
1 
 

©EISHCMC Study & Revision skills handbook /LRC/Zakir2016 

EUROPEAN International School HCMC 
 

 Study & Revision Skills Handbook 

2016-2017 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 
 



2 
 

©EISHCMC Study & Revision skills handbook /LRC/Zakir2016 

Table of Contents 

 

 
 

Section 1 
Organization and Time Management 

Time Management Suggestions  3 

Time Management Questionnaire  4 

Time Log  5 

Time Log Reflection  6-7 
 
 

 
Section 2 

Effective Study Skills 
 

Where and How to Study - Strategies 7-8 

Taking Notes in Class: Abbreviations and 
Shorthand 
 
 

8-9 

 
 

Section 3 
Revision Tips 

Effective Revision 
 

9-10 

Revision Techniques 10 

Last-minute revision tips 
 

11 

Revision Timetable 12 
 
 

 
Section 4 

Test Preparation 

Dealing with exam nerves  13 

Exam tips – sitting the exam 13-14 

Exam tips – after the exam  14 
 
 

 
 

Section 5 
Ways to Relieve Stress 

Stress Management 16 

Ways to relieve STRESS 16-17 

Stress Management Plan 17 

Some Advice on Maintaining Self-
Confidence in the Run-up to Exams 
  

17 

How can the School/Teachers help me 
reducing stress?  

18 



3 
 

©EISHCMC Study & Revision skills handbook /LRC/Zakir2016 

 

Time Management Suggestions 

Managing time is one of the most important and useful skills you can learn. The key is to divide 

your days into manageable sections and make the most of the time you have. This can help you 

keep track of all the things that you need to do. If you know what you have to do and when you 

need to do it, you will be prepared for deadlines. 

Procrastination happens when low-priority activities or assignments get in the way of high-

priority ones. Things like watching TV instead of doing homework. Everyone procrastinates from 

time to time. Here are some easy ways to minimize procrastination:  

 Set up small, specific goals  

 Set priorities  

 Use a time schedule  

 Figure out how long things really take to complete  

 Break down tasks into segments  

 JUST START!!!  

 Look at what you have accomplished and feel good about it 

 Reward yourself when you accomplish a small goal  
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Time Management Questionnaire 

 

Name_____________________________ Grade__________ Week of____________________ 

I think I spend:  

___ hours ____ minutes a day getting ready for school.  

___ hours ____ minutes a day at school.  

___ hours ____ minutes a day in trying to organize my day.  

___ hours ____ minutes a day eating.  

___ hours ____ minutes a day sleeping.  

___ hours ____ minutes a day watching television.  

___ hours ____ minutes a day exercising or playing a sport.  

___ hours ____ minutes a day playing video games.  

___ hours ____ minutes a day reading.  

___ hours ____ minutes a day on the phone, IM, chat, or email.  

___ hours ____ minutes a day on homework and studying.  

___ hours ____ minutes a day on unnecessary interruptions or wasting time.  

___ hours ____ minutes a day helping out at home.  

___ hours ____ minutes a day working or doing volunteer work.  

___ hours ____ minutes TOTAL  

How much free time do I have left over?  

What might I have overestimated? Underestimated?  

On which activities should I spend less time? 

On which activities should I spend more time? 

Adapted from AVID Strategies for Success, Copyright AVID Center, 1986, 1996 



5 
 

©EISHCMC Study & Revision skills handbook /LRC/Zakir2016 

Time Log 

Name_____________________________ Grade__________ Week of____________________ 

 

Directions: Use the table below to keep track of what you do hour by hour for the next week. 

During the day, write down what you did and when you did it. Be HONEST, as only an ACCURATE 

log can be used as a tool to help you improve your time management. 

 

Time Monday Tuesday Wednesday Thursday Friday Saturday Sunday 

6.00        

7.00        

8.00        

9.00        

10.00        

11.00        

12.00        

13.00        

14.00        

15.00        

16.00        

17.00        

18.00        

19.00        

20.00        

21.00        

22.00        
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Time Log Reflection 

Name_____________________________ Grade__________ Week of____________________ 

 

Total time spent studying during the week:  
Average time spent studying daily:  
 
Total time spent watching TV during the week:  
Average time spent watching TV daily:  
 
Total time spent on video games, email, chat, IM, and telephone:  
Average time spent daily on above:  
 
Total amount of sleep:  
Average time spent sleeping daily:  
 
Total time spent traveling (in car or on bus):  
Average time spent traveling daily:  
 
Total time spent volunteering or doing community service:  
Total time spent helping out at home (chores, etc.):  
Total time spent working at after school:  
 
How much time was there that you could not account for?  
 
Did you have any quiet time during the week when you were alone and were able to do reflective 
thinking or planning?  
 
