PREPARING FOR EXAMS
PREPARATION AND ORGANISATION ARE THE KEYS TO SUCCESS!!
· Attend lectures – they may have important information about exams
· Draw up a revision timetable
· Allocate more time for difficult subjects
· Eat well and sleep well
· Step One - Close to exam time lecturers often give important info regarding the exams – and what you should be studying. 
· Draw up a pre exam timetable which allows time for review and revision of all your subjects. Do this at least 4 weeks before the exam. As you do this, take account of other work such as assignments that may be due.  Plan your revision time to – provide sufficient time for all subjects, more time for difficult topics, regular breaks, and some time for yourself.
· Handout for timetable 
· Exam timetable  = 	Hours x Week
                           subjects
· Break down course into topics	
· Make a checklist for each course – pin up
· Tick off each topic as it is done – shows progress
· Put your study plan into action – gather all the information for each topic, lecture notes, articles, texts etc. for each subject and keep them all together in a folder. On the front of the folder consider writing the date, place and time of the exam. Break the course down into topic areas for easy revision.  Now begin to revise systematically topic by topic. Focus on main theories, concepts etc, and try to summarise these, integrating information from various sources. Making summaries of your notes and condensing whole sections down into a few pages will force you to identify key points. Be creative, summarise using tree diagrams, flow charts etc. Visual representations can help you clarify things and facilitate your recall in the exam.  Try not to study two similar subjects in the same sitting.
PREPARATION
· Know what’s expected of you
· If in doubt ask!
· Know your dates, and location of the exam
· Step Two – obtain information about the exams; 
· Find out when the exam is scheduled
· What type of exam is it? – is it open book, multiple choice, essay questions, or a combination.
· How much is the exam worth?
· What topics will the exam cover?
· Never be afraid of asking the lecturer.
· Use past exam papers
· Test yourself
· Try to avoid cramming – your brain is not a sponge and can only absorb so much, so cramming is not a good idea – slow and steady is much better. Use past exam papers and practise answering questions – Student Assoc. Write questions on flash cards with the answer on the other side. Carry them around with you and test yourself.
· Join a study group and fire questions at each other.
· Remember you are trying to get information into your Long term memory, and the key to this is understanding and regular revision.
· There is no magic way to improve your memory, but you can use techniques such as mnemonics. An example of this is an acronym.  Acronyms need to be something that is memorable and even startling to you.  They can be useful for memorising steps in a process, stages of a theory or just about anything.  Lets have a go at inventing an acronym. Think about the steps in making a cup of tea – brainstorm these – now get students to develop their own acronym.  If you’re having difficulty with an acronym think about using the first letter of each key word to develop a story or silly sentence such as Old Apes Pick Long Grass (Oral, Anal, Phallic, Latency, Genital).
· What helps you remember things best? Think about employing some of those strategies.
EXAM ANXIETY SYMPTOMS
· Feeling tense
· Fear of failing before arriving at the exam
· Physical symptoms such as – increased heart rate, shortness of breath, perspiring etc
· Negative thinking
· ‘Blanking out’ – inability to recall information you have learned 
· Try to avoid cramming – your brain is not a sponge and can only absorb so much, so cramming is not a good idea – slow and steady is much better. Use past exam papers and practise answering questions – Student Assoc. Write questions on flash cards with the answer on the other side. Carry them around with you and test yourself.
· Join a study group and fire questions at each other.
· Remember you are trying to get information into your LTM, and the key to this is understanding and regular revision.
· There is no magic way to improve your memory, but you can use techniques such as mnemonics. An example of this is an acronym. Acronyms need to be something that is memorable and even startling to you.  They can be useful for memorising steps in a process, stages of a theory or just about anything. Lets have a go at inventing an acronym. Think about the steps in making a cup of tea – brainstorm these – now get students to develop their own acronym. If you’re having difficulty with an acronym think about using the first letter of each key word to develop a story or silly sentence such as Old Apes Pick Long Grass (Oral, Anal, Phallic, Latency, Genital).
