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BEING PREPARED

FOR YOUR FIRST DAY

E X A M  PA D 

O RO R 

A  LL A R G EG E 

E ME M P T Y 

N O T ET E B O OO O K

A  F E WW  P E N SN S H I G H LH L I G H T ET E R S T E X TX T B O O K SK S 

F O R  R ER E L E VA NA N T 

S U B JB J E C T ST S

U S E  T H E 

C A L E NE N D A RR 

F UF U N C T IT I O N  O N 

YO U RU R  C E L LL L 
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You need  to  c reate  a  learn ing  env i ronment 
that  is  benefic ial  to your physical  and mental 
well-being and that wil l  enable you to receive 
the most  from your  univers i ty  educat ion.

LEARNING 
ENV I RONMENTS

4



1
Noisy 
Classroom 
Environment

2 No Access  to 
L ibrary

3 Few Resources

4 No Study 
Timetable

5 No place to 
Study at  Home

6 Noisy  Home 
Environment

TAKE NOTE
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BBelow is  a  l i st  off  helpful  t ips  to   enable 
yyou to create a  hhealthy learningg 
eenvironment:

HOW TO ESTABLISH A HEALTHY 

LEARNING ENVIRONMENT
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HOW TO CREATE A 

STUDY TIMETABLE

 

66:00 a.m.        

7:00        

8:00        

9:00        

10:00        

11:00        

12:00        

11:00 p.m.        

2:00        

3:00        

4:00        

5:00        

6:00        

7:00        

8:00        

9:00        

10:00        

11:00        

12:00        

TOTAL 

HOURS
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TAKE NOTE

DRAWING UP YOUR 
TIMETABLE
WHEN DRAWING UP YOUR TIMETABLE IT IS 

IMPORTANT TO TAKE NOTE OF THE FOLLOWING:

1 2

3 4
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DEALING WITH 
PROCRASTINATION

9



YOUUR MOSTT 
DIFFICUULT SUBJEECT

MORE 

STUDY TIPS
CHANNGES TOO 

YOUR SSCHEDUULE

BE AWARRE OF YOOUR 
LIMIITATIONSS

TAKE TTIME OOFF

SLLEEP

YOUR PPERSONNAL 
BBEST STTUDY TIIME
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DON’T MISS OUT –– PAY ATTENTIONN

HOW TO ESTABLISH 
GOOD STUDY HABITS

DON’T BE SCARED – ASK QUESTIOONS

DON’T BE DISTRACTED BY STUDENT LIFE – GET 
EENOUGH SLEEP
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DON’T FALL ASLEEP AT YOUR DESK – STAYY  AWAKE

DON’T PANIC – STAY CALLM

DON’T FORGET YOUR RESPONSIBILITIES – BECOME 
AAN ADULT

DON’T CREATE PROBLEMS FOR YOURSELF – 
BBE ORGANISED
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5% LISTENING

STUDY SKILLS

Learning strategies & techniques

10% READING

20% AUDIO VISUAL

30% TEACHER DEMONSTRATION

50% DISCUSSION IN GROUP

75% PRACTISING BY DOING

90% TEACHING OTHERS IN YOUR GROUP
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TAKE NOTE
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S TUDY  TE CHN IQUE  1  – 
TEACHING OTHERS

ADVANTAGES
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S TUDY  TE CHN IQUE  2  -
THE CONTINUOUS REVIEW 
METHOD
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S TUDY  TE CHN IQUE  3  -
S T U D Y - C O V E R - R E C A L L -
CHECK

STUDY

COVER

RECALL

CHECK

ADVANTAGES
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1 SURVEY

TIP -

S TUDY  TE CHN IQUE  4  - 
THE SQ3R METHOD

19



2 QUESTION

3 READ

4 RECITE

5 REVIEW

TIP -

TIP -
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TIP - TIP -
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S TUDY  TE CHN IQUE  5  -
MIND MAPPING
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HOW TO DRAW A MIND MAP

TIPS -

LOOK FOR 

RELATIONSHIPS

23



S TUDY  TE CHN IQUE  6  -
OTHER VISUAL AIDS

TIP -
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EXAM PREPARATION
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USE YOUR TIME WISELY.