During what time of day did you do the most studying?  
 
Was there anything you needed to do that you couldn’t find time for?  
 
Was there anything you wanted to do that you couldn’t find time for?  
 
Follow Up (on a separate sheet of paper)  

First, CATEGORIZE. Make a list of the different activities that you spent time doing during the 

week. Once you have made this list, come up with some general categories for these activities. 

Example: soccer practice, running, dance, playing basketball, biking would all fall under the 

category of Exercise, while reading, computer research, and studying could all be put under the 

category of Schoolwork.  
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Next, PRIORITIZE. Once you have categorized your activities, look at your lists and circle those 

activities that you see as the most important to you and your future. As you prioritize, keep your 

long term goals for higher education and career in mind. Are the activities you see as “high 

priority” items which have a positive or negative effect on your goals?  

 

Then, REFLECT. Take some time to reflect on what you have learned in your Time Log. Be sure to 

answer the following questions in your entry: What have you discovered about your time? What 

do you like about your schedule? What do you need to change? Are you “on track” to achieve 

your goals. 

 

Effective Study Skills 
 

Study skills do not come naturally to most people – they must be learned. It is said that 
Effective Study skills consist of 3 parts:  

 Organising subject matter efficiently 

 Getting ongoing day to day work and assignments done 

 Researching and revising work for exams 

 

Where to study  
Creating good conditions to study can help you make the most of the time you spend revising. 

Here are some suggestions:  

 
Find a quiet place to study and make sure you are sitting comfortably  

Make sure your desk is well lit  

Keep background noise to a minimum  

Avoid studying in an area where there will be distractions (like televisions!)  

Have everything you need to do your revision to hand before you start.  

 

How to study  
There is no ‘right way’ to STUDY, as long as the method you choose enables you to gain a solid 

grasp of key facts and consolidate your knowledge. Some students are happy to read their 

classroom notes from start to finish, others prefers to simplify the information as much as 

possible, turning everything into skeleton notes, diagrams or mnemonics. In practice, most 

 



8 
 

©EISHCMC Study & Revision skills handbook /LRC/Zakir2016 

students find that mixing techniques suits the varied nature of the subjects being revised, and 

provides essential variety when studying. Some of the following strategies might be useful:  

o Pay attention in class               

o Take good notes and keep it organized 

o Write ideas and facts on to cards to use as ‘prompts’ 

o Ask questions in class 

o Plan a definite study time and place for each day          

o Don’t cram for hours the night before a test or exam 

o Divide time equally between subjects 

o Getting ongoing day to day work and assignments done 

o Researching and revising work for exams 

o Don’t make study sessions too long 

o If you don’t understand something, discuss with your peers and teachers 

o Do daily summaries of work covered in class in your own words under Main Points 

o Study with a friend and test each other’s knowledge, but remember you are meeting to 

revise rather than to chat!  

o Write facts/notes out and display these around the house where you will see them 

o Each morning or each night before, make a list of study tasks in order of priority for the 

following night 

o Don’t study after 10.00 pm 

o Remember, to achieve your goals, sacrifices have to be made! 

 

Taking Notes in Class: Abbreviations and Shorthand 

Each person takes notes differently. For instance, each person may use different symbols or 
different abbreviations. Here are some suggestions that can help you take better notes in class:  

1. Leave out the periods in standard abbreviation  
imp = important    NYC = New York City  eg = example  
dept = department   mgr = manager  i.e. = in other words  

 
2. Use only the first syllable of a word  
pol = politics  lib = liberal  lit = literature   def = definition  
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3. Use the first syllable and the first letter of the second 
subj = subject  ind = individual  cons = conservative  prog = program  cent = 
century  
 
4.  Eliminate final letters (use just enough of the beginning of a word to form a 

recognizable unit)  
assoc = associate, associated chem = chemistry  biol = biological  rep = 
reputation  intro = introduction   max = maximum  info = information  
 
5. Omit vowels from the middle of words (retain only enough consonants to provide a 

recognizable skeleton of the word)  
bkgd = background  rdy = ready  grp = group  abt = about  pts = points  hr = 
hour  shld = should  yr = year  
 
6. Form the plural of shorthand words by adding ‘s’  
chps = chapters  bks = books  msgs = messages  
 
7. Use ‘g’ to represent “ing” endings  
ckg = checking  mtg = meeting  
 
8. Write words as they sound phonetically  
b/c = because  nv = envy  thru = through  tho – though  

 
9.  Use symbols for commonly recurring words  
& or + = and  re = regarding  w/o = without ea = each  ‘ = minutes  @ = at   
vs = versus, against  
 
10. Short words should generally be spelled out to avoid confusion resulting from too 

many abbreviations  
in, but, for, to, etc. (exception: leave out “a” and “the”)  

 
 
Adapted from Point Loma Nazarene University Tutorial Services webpage, 2005. 
http://www.ptloma.edu/StudentDevelopment/tutorialservices  
 

 

“Well done is better than well said” - Benjamin Franklin 

 

 

 

 

http://www.ptloma.edu/StudentDevelopment/tutorialservices
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Revision Skills 

What does it mean to revise? 