· What helps you remember things best? Think about employing some of those strategies
HOW TO REDUCE EXAM ANXIETY
· Eat before you come to the exam
· Come prepared – pens, pencils, calculators, watch etc
· Be punctual – don’t arrive too early or late
· Don’t listen to others
· Relax 
· The best way to keep your exam anxiety to a minimum is to be well prepared – there is no substitute for this. However, despite this some people still get highly anxious. It’s worth remembering that while some anxiety is good and motivates us to do our best – too much anxiety actually interferes with performance. 
· You can take some active steps to reduce this.
· For instance, do eat before the exam – this will help you to concentrate better.
· Make sure you’re prepared with the practical things like a watch to time the exam, calculators if necessary, and sufficient pens and pencils and erasers. If your doing multiple choice that will be computer marked you’ll need a pencil and eraser.
· Try to be punctual. If you arrive too early – you may find other people will be discussing what they know – this can be highly stressful – so avoid being too early and talking to others.
· Arriving too late can also be stressful. Make sure you set the alarm the night before, or have someone wake you.
· Try to keep calm and as relaxed as you can. 
REDUCING EXAM ANXIETY
· Don’t forget to breathe!  Breathing is the basis of all relaxation and learning a few basic relaxation strategies can be incredibly helpful.
· Use thought stopping to counter fears Concentrate on that unwanted thought and tell yourself that it’s not a useful thought, assertively command it to stop. Interrupt any of those self doubts, and don’t let them run away with you.
· Don’t go into panic mode
· Try to think positively, negative thoughts can become self fulfilling prophecies. The way we think affects the way we feel, and the way we feel affects the way we behave.  Tell yourself you are going to do the best you can. You haven’t sat the exam yet – so you can’t know the outcome. 
· Calm yourself by taking some regular deep breaths. If that isn’t enough. Close your eyes, and try using some visualisation. Imagine somewhere you feel safe and comfortable and calm. You can use these techniques in the exam. It’s better to take a few minutes to compose yourself than to allow your anxiety to take hold.

THE NIGHT BEFORE THE EXAM
· Check equipment (including spare pens etc), ID, calculator, tissues, petrol or your ride to Uni
· Don’t work too late
· Set the alarm, have a wake up call
· If you can’t go to sleep –go to bed to rest
DURING THE EXAM
· Check you have all pages, questions, answer sheets, scrap paper etc
· Read instructions carefully
· Make a time schedule – divide time according to question weightings
· Begin with answers you know best
· Once you are in the exam – during perusal time check that you have everything. Perusal time is15 minutes.  During this time you cannot write on the exam answer booklet. However, you may be permitted to write notes on the exam paper and rough paper – you will need to check this as some lecturers may not permit this.
· During perusal – read the instructions carefully – know what it is you have to do.
· How many questions do you have to answer?
· What kind of answer does each question require?
· What marks is each question worth?
· Write yourself a quick schedule – based on the number of questions how long you think they will take and their weightings.
· For example an exam may have three sections and be three hours long. Section A may have 20 multiple choice questions and be worth 20 marks. Section 2 may have 10 short answer questions each worth 4 marks = 40 marks; and Section 3 may have 2 essay questions worth 20 marks each = 40 marks. Total 100 marks. 
· Time would be allocated –
· 5 minutes reading.
· Section a 35 mins
· Section B 65 mins
· Section C 35 mins for each essay.
· Review time afterwards 5 mins.
· Total time 180 mins.
· Once you have worked out you timetable – stick to it – do not spend more than your allocated time on a question. If you haven’t finished it leave it. Leave some blank space – you may have time to come back to it later. Remember exams are about maximising marks, if you spend too much time on one question you may get good marks for it – but no marks for the questions you have to leave out. Better to get part marks for two questions.
· It’s a good idea to begin with answers you know best – this boosts your confidence, and will also provide cues for recalling other information.
MULTIPLE CHOICE QUESTIONS
· Include a ‘stem’ or phrase followed by 3-5 options e.g.  Question stem: 
· "Which one of the following is the currency unit used in Albania?" 
