NOTE TAKING
1. Prepare Before Class
Class preparation includes making sure you have the right tools and coming prepared for the discussion topic. Studies have shown that students who take handwritten notes, "remembered more and had a deeper understanding of the material" than students who type their notes.
However, the best tool is the one you will use consistently. Be honest with yourself and prepare to take notes using whichever supplies you will always have with you in class.
You should also arrive to class mentally prepared. In addition to completing required reading and assignments from the previous class, peruse the upcoming topic prior to class. If you have some level of familiarity of the material in advance, you will be more likely to gain a deeper understanding during the discussion.
2. Have a System
There are a lot of different note-taking styles and the best system is the one that makes sense to you.
Visual learners may benefit from mind-mapping while others may prefer the organization of outlined notes. 
3. Highlight Key Points
Ask yourself what the lecturer wants you to take away from the class. The key point should stand off the page so you can find it at a glance. Using a highlighter or a different color for these important topics and themes will make them easy to find when you review your notes.
4. Paraphrase
It can be tempting to write down exactly what you hear in class, but we recommend paraphrasing instead. In order to put things into your own words, you have to really understand what's being said. If you're having trouble paraphrasing, it's probably a good time to ask clarifying questions.
5. Make Note of Questions
There may not be time to ask all the questions that come up in class. If you write them down in your notes, you know what you need to research further to truly understand the concept.
6. Review Your Notes
Don't wait until the end of term or module to review your notes. Whether you're learning the foundations of hospitality management, advanced leadership skills, or mathematics, the concepts build on one another as the term progresses. The more you go over your notes from previous classes, the better situated you will be to understand newer topics as they are introduced.
Effective note-taking is an essential skill for success in lectures. If you've not taken notes regularly in previous learning, don't worry. As with all skills, you'll become more efficient with practice.
6 Note-Taking Systems
Lets look at some popular note-taking techniques. Everyone has a slightly different way that they learn, and certain subjects lend themselves to different styles. Don’t be afraid to experiment with different techniques to find one that’s right for you!
Structured: The Outline
This is for people who like simplicity. It’s one of the easiest ways to take notes and comes naturally to most people.
When taking your outline notes, start by choosing four or five key points that will be covered in your lecture (You can also do this beforehand by looking at future slides on Moodle). Beneath those points write some more in-depth sub-points about each topic as the lecturer covers them.
If you’re taking outline notes by hand, leave enough space on each page so you have plenty of room for all your sub-points. Or, you can take them on a computer and simply rearrange them as you go in your text document.
This is a great, simple approach to taking notes. It’ll help you follow along and pay attention during class, but it can be overwhelming to review these notes later.
To aid in reviewing these kinds of notes, try to read each main point and summarize it yourself without looking too much at your notes. Use your notes to test yourself on how much you actually know rather than simply rereading them over and over.

For Review: The Cornell Method
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The Cornell Method is a pretty good way of dividing up your notes if you’re looking to get the most out of your review time.
In this method, you divide your paper into three sections: notes, cues, and summary.
Your notes section is for the notes you take during class. You can structure them however you like, but most people like to use the outline method.
Write your cues section either during or directly after class. This section can be filled out with main points, people, or potential test questions. Use this section to give yourself cues to help you remember larger ideas.
You can write your summary section directly after class, or later when you’re reviewing your notes. Use this section to summarize the entire lecture.
Keep your cue and summary sections as simple as possible. However, feel free to fill up the notes section with doodles, diagrams, page references, and whatever else you need to properly represent the material presented in class.
In-Depth: The Mind Map
[image: first mind map]
The mind map is a great way of taking notes for specific types of subjects. Subjects like leadership and management that have interlocking topics or complex, abstract ideas are perfect for this method. Use the mind map to get a handle on how certain topics relate, or to go in-depth with one particular idea.
For instance, if you’re attending a lecture about the Fall of the Roman Empire, start with that concept in the centre and then draw “nodes” of all the things that led to Rome’s fall as your lecturer lists them. Things like debt, irresponsible emperors, attacks from the surrounding barbarian tribes, and so on.
Later, to review, go more in-depth and add smaller sub-concepts onto each branch. Things like dates, formulas, supporting facts, and related concepts make for great branches. In the end, it might look something like this:
[image: expanded mindmap]