Learning information so that you can use it to answer questions.  

 

Are you revising effectively?  

• Try revising for 30 minutes with a 5 minute break or 45 minutes with a 15 minute break.  

• Set a start and finish time and stick to it.  

• Revise in a quiet place. You will not be able to revise with the television on or looking at social 

networks at the same time.  

• Turn your phone off.  

• Do not just revise the subjects you like. Make sure you revise your weak areas too.  

• Make sure you complete a revision timetable, if you are unsure you can ask a member of staff 

at school or your parents.  

• Use revision techniques which suit you – mapping, flash cards or highlighting.  

• Go to bed early – you revise better with a good night sleep.  

• Don’t leave revision to the last few weeks before the exams. The sooner you start to consolidate 

your knowledge the easier it will be in the exam season.  

• Divide your time for each subject into topics based on the units in the revision checklist or 

syllabus, and make sure you allow enough time for each one.  

• Attend as many school revision classes as you can. Bring your revision notes to show your 

teacher. Don’t be afraid to ask questions however silly you think they might be.  

• Websites can be helpful; your teachers will advise you on the best ones.  

• Use revision guides and information provided from school.  

• Do as many past papers as you can to strengthen your exam technique and timing.  

• Adjust your timetable if necessary and try to focus on your weakest topics and subjects  

 
 
 

“I work hard, I work very hard. All the books at least 30 revisions.” ― Ha Jin 
 
 
 

http://www.goodreads.com/author/show/8055.Ha_Jin
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Other techniques: 

 Songs; poems or raps! 

 Quizzes; 

 Question and answers; 

 Read, cover, up, say, write, check; 

 Role play; 

 Teach somebody else; 

 Read, summarise (write), record (speak) on recording devise 
and play back (listen).  

 Colour code text picking out different points each time; 

 Create Venn diagrams or diamond 9 shapes. 

  

Revision Techniques 
 
• Memory techniques – use images to remember certain facts.  

• Mnemonics – this is a simple rhyme or phrase to help you remember facts. For example: 

Richard Of York Gave Battle In Vain (an easy way to remember the order of the colours of a 

rainbow or prism).  

• Bullet points/Flash cards – this is a great way of extracting key facts from a text. You can also 

put a question on one side and the answer on the other.  

• Mapping – a good visual way of organising a topic into an easy visual aid. 

 
 
 
 
 
 
 
 
 
 
 
 
 

 

Last-minute revision tips 
 

Although time may be short, you can still make a difference to your grade. Try and prioritise; do 
what you can.  
 

prompts, diagrams etc.) to check final facts  

 

 not stay up all night revision; being overtired will not help you to do your best  
 

DO NOT REVISE ALL THE TIME – TAKE BREAKS AND DO THINGS YOU ENJOY AND HELP YOU 
RELAX 

‘Achievement is a habit – work on it’ Bernard Roth 
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Revision Timetable 

 
*This is only an example and you should set a timetable to best suit your needs. 

 

http://www.google.co.uk/url?sa=i&rct=j&q=cartoon+laptop&source=images&cd=&cad=rja&docid=V785KoAAjb9iKM&tbnid=lTa0YNNzDq79iM:&ved=0CAUQjRw&url=http://www.glogster.com/loryrous/commit-yourself-to-lifelong-learning-/g-6l5o4vpbt7t84ihmdv1r0a0&ei=a0kqUZPJN6q-0QWFvIDgAg&psig=AFQjCNEtMXqQSFTOS7hwbgEdwU7rZSUGhQ&ust=1361812161923581
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Test/Exam Preparation 

Test clues: this is important, remember this, you will see this again, here’s a pitfall  

 

Dealing with exam nerves  
 
It is natural to feel nervous before an examination. The more prepared you feel, the easier it will 
be to conquer your fears.  
 

 

knowledge can create nerves, but having a plan of how you will fill these make you feel better.  

 
 
Where and when it will take place?   

How much time is allowed/  

How many questions you need to answer?  

What equipment will I need to bring?  

 

– you CAN do well  

t – even if you do badly, there will be other options open to you and 
you have lots of time to improve before your next exam  

-time each day to relax  

– your brain cells need energy to function well. Make sure you drink plenty of water 
to avoid becoming dehydrated. Dehydration makes you tired and reduces concentration.  
 