· Dinar 
· Rouble
· Kwacha 
· Lek 
· Rupee 
· Many students approach MC exams lightly – MC exams are not multiple guess exams and usually require you to have a good working knowledge of your subject – often choices are quite similar and you need to know your subject to pick the correct answer
· Cover the options and read stem carefully
· Identify key words in the stem – underline
· Rephrase the question
· In order not to be distracted by the answers and to avoid jumping to conclusions first of all cover up the answers and then read the stem carefully, and underline any key words in the phrase, words such as not, except, sometimes or generally
· Try putting the question in your own words, it can help make it clearer. Try also to guess the answer before uncovering the answer choices
· If you’re sure of your answer mark the answer sheet and move on.
· If you’re not sure you may be able to figure it out – you can help yourself do this by the use of some more strategies -
STRATEGIES 
· Eliminate distracters - eliminate any distracters you know to be incorrect
· Try using the true/false technique - means reading the stem and using both answer choices to try and determine which one makes a more true statement.
· Be careful selecting ‘extreme’ answers e.g. always, never, all, none
· Is there a penalty for incorrect answers? 
· None of the above is usually not the correct choice
· Do easy questions first
· Don’t waste time on questions you don’t know – come back later
· Pick the alternative that is more ‘true’ than the others
· Don’t change your answers unless sure!
· Make sure before you answer something your not sure of whether there is a penalty for an incorrect response – if there is leave it blank. Better to get no marks than have marks deducted.
· Be careful not to read things into questions that aren’t there. 
· You’ll often find that the if it says ‘none of the above’ as a choice – this is often not correct whereas ‘all of the above’ can often be the correct choice.
· Remember to keep an eye on the time and be sure to do the easy questions first 
ESSAY QUESTIONS
· Make a plan first
· Note the weighting of each question
· Write legibly 
· Use diagrams where appropriate
· If short of time, write an introduction, outline your argument in note form, and then if you have time write a conclusion
· Answer easy questions first
OTHER TYPES OF EXAM
· Open book exams - not as easy as they sound. Usually when you sit this sort of an exam you can take virtually anything in with you short of a computer and mobile phone!!! But this does not mean you don’t need to do any prep – on the contrary it means plenty of prep! In open book exams you often get scarcely enough time to look at you material – you’re too busy writing – occasionally diving into your well read familiar text book or notes.
· Prepare for your open book exam by making condensed summaries of important theories and concepts. Tabulate important parts of the text so you can access the page quickly in the exam – or create an index page to direct you to important parts of the text.
· In open book exams you are often required to provide a reference list of the materials you have accessed for your information.  Save time by creating one before you go in – and if you don’t use a reference just delete it.
· Online exams - can have some traps. Usually there is a time period of a few days during which you can do the – my advice is do it early rather than later in case of technical problems. You do not have unlimited time to do online exams – and after the time period expires you you be locked out of the exam. This means you need to be sure your computer isn’t going to crash, or your modem drop out, or your friends drop by. If your equipment is unreliable consider coming into uni or borrowing a friends. 
· With online exams you may also find that once you have clicked on an answer – you cannot change it – so go carefully. If you experience any problems – make sure you email the lecturer immediately so they can see you have attempted the exam and haven’t left it to the last minute 
DURING THE EXAM
· Keep an eye on the time
· Don’t spend too long on one question
· If the exam is more difficult than anticipated – don’t panic! Focus and do your best – it might be enough to get you through
AFTER THE EXAM
· Don’t stress about what you may have missed
· Relax
· Reward yourself
· If exams scare you – don’t pretend they aren’t there. Prepare as best you can, don’t leave things to the last minute and, hopefully, you’ll be rewarded with a good mark!
· We all want the best marks – and it’s great when we get them – but remember you don’t have to get an HD, and sometime a P is enough. Some students see a P as a failure – it’s not. A P means you have satisfied the requirements of the course – and you need to recognise that.