Holistic: Flow Notes
This note-taking method is great for students looking to maximise their active learning within the classroom and minimise their review time later. The point of flow notes is to treat yourself like the student you are, and not a lecture-transcribing machine.
Jot down topics, draw arrows, make little doodles and diagrams and graphs. Go crazy. Engage with the material. Try to actively learn as you’re writing.
Write facts down, draw connections, link them, use arrows, lines…
Caution: while this method is great for learning in the moment, it can be difficult to review flow notes later. If you’re an auditory and visual learner and retain a lot of what you learn from your lectures, maybe that works fine for you. If not, try pairing your flow notes with the Cornell Method to make them easier to review for tests.
Easy: Writing on Slides
Let’s be honest, this is note-taking for lazy people…and there’s nothing wrong with that! It’s super effective, and it’s easy.
If your lecturer provides you with the slides they’re using in their lectures, download and print them out. The slides give you the outlining process. The lecturer already did the work for you! All you have to do is take notes and expand on key concepts already presented in the slides.
It works great, too, because later you can look at the slide and more or less remember what the lecturer was talking about when they reached that slide. It’s like having a step-by-step walkthrough of the lecture, and you hardly had to do a thing to get it!


Visual: Bullet Journaling
[image: bullet journal with pens]
This is my personal favourite. Drawing helps me to concentrate. It’s the note-taking style I use most often, both in and out of the classroom.
If you’re super into aesthetics (look it up), like to doodle, or are a particularly visual learner, this method might be best for you.
When you write in your bullet journal, you turn a blank page into a beautiful visual representation of your thought process. Try using it to combine different aspects of other note-taking styles.
You can have one page that’s dedicated to mind maps, another that’s dedicated to your flow notes, session calendar or doodles that help you concentrate. It’s your journal… do whatever you want!
This method does have drawbacks. It can be difficult to take notes quickly. Bullet journaling aims to keep your journal organised and attractive, which can be hard when scribbling down information as fast as possible.
One way to combat this is to take notes during class in an outline or another method, and then organise them later in your bullet journal as a form of review.
Should You Use Your Computer to Take Notes?
So, should you use your laptop to take notes, or write them longhand? The short answer? It's not ideal unless you are a very quick typist. The longer answer is a bit more complicated.
In a study published in 2014, students who took notes on a laptop were more likely to simply copy down what their lecturer said verbatim.
This impaired their learning because their brains were processing the information shallowly instead of taking larger concepts and condensing them into note form. These students performed poorly on tests compared to others who took notes longhand.
The studies concur that using laptops to take notes in class might not be the best choice.
How You Use Your Computer Matters!
Of course, it all depends on how you use your computer. If you’re a self-disciplined person, you might benefit from having your laptop to take verbatim notes you can study extensively later.
In short: it’s up to you what tool you use to take notes. You’re responsible for your learning. Just make sure that the tool you’re using is a tool and not a distraction. If you are nipping out of your note-taking document to play games or scroll through Facebook, maybe switch to taking longhand notes.

The Best of Both Worlds
Prefer writing by hand, but still want to be able to access your notes on your computer and are tired of buying notebooks just so you can throw them away later? There’s a solution for that.  Rocketbooks are a great piece of new note-taking technology. The notebook is completely reusable. Simply take your notes, scan them using your phone and the Rocketbook app, and then, depending on which notebook you have, wipe it clean with a damp cloth to re-use it virtually indefinitely.
If you’re using the Rocketbook Wave, you can just throw it in the microwave and ‘nuke’ it up to three times. You’ve got a reusable notebook and digital notes that you didn’t have to take using a tablet and stylus or type out on your laptop.
Get the Most Out of Your Notes
Here’s one last thing:
Now that you’ve got your notes and lesson is over, how do you get the most out of them? There are three great ways to maximise your notes:
1. Review, review, review. Make sure that you review your notes within the first 24 hours after your lecture. This cements everything you heard and learned in your brain. Check against the online slides to improve this. 
2. Review a small portion of your notes every day. Reviewing over a long period time ensures that what you’ve learned will stick, and improve your recall.
3. As you’re doing assigned reading or research, have your notes on hand and notice repetition. If your lecturer covered it in class and it’s in your assigned reading, there’s a good chance it’ll be on the exam, test or assignment. 
Note-taking is a skill. Everyone’s brain works a little differently, and what might work for me won’t necessarily work for you. Take notes often, experiment, and find out what you like, but always REVIEW REVIEW REVIEW and REVIEW.
If you record on your phone always get permission from your lecturer beforehand
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NOTES:

ACCOUNTABILITY:

What is Accountability? Responsible for what you do
People to “account for their actions’

Do what you say you will do

[e) Be "accountable’ for your mistakes

How can it help? Builds personal credibility
Develops positive professional relationships

Decreases stress

Increases productivity

Why does it work? Pecple trust you more
People know what they will get (reliable)

How do I dlo it? Apologise for my mistakes
Take responsibility for resolving issues
Be reliable

O Be honest when you make a mistake

Acknowledge success

SUMMARY:

Accountability is important if you want people to trust you. It is made up of several

behaviours and it can be learned

It's important to ‘own’ your decisions and actions. Be accountable, be trusted!
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