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HOW SHOULD I ORGANIZE MY CLASS NOTES? 

 
  

Date: Write today’s date and highlight it and all headings.  (Keep 
notes and handouts dated and in chronological order starting with 
today’s date.  Handouts given on each day should be kept BEHIND 
each day’s notes page.) 

Dialogue: 
 
The dialogue section of 
your notes is designed 
to give you space to ask 
questions and/or make 
comments voluntarily 
about what is being 
done in class.  I 
strongly encourage you 
to write in this section 
of your notes anytime 
you wish. 
 
 

Homework: Copy homework EVERYDAY, including due dates and 
any announcements. 
 
Quickwrite: (QW) When assigned, copy the QuickWrite prompt from 
the board and respond to it.  If no QW, write “None.” 
 
Class Notes:  

q Write quickly, but legibly.  Try to capture general ideas, key 
points and facts.  You’re not trying to write down everything, 
just the important things, unless you are told to do otherwise or 
copying from the board. 

 
q Write in phrases — NOT complete sentences. 

 
DON’T: The Aboriginal civilization has been in existence for 
over 75,000 years. 
 
DO: Aboriginal civilization = +75,000 yrs. 
 

q Using abbreviations will save time.  For example: and = &   
because = b/c       at= @     w/o= without    e.g.= for example 
Use common abbreviations, or come up with abbreviations that 
make sense to you. 
 
DON’T: Aboriginal civilization equals more than 75,000 years. 
 
DO: Aboriginal civilization= +75,000 years 
 

 
q Skip lines to show the end of ideas or thoughts.  The space 

between ideas will make it easier to find information later. 
 
q Leave space for information you missed so that it can be filled 

in later.  Compare notes with other classmates so you can fill in 
the gaps. 
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q Ask for examples if they will help you understand new ideas 

AND write them down. 
 

q If you think visually, use diagrams or drawings to help you 
capture ideas. 

 
q Class Notes are required EVERYDAY! If there is no class 

lecture, write a brief summary, as brief as a phrase if 
appropriate, explaining what was done in class. 

 
Ex.  Today we watched the film Shakespeare in Love. 
 

AFTER CLASS 
q Review the notes you have taken EVERY night.  Studies show 

that we lose 50-80% of the material if we don’t go over our 
notes within 24 hours. 

 
q Highlight important information, e.g. key vocabulary words or 

ideas/concepts while in class or at home. 
 

q Use the space you’ve reserved after each idea section to fill in 
any additional information. 

 
q At the very end of your notes, try summarizing the lecture in 

one or two sentences to test your comprehension. 
 

*IMPORTANT: WHEN ABSENT, YOU ARE 
RESPONSIBLE FOR AND REQUIRED TO COPY ALL 
NOTES! 
 

 


