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CHAPTER OVERVIEW
The purpose Chapter 7 is to help students master test taking and view feedback as helpful.   This chapter will also give students strategies for reducing test anxiety.  Being by asking how many students experience anxiety before or during a test.  Students will clearly see that test anxiety is normal and common.  It is also controllable.  Most people dislike evaluations or negative feedback, but explain that feedback helps us grow and change.

CHAPTER OBJECTIVES

Students will learn:

· How to prepare for tests

· Strategies for taking tests

· How to take different types of tests

· Special tips for math and science tests

· How to overcome test anxiety

CHAPTER OUTLINE

Chapter 7:  Test Taking

Preparing for the Test

Test-Taking Strategies

After the Test

Taking Different Types of Tests


The Objective Test


The Essay Test

Last-Minute Study Tips

Overcoming Test Anxiety

Preparing for a Performance Appraisal

Worksheets:

· Worksheet 7.1:  Applying the ABCDE Method of Self-Management

· Worksheet 7.2:  Preparing for Tests and Exams

· Worksheet 7.3:  Performance Reviews

· Worksheet 7.4:  Matrix for Test Taking
· Career Development Portfolio: Assessing Your Skills and Competencies

SUCCESS PRINCIPLE 7:  Focus on the STRENGTHS, not weaknesses.

VISUALIZATION: 

Discuss how negative self-talk can create fear while positive thoughts and imagery can help students relax and stay focused. Have them visualize and write in their journals about a time when they did well in a performance, sporting event or test and the tips that they used.
TEACHING TIPS
Preparing for a Test

Review and discuss the ten steps involved when preparing for a test.  Students will often admit that they wait until the last minute and cram for tests.  Ask your students if this system is effective.  Discuss ways to make the most of those times when last-minute cramming takes the place of planning and regular studying.

Studying in teams has been emphasized throughout the book.  It is important to mention again how effective working in teams is when preparing for tests.  Peer teaching can be performed by all students.  Each student can learn by teaching concepts, summarizing information, and preparing sample tests.  Students encourage each other to contribute.  The fear of test taking is reduced when students have practiced on sample tests.

Test-Taking Strategies

Discuss the test-taking strategies.  Emphasize the importance of being relaxed and organized.  You can also refer to Chapter 6 for memory skills that can help students with their test taking.

After the Test

Discuss the relevance of students rewarding themselves after completing a test and then assessing and analyzing their graded tests.  It is important for students to view their results as feedback.  This process is also an opportunity to consult with the instructor about grades and to discuss strategies for improvement.

Taking Different Types of Tests
Review the different kinds of test questions and the strategies that are helpful for each type.  Review the special strategies for taking essay tests and compare them with strategies for writing papers.

Last-Minute Study Tips
Emphasize again that cramming for tests is not an effective way to study or learn information.  Most students who cram cannot recall the information after taking a test.  Being efficient with their time will help students be more prepared and focused for a test.  Review the study tips and ask students for other tips they use when preparing for a test.

Overcoming Test Anxiety
Discuss how fear blocks the mind from remembering, and how students can overcome fear.  Have students include attitude, changing perception, and anxiety-reduction tips in their discussion.

Students often complain that they can’t remember information on a test; their mind goes blank when giving a speech; or they can’t remember names.  Again, stress how important practice is for improving memory.  Being organized, integrating learning styles, and reducing stress also help students recall information.

Preparing for a Performance Appraisal
Review the points to consider when preparing for a performance appraisal.  Highlight the importance of being focused and organized.  Ask students for other ways to prepare for a performance appraisal.

IN-CHAPTER CRITICAL THINKING QUESTIONS

Photo:  Keeping Calm

Page 7-15

How can you reduce the feeling of anxiety before you take a test?

Answers will vary but may include any of the following ten strategies for overcoming test anxiety: being prepared; practicing taking a sample test; not cramming; staying calm; getting to class early; listening carefully to instructions; jotting down notes; previewing the whole test; getting involved; getting help.

FEATURE NOTES

Personal Performance Notebook

7.1:  Test Taking

Page 7-4

The purpose of this exercise is to increase confidence and assertive communication skills, and to clarify expectations concerning tests.  Have students go to their instructors and ask how they are doing in each class.  Have students clarify the style of test questions.  Have them review tests that they have already taken.  Often students are fearful of tests because they do not know what to expect.  Reviewing tests with instructors can also help students correct errors and improve test-taking skills.


