brain has the tendency to
complete things. If you know the amount and time compared to if there is no planning, you
are less likely to be distracted and more likely to complete the task as there is a goal to work
towards.

3. Five minute Mind Map jotter
The objective of this is to find out how much you know about the subject to be studied.

At this stage, you should mind map as fast as possible, everything that you already know
about the subject that you are going to study, without referring to the book. This step is meant
to establish a good mental ‘set’. This means that when you do read the book, you will be
looking out for the important information. This helps to improve concentration and decrease
the tendency for the mind to wander.
It is important to keep this short. The intention is not to note down everything, but to activate
the memory and set the mind moving in the right direction.

4. Asking questions and defining goals
This stage should last no more than 5 minutes.

Here, you are asking yourself what goals you want to achieve in reading, and what questions
you want answered as you read. It could also be areas of knowledge that you want to know
more about.
The questions and goals will help to establish the proper mental set and as you read, it will
help you to associate and link the information easily.
You can come back to this to add more questions as you read further.

Under the BOST application stage, there are four activities. They are:

1. Overview
The objective here is to get a good idea of what is in the text. The difference between this step
and browsing, is that this requires a more detailed reading than browsing.

Areas to be read would include results, tables, subheadings, summaries, table of contents,
graphs, glossaries, back cover, statistics, etc. This will give you a good knowledge of the
graphic sections of this book. Speed read through this.
Use a visual aid to focus the eye and help the brain to register as you read. The eye follows
movements. A visual aid strengthens visual memory, helps the brain to remember eye
movements, and there is also the visual memory of rhythm and the movement of tracer.

2. Preview
In the preview stage, the intention is not to read all the materials but to concentrate on special
areas. It is like planning a route before driving from A to B.

Skim read the text to find out the core elements. Make notes for future reference. Information
tends to be concentrated at the beginning and end of the written material, so read the
beginnings and ends of paragraphs, sections, chapters and also the text.



Remember the key is to read selectively. It is like listening to a lecture and selectively
listening to the relevant and interesting parts.

3. Inview
If still more information is needed after the overview and preview, then inview is where the
material is read, to fill in the missing information. When difficult material is encountered,
jump over it and give your mind some time to work on it, before coming back to it later,
when you would have more information already, from the other side of the “obstacle”.

4. Review
This stage should last no more than 5 minutes.

If still more information is needed, then fill in the areas that still have not answered the
questions that you initially set out to answer. Make notes and mind map as you go along. As
you mind map, you will integrate the known knowledge, connect relevant areas, and see the
whole picture for a better understanding of the materials.
For effective retention of the information, review the materials as follows:

After 10 minutes – take a 10-minute review.
After 24 hours – take a 2 – 4 minute review.
After a week – take a 2-minute review.
After a month – take a 2-minute review.
After six months – take a 2-minute review.
After a year – take a 2-minute review.

 

 

1.6 Conclusion
Now that you have completed this study unit, are you able to remember the structure and content of
this study unit? If not, here is the summary.

This study unit teaches you how to take effective notes through the iStudyGuide. In order to take
effective notes, there are four stages: 1) Understanding the Content, 2) Internalising the Content, 3)
Making Notes and 4) Using the Notes. In order to understand the content, you need to have Critical
Reading Skill, Active Listening Skill and Learning Interaction Skill. To make learning notes, you can
use Summary, Recall Questions, Clarification/Probing Questions and Reflection. Through
Paraphrasing and Cue Words, you can memorise the notes easier. While memorising the notes, you
should practise Distributed Learning and Overlearning.

We hope that you found this course useful in highlighting key study skills and habits you should adopt,
to use the iStudyGuide effectively.

Here’s wishing you all the best in your studies at UniSIM!



http://ununhexium.unisim.edu.sg/etoolsblog/?p=1234
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