DETERM INE  YOUR  BEST  T IME  TO 

LEARN.

STUDY CREATIVELY.

UNDERSTAND THE CONTENT.

USE APPROPRIATE STRATEGIES  FOR 

ROTE LEARNING WHERE NECESSARY.

TEST YOURSELF.

WORK OUT PROBLEMS.
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USE YOUR TIME WISELY

DETERMINE YOUR BEST TIME TO LEARN

STUDY CREATIVELY

TIP -

(as 
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UNDERSTAND THE CONTENT

TEST YOURSELF

WORK OUT PROBLEMS
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FLASH CARDS: 

POST-IT NOTES: 

MNEMONICS: 

You can use the expression Oh, Oh, Oh! To Touch And Feel Very Good 

Noodles to remember the names of the 8 planets in corrrect order from 

USE YOUR TIME WISELY
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WRITING EXAMS
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THE NIGHT BEFORE THE EXAM

THE MORNING OF YOUR EXAM
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FILL IN YOUR BASIC STUDENT INFORMATION

TAKE NOTE OF THE INSTRUCTIONS

USE YOUR TIME WISELY

BEFORE WRITING YOUR EXAM

TIP -
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READ THE QUESTIONS CAREFULLY

Make sure you that you ANSWER THE QUESTION!

EESSAY-TYPE QUESTTIONS
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SHORT-ANSWER QUESTIONS

MULTIPLE-CHOICE QUESTIONS

TRY TO USE THE TIPS BELOW TO HELP YOU WHEN ANSWERING 

MCQS:
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Don’t try to squeeze in information that you know just because 

you’ve spent so much time revising it. If your answer does not 

match the question you are wasting time and losing marks.

Don’t use colloquial language and slang in your answers. Keep 

to academic language and be professional.

Don’t write notes to the examiners; you may end up annoying 

them.

EXAM DONT’s
AVO ID  THE  FOLLOWING  WHEN 

WRITING AN EXAM:
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WRITING SKILLS 

AT UNIVERSITY
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WRITING NOTES

TAKING NOTES IN A LECTURE SETTING

TIP -

38



HOW TO TAKE GOOD NOTES
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FORMULAS
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TAKING NOTES FROM BOOKS AND ARTICLES IN STUDY OR 

RESEARCH SETTINGS

WWRITING ASSIGNMENTS SUUCH AS ESSAYS

HHOW TO ILLUSTRATE YOURR ANSWER IN YOUR ESSAAY

PLLAN WHAT YOU ARE GOINNG TO WRITE

WWHY BOTHER TO PLAN?
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INTRODUCTION

WRITING 
YOUR ESSAY

BODY

CONCLUSION

TIP -
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RESEARCH PROJECTS 

COLLECTING DATA
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RESEARCH REPORTS

PLAGIARISM

44



CITING SOURCES

TIP -
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EXAMPLES OF DIFFERENT REFERENCE STYLES

EXXAMPLES OF CITING AND REFERENCING A SOURRCE

1. 

calls of vervet monkeys (Diammond, 2002).

(NNote that there is no directt quotation, but the informaation has been 

paaraphrased and therefore thee source has to be acknowleddged. The page 

2. 

(Diamond, 2002:130).

too include the full reference in yoour reference list, which usuallly appears at the 

ennd. For the above examples, thhe full reference will be:
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HOW TO REFERENCE AN INTERNET 
WEBSITE

you need to include the reference in your reference list. Take note of the 

following:

AN EXAMPLE OF A REFERENCE TO THE INTERNET:
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PREPARING FOR 
PRESENTATIONS

PLAN THE CONTENT OF YOUR PRESENTATION
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COMMUNICATION TECHNIQUES TO DELIVER A PRESENTATION

TIP -

TIP -
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USING 

VISUAL AIDS

WWhen using technoology such as PoweerPoint, it 

iss important to use it as a visual aid only. Your 

TThis means that the visual aid should noot take the 

pplace of what you want to say, but shouuld only be 

uused to emphasise cerrtain points. Below arree a number 

sllides appropriately.

