      Step 1 – Name/Date/Period Heading
	Topic (Section Title in dark blue):
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	Name _________________________

Date _______________

Period _____



	Step 2 Key Concept:  Write the big idea that the notes will cover.  This is found at the beginning of each section under the dark blue section title.
Focus words:  Focus words are words are sometimes given by teacher to be used in paragraph shrinks

	Step 4 – 
Review Notes
Questions:

Reread notes and create headings and questions that relate to the info.
(Try to think of questions the teacher might ask on a test and questions that process and apply the concepts)
Vary the level of questions:

Level 1:  Gather and recall information 

         (ex: what is…?  Where is..? )
Level 2:  Process or make sense of information  

        (ex: “explain the difference between…?)
Level 3:  Apply and evaluate information
(ex: “how would you apply this formula if…?”  “What is the best way to…?”)
(What would happen if….?)

Things to do:

· Write questions directly across from the related notes
· Number the questions
	Step 3 – 
Take Notes For First Major Heading (red)
Notes:

Write notes on this side of the page:
· Information from readings
· Only key facts:  do not write everything. 
· Ok to use sentence fragments, abbreviations, and symbols
· Leave 1-2 lines of empty space between points to add additional information later
· Complete all notes before going to Step 4  

· You will write a paragraph shrink after you finish each main section (red heading)
Things to do:

· Underline each red headings that you copy 

                  from the book. 

· Indent and highlight all the blue headings (these 
                  go under the written red headings).  highlight in  

                   any color  EXCEPT yellow.
· Using only yellow highlighter, highlight all vocabulary and italicized words.


	Step 5- Paragraph Shrink

Paragraph Shrink:  Write a sentence, in 20-30 words or less, that summarizes the notes above after every major heading (red) in your textbook.  Use the “focus words” in your sentence. Highlight or underline the focus words used. NOTE: If no focus words are given, use vocabulary words.

	Repeat Steps 2-5 until you have completed all major red headings for one section of a chapter in your textbook


Final Step –Step 6
Summary:  Use the following guidelines to write your paragraph.  Sentences should be modified with the use of proper transitions as necessary to make the paragraph flow.

1. Topic sentence (An opening sentence about the information in the Key Concept)

2. Body (Use parts from all of the “paragraph shrink” sentences for the body of 

      the summary).
3. Concluding sentence (Write a concluding sentence that sums it all up or restates the topic sentence in different words).
Common Cornell Notes Mistakes
Paper set-up:

Not setting up the paper correctly—should be 2/3 of the paper for notes and 1/3 of the paper for questions

Missing titles and/or headings

Not using only one side of the paper

Highlighting:

Not highlighting 

Incorrect highlighting

Not reserving the yellow highlighter for vocabulary

Taking notes:

Cramming written information on the paper without leaving spaces between concepts

Not using abbreviations

Writing full sentences

Paragraph shrinks:

Missing paragraph shrinks

Not putting paragraph shrinks WITHIN the notes (should not be at the end)
Paragraph shrinks that are too long or too short (should be between 20-30 words)

Not numbering paragraph shrinks

Forgetting to highlight the focus words in the paragraph shrinks

Questions:

Not writing questions beginning with a capital letter  

Not writing enough questions

Writing questions that cannot be answered or do not make sense

Not writing questions across from the related material

Not numbering questions

Summaries:

Only summarizing vocabulary

Not including the main concepts in the section

Abbreviations in the summary

Using personal pronouns

Writing a summary that does not make any sense

Not indenting the first line and/or not left-justifying the rest of the lines

