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	TEMPLATE FOR Note and Analysis Lesson

The ability to listen and take notes is essential to success in high school and college as well as daily life.  Yet many students only accurately recall about a third of what they hear.  In this activity, students will apply a technique for effectively taking notes and recalling key points presented in speeches given by today’s leading newsmakers.  This technique also provides an excellent framework for analyzing a speech’s proposition or main idea and the supporting details
The Cornell Note System is used by many university academic skills centers to teach their students how to listen effectively and take notes.  This lesson template allows you to quickly create a lesson with the Cornell system and American Public Media’s Word for Word.  Use the speeches presented each week to develop your student’s listening and note skills (as well as immerse them in a timely national topics).

This lesson may be adapted and re-used several times in a school year to give your students routine practice in note and analysis.

Estimated Time: 

90 - 125 minutes of instructional time (may be spread over several days) plus 15 – 25 minutes of initial prep.

Materials:

· Computer with Internet connection and classroom speakers
· -or-
· Computer lab with individual headphones.
· RealPlayer 10 audio player on each computer
· -or-
· Podcasting softwareon each computer (if you plan to subscribe to the Word for Word podcast). 
· Transparency of notebook paper or space reserved on the whiteboard for taking notes, sectioned according to the Cornell Note System.

	Objectives for Middle and High School Students:

· Students will practice using a system for taking and remembering notes.
· Students will practice listening skills.
· Students will summarize their notes into a concise paragraph.

· Students will identify a speaker’s opinion and verifiable facts.

· Students will develop connections between a speech and material they have previously learned.

	
	Correlations with Minnesota Graduation Standards

	
	Grade
	Subject
	Strand
	Sub-Strand
	Standard
	Benchmark

	
	7
	Language Arts
	Speaking, Listening & Viewing
	Speaking and Listening
	The student will demonstrate understanding and communicate effectively through listening…
	5. Follow a speaker’s presentation and represent it in notes.

	
	8


	Language Arts
	Speaking, Listening & Viewing


	Speaking and Listening
	The student will demonstrate understanding and communicate effectively through listening…
	2. Actively listen and comprehend messages

5. Follow a speaker’s presentation and represent it in notes.

	
	9-12
	Language Arts
	Speaking, Listening & Viewing
	Speaking and Listening
	The student will demonstrate understanding and communicate effectively through listening and speaking.
	1. Distinguish between speaker’s opinion and verifiable facts and analyze the credibility of the presentation.


About the Cornell Note System

The Cornell Note system is a “dual-entry” system.  It is designed to be highly efficient and eliminates the need to re-write or re-type notes.  Although the system is designed for use with paper notebooks and pads, it can easily be adapted to be used with word processors or other applications.  The system is based around following the “5R’s”: Record, Reduce, Recite, Reflect, and Review.  The system is highly adaptive and obviously can be used for taking notes while reading as well as lectures.  Because speeches are different from lectures, namely there’s an implied bias in the speaker’s main idea or proposition, the lesson skips step 3, “Recite”.

Students should prepare 2 -3 sheets of notebook prior to listening to a lecture or speech.  Divide each sheet of paper into three sections: two columns of 2 ½ inches and 6 inches in width and a third section, a row, about an inch from the page’s bottom.

Step 1: Record.  During the lecture, students record in the main column as many meaningful facts and ideas as they can.  Prompt them to use underlining and circles, etc to identify main ideas and key points.  Abbreviations are also useful, e.g., “@” for “around” or “at”, “Δ” for change, etc.

Step 2: Reduce.  As soon as possible, students should reduce or summarize ideas and facts concisely in the Recall Column. This step clarifies what was presented and as well as presents opportunities to identify connections and relationships with previously learned material. Because the step reinforces what the student heard and establishes continuity, it is a powerful method for preparing for tests as the materia[image: image1.png]l is learned instead of cramming the night before.

Step 3: Recite.  Students cover the Record column, using only their jottings in the Recall Column as cues or "flags" to help with the recall.  Students use this step to repeat facts and key points as fully as they can and in their own words. Then, uncovering their notes, they verify what they have said. This procedure helps to transfer the facts and ideas into their long term memory.

Step 4: Reflect.  Reflective students distill their opinions from their notes. They make such opinions the starting point for constructing their own understanding about what they are studying.  This step helps students to make sense out of their courses and academic experiences by finding relationships among them.

Reflection also allows students to determine fact from opinion whether the student “buys” the opinion. 


These reflections should be noted in the Relect/Summary Area for quick reference as students review their notes while studying for tests.

Step 5: Review. If students spend 10 minutes every week or so in a quick review of these notes, they will retain most of what they have learned and will be able to more readily use their newfound knowledge.  

INITIAL PREP: Estimated time: 15 – 25 minutes

1) Peruse the Word for Word archive (http://wordforword.publicradio.org/programs/) and find speeches that would be useful in your instruction.  Determine how the chosen speeches relate to your curriculum and students’ lives.  Be prepared to answer why it is important for your students to listen to these speeches.