Exam tips – sitting the exam 
 
Be prepared; find out what is involved in each of the examinations that you are going to sit. 
Organise yourself the night before and get plenty of sleep.  
 

ruler, scientific calculator, etc.). 

. 
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 for the exam in plenty of time. . 

.  

e to demonstrate your knowledge. 

instructions given in the 
paper (e.g. to show all workings, word limits etc.).  

.  

swer all the required questions. 

ssible to help the examiner to mark your work. Marking untidy writing is 
difficult. 

you are going to include in each section.  

e end to read through your answers and correct any mistakes. 

.  
 

Exam tips – after the exam  
 
It is easy to fall into the trap of wondering how well you performed and to discuss this with 
your fellow students. Your time would be better spent looking ahead to your next examination.  
 

 panic – you won’t be the only student who is anxious about answers; 

compare your answers with those of other students - this can create negative feelings;  

;  

 rush on your textbooks to check your answers – there is no point at this stage;  

 improve your exam technique;  

  
 
 

 
 
 
 
 
‘Exams are Important, but they are not the only key to a successful future’ (NS) 
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Stress Management 

Developing Self-Confidence  
 
One of the main causes of stress is an individual’s sense that they are not able to control their 

circumstances. In the run-up to your exams, there are likely to be times when you feel that, 

however hard you try, life has presented you with an insurmountable set of obstacles. Perhaps 

you will set aside time to revise all weekend only to find that you come down with the flu, or 

perhaps you will decide to get up early but forget to set your alarm and have to rush to catch the 

bus. The key is to ensure that you integrate obstacles and mistakes of this sort into the broader 

process of preparing for exams. In particular, regardless of any minor or major set-backs, you 

need to maintain a deeper confidence in your capacity to revise and to perform well in your 

exams. 

Ways to relieve STRESS 
What you can do…  

 Exercise  

 Play a sport  

 Listen to music  

 Draw a picture or color  

 Read a book for pleasure  

 Develop a hobby  

 Watch a movie  

 Learn Yoga  

 Meditate  

 Have a social life  

 Get enough sleep  

 Eat properly  

 Keep things in their proper perspective  

 Talk to friends  

 Talk to your IB Coordinator, counselor, or teacher  
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What not to do…  

 Don’t overeat  

 Don’t sleep too much  

 Don’t procrastinate  

 Don’t watch too much TV  

 

My Stress Management Plan 

Now that you have an idea how to relieve your stress, what are you actually going to do?  
 

My plan to relieve stress is…  
First I will try _____________________________________________ for _________________ 

minutes/hours. If that doesn’t work, I will try ____________________for _________________ 

minutes/hours. And if that doesn’t work, I will try ________________for ___________________ 

minutes/hours.  

Now that I know how to relieve my stress, I will set aside __________ minutes/hours to 

___________________________________each day/week. 

 

Adapted from Stress Management Suggestions created at the 1996 IB Summer Student Conference at UNF 

 

Some Advice on Maintaining Self-Confidence in the Run-up to Exams  

 Set yourself ambitious but realistic and achievable goals.  

 When completing entries in your journal, make a list of all of your daily achievements. 

 Develop a sense of satisfaction and enjoyment in the whole process of preparing for exams. 

 Use positive visualisation exercises on a regular basis.  

 Recognise mistakes as offering opportunities for feedback rather than as ‘failures’.  

 Recognise that your achievements are the result of your abilities and hard work rather than 

just a result of chance or good luck.  

 Celebrate and reward yourself for short-term achievements.  

 Complete tasks rather than leaving them unfinished.  

 Revise and socialise with people who appreciate and value you.  
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How can the School/Teachers help me reducing stress?  

 

Get extra help from teachers. Teachers can help you better if you can ask about a specific topic. 

Check the outcome to determine what you need to know. Read about the topic in the text. Use 

practice examples in the text. Write down the questions you need to ask. Make an appointment 

for extra help. All teachers are available on Tuesday to Thursday afterschool for HELP, and many 

teachers may be available additional days if you ask to make an appointment.  

The school provides after school extra help sessions by school or department. After school study 

halls may include an IB study hall or a sports study hall.  

Student tutoring is available. Diploma students are available for tutoring and you can check with 

your IB coordinator to find out if there are peer tutors available to help you with your classes.  

Contact your support staff. Your IB coordinator is available for help with plans for improving 

academic work, reducing stress, meeting IB requirements, preparing better for next year’s 

program. 

_________________________________________ is my IB Coordinator. 

Your guidance counselor is available to help you with scheduling. 

_________________________________________ is my Guidance Counselor 

 

Always Think Positive! 

  

 

 

 

 

 
 