Students may resist this exercise.  The same fear that keeps students from building a relationship with their instructors keeps new employees from receiving feedback regularly from their bosses.  Stress that communication and clarifying expectations are important skills for employees negotiating job raises and higher scores on their performance reviews.

Underscore the message that understanding expectations is a key test-taking strategy.  Students will also get to know their instructors and feel as if they are partners in the learning process.  Getting involved with their instructors and classmates can make learning and test taking much easier.

7.2:  Essay Test Preparation

Page 7-10

This exercise gives students an opportunity to apply critical thinking skills as they write an answer to a sample essay question.

7.3:  Test Anxiety

Page 7-16

This exercise illustrates that stress can be reduced and channeled.  Have teams brainstorm and compare strategies on how to reduce stress on test days.  Ask them to share their findings with the class.  Have students meet in their teams and instruct them to take the strategies they discussed and build on those that would be most helpful for reducing stress on test days.  They can also go through a visualization exercise that reduces stress.

Discuss how common test anxiety is for most students.  Discuss how stress adds to this anxiety.  Ask students for examples of other stressful situations, such as giving speeches, meeting new people, etc.

7.4:  Performance Reviews

Page 7-19

Performance reviews are test-taking and evaluation situations in the work world.  Some employers experience anxiety and dread.  Have students describe their experiences if they have any.  Ask them how keeping a Career Development Portfolio of achievements, skills, completed projects, training, etc., would help employees during performance reviews.  How would regular meetings with a supervisor help with performance reviews?  Have them bring to class copies of their performance reviews from their companies, if possible, and compare the criteria.  Are some factors similar for many jobs?

Peak Progress

7.1:  Test-Taking Factors

Page 7-3

Have students review the test-taking factors and assess how well they follow them when preparing for tests.

7.2:  Special Strategies for Math and Science Tests

Page 7-6 and 7-7

Discuss special strategies for math and science tests. Point out that chapter 9 also has strategies for math and science. 
7.3:  Sample Essay Test

Page 7-11

The object of this feature is to help students focus on the purpose of the questions.  The key to essay tests is to answer what is being asked.  Knowing important words will help students answer questions accurately.

7.4:  Important Words in Essay Questions

Page 7-13

Have students use critical thinking as they review the key words and main points of this essay.

7.5:  Applying the Adult Learning Cycle to Improve Your Test-Taking Skills and Reduce Test Anxiety

Page 7-17

This gives the students the opportunity to work through the cycle and apply it to taking tests and controlling anxiety.

Career in Focus

Tests in the Workplace

Page 7-18

How might understanding test-taking skills help Carlos work more effectively with his patients?  How would test-taking skills help him prepare more effectively for performance reviews?

Following test-taking strategies will help Carlos be mentally prepared to assess his patients’ medical problems and therapies.  It will help him be physically prepared to perform the treatments.  Carlos will be able to focus and determine what information is most important when reviewing medical records.  He will be better equipped to process information, create associations, remember, and reason.  He will also be relaxed when conducting examinations.

Peak Performer Profile

Kirk Perron

Page 7-22

Jamba Juice has expanded its menu to include breads and snacks.  If you had to judge these newer items, what criteria would be important to you to test these items?

Answers will vary, but may include that these items should be tested based on their freshness, taste, and value.

REVIEW AND APPLICATIONS NOTES

Potential answers to Review Questions on Page 7-23.

1.
What are the ten steps for preparing for a test?

1) Prepare early. 2) Know expectations. 3) Keep up. 4) Ask questions. 5) Review early. 6) Review weekly.  7) Do a final review. 8) Rehearse. 9) Summarize. 10) Use your study team.

2.
Why is it important to pace yourself while taking a test?

Pacing yourself allows you to give the appropriate importance to each question and helps keep you from panicking and getting blocked.

3.
What should you do after you take the test?


Reward yourself and use the graded test to analyze and assess your performance.

4.
What is the key to being successful when taking an open-book test?

The key is to prepare and be able to find information quickly.

5.
Describe three special strategies for taking math and science tests.

Allow any three of the following strategies: Use note cards; write notes; survey the test; answer the easiest questions first; relate to information from the general to the specific; write the problem in longhand; use critical thinking and creative problem solving; make an estimate; illustrate the problem; ask yourself questions; show your work; do a similar problem; be logical; check your work; and review.