It is a good ideea to start with a slide that 

This gives the audience a frameworkk and helps 

Never read from yyour slides.

Try to limit the number of slides tto 10. You 

through slides.

PowerPoint slidees should display imaages rather 

than text, for example diagrams and ggraphs. Use 

it to give examplees of your points of ddiscussion.

at, read and interppret each slide.  This iss especially 

important when yyou use graphs and ddiagrams.
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EYYE CONTACT

FAACIAL EXPRESSIONS ANDD GESTURES

POSTURE AND BODY ORIENTATION

HUMOUR
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PAUSES

RHETORICAL QUESTIONS

EMPHASIS AND VOLUME

ANALOGIES

DEVICES TO USE WHEN SPEAKING
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RREPETITION

pooint is important.

TEEMPO

Yoou can use changes in tempo too emphasise certain points. Chaanging the tempo 

Usse a slightly faster tempo to shhow excitement, humour or suurprise. A slightly 

sloower pace can be used to indiccate emphasis and gravity.

UUSING INCLUSIVE/EXCLUSSIVE PRONOUNS
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USING 

LEARNING 
RESOURCES

BOOKS
PRINTED ACADEMIC 
JOURNALS
ONLINE JOURNALS
NEWSPAPERS
THE INTERNET

UUSING THE INTERRNET AS A RESOOURCE
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HERE ARE A FEW TIPS TO 
HELP YOU ACCESS RELIABLE 

INFORMATION:

 i
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SELECTING RELEVANT INFORMATION

TIP -

TIP -
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TECHNIQUES TO USE WHEN SEEKING RELEVANT 
INFORMATION

SSCANNING

SSKIMMING 
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10 REASONS WHY 
your essays are not getting 
distinctions #WriteLikeAChamp

You did not 
understand the 
question / topic.q

? You did not read the 
question thoroughly.
It is important to identify what 

the question is asking of you.

You started too late 
with the assignment 

and/or research on the 
topic.

YYYYYYY
wwwwwwwwwwwwi

aaaaaaaaaannnnnnnnnndd/

You are being too 
vague and/or deviating 
too far from the topic/
question.
Always do exactly what they  
question asks of you. i.e. When 
asked to write an opinion on 
circumcision as a religious right 
in the Muslim community, 
don’t write about initiation that 
includes circumcision in African 
culture.

Not concise enough.
Don’t say something in 
14 words if you can say 
it in 7.

NNNNNNNNNNNNNNooo
DoDoDoDoDoDoDoDoDoDoDo
1414141414 w
it in 

Sloppy spelling and 
grammar!
With all the online tools available 

to check spelling and grammar 

there is no excuse to have a poorly 

spelled essay.

abc
Introduction and 
conclusion are not 
referring to the question.
i.e. your introduction can 

contain a brief history or 

statistics on the questions but 

it means nothing if it does 

not relate to your question.  

Similarly, in your conclusion 

you should ensure that you 

answer the question posed in 

your introduction. 

nnnnnnnnnnnttt
cccccoooooon
rrrrrefe
i.e. y

cont

stat

IIInnnnnnn
ccccccccccccccooooo

Structure?
Essay structure does not 
support the logical flow of the
argument.

Incorrect referencing.
i.e. your introduction can contain 

a brief history or statistics on the 

questions but it means nothing if 

it does not relate to your question.  

Similarly, in your conclusion you 

should ensure that you answer the 

question posed in your introduction. 

IIIIIIInnnnnnnnnc
i.i.i.i.i.i.i.i.i.e.e.

a br

qu

it d

Sim

You used secondary 
references.
Instead of looking up the 

original = plagiarism!
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WHO ARE WE?

WHAT WE DO?

PROJECT F2A

.

HOW WE DO WHAT WE DO?

Follow @iFani_Haymani on Twitter and 
@crenkist on Instagram to keep up to date with #ProjectF2A
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#JUTAGOINGPLACES

www. juta .co.za

We hope you found
our essential tips useful
and are having the best campus
experience possible.

ENJOY THE JOURNEY WITH 

JUTA - HELPING YOU GO PLACES.

Good
Luck
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