2) Decide whether your students will be using Word for Word individually, in small groups, or as a whole class.
3) Next, decide how you’d like your students to access the speeches.  Each speech is streamed online and accessible with the combination of a Web browser and the free RealPlayer software.
If you plan on using Word for Word with your students on a regular basis, you may consider subscribing to the program’s weekly podcast.  Each week’s program will be automatically downloaded to your classroom computer.  See http://wordforword.publicradio.org/podcast/ for details on how to subscribe and the software that supports American Public Media podcasts.

4) If using Word for Word with your students on multiple computers, make sure each machine has the correct software (RealPlayer for streamed audio or podcasting software) installed. 
5) Preview Ms. Penkava’s introduction and the first 10 minutes of the speech to model how to take notes.  Identify the speaker’s proposition or main idea.
If you plan to use one computer to play the interview with your entire class, be sure that the your speaker volume is high enough to reach all corners of your classroom.

INSTRUCTION: Estimated time: 90 - 125 minutes (broken up between two or more sessions).


Introducing the Cornell Note System - 15 minutes

1) Introduce your students to the speech they are going to hear.
2) Play Ms. Penkava’s 2 - 3 minute introduction.  Ask students to predict what the speaker’s proposition or main idea may be.  
3) Review the points Ms. Penkava made.  Who will be the person speaking? Ask students to volunteer what they think the speaker’s main idea will be.  What details or supporting would you expect the speaker to present to support that idea?  What makes this speaker an authority on the subject?

4) Mention that your students will undoubtedly hear about the people or ideas covered by the speech over the next few years.  Recall for your students that speeches are made to persuade or support an idea.  Suggest that since the speech’s topic will affect your students over the next few years, it’s worthwhile to analyze the argument the speaker is making. Since there are no transcripts or other printed material to review once the speech is complete, explain that students should take careful notes.
5) Brainstorm some ideas for taking notes.  Note any connection to the ideas mentioned and the “5Rs”: Record, Reduce, Recite, Reflect, Review.  Mention that following a 5 - step process will dramatically add to your students’ ability to remember what they hear.
6) Using the transparency or black/whiteboard, demonstrate how to divide a paper into the three sections: the record column, the recall column, and the summary area. Give students time to divide their sheets of paper accordingly.


Modeling the System - 10 minutes 

7) Once each student has his or her notebook paper readied, play the first few minutes of the speech.  Model taking the notes you think your students should be writing in their “record” column.  
8) Replay part of the speech.  As the speech replays, review with your class the notes you’ve taken.  Point out why you thought certain ideas or concepts were important to take down, drawing connections to what they predicted would be covered in the speech.  Be sure to point out any opinions you’ve identified and describe why you think those are opinions.



Using the Cornell Note System with Word for Word speeches - 65 - 100 minutes.

9) Invite your class to add to their “record” column as you play the rest of the speech.  Remind them to note key ideas, expressed opinions, and supporting details.
(break point - after about 25 minutes of the speech)

If you are breaking, consider collecting any papers to assess how well your students are recording the speech’s key points and ideas in their notes.

10) If returning from a break, review the speech’s topic and the key ideas that your class previously identified.  Remind your students where they will record their notes.  
11) Continue playing the speech, pausing and modeling how to take notes whenever appropriate. 
12) After the speech, model how to “reduce” your notes: separate the facts from the opinions, summarizing supporting details in your own words.  Explain that reducing the notes will help students process and clarify what was said as well as aid in recalling the speech’s important points.  Note that is also the place for your students to note what they think of the ideas or opinions presented in the speech as well as make any connections to material they’ve previously learned or experienced.
13) Direct students to reduce their notes for the rest of their page in the same fashion.  Circulate to assist those who may have trouble.
1) OPTIONAL:  If this is a speech that students can learn several facts worthy of remembering, explain that reciting the reduced notes in your own words will further secure what students have learned from the speech.
2) OPTIONAL: Model how to recite the reduced notes. Suggest that students spend the next few minutes doing so themselves.
14) Ask students to suggest the most important points in the speech that should be analyzed.  Model how to encapsulate those ideas into a few sentences in the “summary space” at the bottom of the note paper.
15) Direct students to reduce and summarize their notes for the remaining pages.  Did the student “buy” the argument?  Why or why not?  Ask your students to cite specific instances from their reduced notes.
16) Explain that although following all these steps now seems like spending a lot of time, students will remember much more and have a clearer understanding of the speaker’s points and position (as well as their own).
17) After a few more days, ask students to recall points made in the speech.  How well did they remember key points and ideas?  Did the steps for reducing and reciting notes affect how well the remembered?
EXTENSIONS, ACCOMMODATIONS, & ALTERNATIVES:

1) Paired Note Practice.  Using a computer lab, divide your students into pairs.  Start by modeling taking notes on the points or details that you identify as being important, pausing the speech as you write your note.  Discuss with your students why you took the note.  Then, assign students in pairs and direct them to play just 5 minutes of the speech, writing notes as the speech plays.  After the five minutes, have students share and review with their partner the note they’ve taken.  Each student should explain why they’ve taken the note.  Circulate to check whether students are following and understanding the recoding procedure.  Continue the rest of the lesson as described above.
2) Note Without Paper.  Both word processing and presentation programs can be used in place of paper for taking notes.  Use the stencils on this month’s Sound Learning page.
 Recall Column	Record Column


about 2 ½ inches	about 6 inches	
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