Revisualization

Page 7-23

Have students use the ABCDE method of self-management to help them visualize success in test taking. Stress that this method can help them any time that they need to relax and dispel negative thoughts. Visualization can help them stay focused and calm during job performance reviews and other evaluation situations.
Case Study

Coping with Anxiety

Page 7-24

The purpose of this case study is to illustrate the importance of reducing fear of tests, evaluations, and performance reviews, and to reduce stress. Suggested answers follow.

In the Classroom

1.
Sharon should prepare for class, which means clarifying expectations with her instructors, forming study groups, and reviewing sample tests.  She should also create an organized study and work area.  She should file copies of the class syllabus, outlines, tests, and handouts, and review them often before a test.  After the first test, she should review the results and discuss how to improve her performance with her study team and instructor.  If there is a problem on the first test, she should get help early.

2.
Preparing early and reviewing often are positive habits that will help Sharon succeed.

In the Workplace

3.
Sharon should start preparing for her review from day one.  A portfolio will help her organize all her material.  She needs to keep a file of goals, deadlines, achievements, and letters and notes of support.  She may want to ask people who comment on her good work to write her a note that she can put in her file.

4.
Answers will vary but may include the following: Organizing a file and including her job descriptions, sample performance reviews, goals, letters of support, job progress, etc., will help her feel in control.  Sharon should also complete her own performance review.  She should set goals, plan action steps, and set dates for completion.  Each month she should review her progress and complete a sample performance review.  She should be able to demonstrate how she has met her goals and how she has contributed to the company.

WORKSHEETS

7.1:  Applying the ABCDE Method of Self-Management

Page 7-25

This gives the student the opportunity to apply the method to test anxiety and to visualize a positive outcome.

7.2:  Exam Schedule

Page 7-26

This worksheet will help students set up a test and final exam schedule for every class.  Knowing the types of exams and when they are scheduled will help students prepare.

7.3:  Preparing for Tests and Exams

Page 7-27 and 7-28

This worksheet is a framework for planning a study strategy as students prepare for tests.

7.4:  Performance Reviews

Page 7-29

This worksheet links school with work.  Most students have had at least part-time jobs and are often fearful of performance reviews.  This application helps outline competencies that are often expected and gives students a chance to think about how they would demonstrate these skills and competencies.

7.5:  Matrix for Test Taking

Page 7-30

This worksheet will serve as a useful checklist for students when preparing for tests.

Career Development Portfolio:  Assessing Your Skills and Competencies

Page 7-31

This portfolio assignment gives students the opportunity to think about how they would demonstrate key competencies for a performance review. 

ADDITIONAL ACTIVITIES

A note to the Instructor:  These activities are exclusive to this manual.  They are designed to meet the individual needs of your students.  If applicable, these activities can be assigned to pairs or groups of students.

Feedback
Ask students to get into the regular habit of assessing performance in classes and at work.  Have students go to their instructors to find out how they are doing in each class by asking for their current grades.  Once students come back with grades in all their classes, ask them if the grades are consistent with the grades they thought they were earning in the classes.  Stress that feedback can provide:

-
Early assessment of work completed.

-
Suggestions on attitude, team skills, and work habits.

-
Time to get help and turn a grade around.

-
Opportunities to do extra credit.

-
Motivation to get to know the instructor.

-
Opportunity to clarify expectations.

Students who work can talk with their supervisors and ask for feedback about performance.  Have students write in their journals how this feedback has helped them in their classes and/or at work.

Performance Reviews

Ask students to prepare a short presentation (about three minutes) on any topic of interest, but first they must submit their topic for your approval.  After each student presents his or her topic to the class, have the other students offer their reviews.  This activity will allow students to receive feedback from their peers, become aware of their strong and weak performance skills, and help them practice their presentation skills.

ADDITIONAL RESOURCES

Meyers, Judith N. The Secrets of Taking Any Test: Learn the Techniques Successful Test-Takers Know. New York: LearningExpress, LLC, 2000.

Robinson, Adam. What Smart Students Know: Maximum Grades, Optimum Learning, Minimum Time. New York: Crown Publishing Group, 1993.

Semones, James K. Effective Study Skills: A Step-by-Step System for Achieving Success. New York: Harcourt Brace College Publishers, 1991.
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