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Drumsheugh House

38b Drumsheugh Gardens
Edinburgh

EH3 7SW

Dear Student,

Welcome to the Chartered Institute of Bankers in Scotf{@h@BS)and, in
particular, to the world oflistancdearning.

This Guide has been designed to assist you as you progress through your course of
study and | would recommend that you keep it handy throughout your studies and use
it in conjunction with youcourse informatiomndCIOBStextbools.

The Guide has been designed to explain not only the main featutistaote
learning, but also to look closely at the art of studyimgthis connection, the Guide
suggests ways of improving your existing knowledge and enhaneungsyudy
techniques by:

Looking at ways of improving concentration levels
Examining what learning actually is

Considering more efficient usage of your time
Helping you find shortcuts to study

Exploring more efficient ways to take notes
Recommending metlods of reading effectively

| enta enci et B e S ent i ]

Of course, @m not suggesting that all of the methods mentioned will suit you. Indeed,
you may decide to continue with your own methbdashowever, even one of the
suggestions work, then this Guide will have been very woithivh

| very much hope that you enjoy your period of study and that you achieve your
educational goals and, although | cannot guarantee you success, | can assure you that
CIOBS staff will give you all the support you need to succeed.

| hope that you wilfind the Guide useful, but if you have any further questions or
require assistance, please telephone one of the undernoted numbers:

1 For administrative enquiries 0131 473 7777
9 For study / subjectrelated enquiries 0845 270 8833

Kindest Regards.
Colin Morrison
Colin A Morrison

Deputy Chief Executive & Director of Education
The Chartered Institute of Bankers in Scotland
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1 DISTANCE LEARNING T THE BASICS

As the name suggests, distance learning is essentiallytawsgift course with the
focus of sudy being the high quality distance learntagtbools produced by the
CIOBS.

Although a wide range of tutorial support mechanisms is available to assist students,
the onus for regular and effective studying is essentially down to the individual. We
reaise however, that new CIOBS students may have had diverse educational
backgrounds, e.g. many students have only recently completed a degree qualification
at a university, whilst for others, it may have been fifteen or twenty years (or more!!)
since they lat studied for an examination.

For this reason, the first part of this Guide will concentrate on a few of the basic
elements of studying even if you are a seasoned campaigner, you just might find
this section useful!

1.1 CHOOSING THE RIGHT PLACE TO STUDY

The environment in which you study can, to a certain extent,
determine the quality and quantity of work you are able to
produce. While it is possible to study in many different places,
such as in a park, on a train or in a library, it is usefgetaip a
regular study environment in which you can settle into work
quickly and find things easily.

Such a setting should also facilitate the deeper concentration
required for successfully completing certain study tasks, e.g.
revising for an exam. Beferdeciding when to study and what to
study, you should therefore consider your choicetudre to study.

You may find it helpful to establish a regular place of study which is conducive to
your style of learning. Ideally, you should be able to work withoterruption in a

place where there is room for all your study materials and easy access to other notes
and files. It may not be easy to arrange an ideal study location at all times but you
must try, if your studying is going to be successful.

For maty of us, our own bedroom or study room is the best locétibrs has a
number of advantages:

U Easy access for study materials

U Comfort, heat and light

U  Availability, allowing routine, regular use

U Use of music (not too loud!!), may be an aid to concentratio
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Home study does however have some disadvantages:

TV (the temptations dBig Brotheror Eastendersay be too much!)

Books, newspapers and magazines are lying around just waiting to be read
Traffic noise

Family distractions

Unexpected visitors may appea

= =4 =4 =4 =4 =9

Telephone calls

There are potentially numerous other distractions when working at home, but the
convenience factor usually rules out any other location, however you may wish to
consider studying in a local library or at work.

Libraries

These are gamally quiet places to work, providing an atmosphere conducive to
study. If your library has private study rooms, you may consider booking one, in
which you can work alone or with others. Alternatively, if possible use a study
cubicle which provides you Wi some privacy.

Using the library has its advantages:

Access to specialist information

i
U Good design for study

U No interruption from family or friends
i

Atmosphere conducive to study

Disadvantages associated with using a library are:

The probability of estricted opening hours
Movement of other students and library users
Library materials waiting to be read

Chatter

= =/ =2 =4 =

Transport difficulties
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Workplace

Some employers have Open Learning Access Centres that are available to all
employees undertaking aurse of study. The Centres usually provide booths for
study and may also have a small reference library, audiovisual equipment and
personal computers. You should contactHifre/ personnel department of your
employers to establish whether or not suchcdifia exists and whether or not it is
easily accessible.

Alternatively, if there is an empty office or room at your place of work, you may,
with permission, be able to use these facilities.

The advantages of using the workplace to study are:

U It providesaccess to specialist information e.g. manuals

i Colleagues may ben hand with specialist knowledge

U Other banking students may be on hand for encouragement

Studying at your workplace can however have certain disadvantages:

f It may not to be conducive tously

1 Itis subject to interruptions from fellow staff / customers

1 Your time is often required for other tasks

1 Colleaguesnay have oubf-date knowledge or may follow alternate procedures
to those being learned

Al t hough you have nowsttohypi@drviedoymemt 60iidte all
note that it may not always be possible to create the perfect conditions. You will

need, therefore, to be patient and flexible at times. Attempt to study even when it is in

less than favourable circumstances.

Nevetheless, pay attention to what works for you and repeat it each time you study.

If you spend a lot of time in a particular environment, it is clearly worthwhile making
it as pleasant and comfortable as possible.
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Wherever you decide to study, ydwsild try and ensure that the study venue has the
following attributes:

U A study table and comfortabfarddchair, so avoiding the temptation to fall
asleep

Good lighting to avoid eye strain

Good ventilation

An ambient temperatuiienot too warm or to@ool

Removal of all possible distractions

c: c: c: c: c:

Room to spread out your books and notes

You may also find that you require more than one study place for convenience,
depending on the timing of your studies.

A final note of caution is that people often domealise how much you have to
concentrate to study effectively. Make friends and family aware that there are certain
times you do not want to be disturbed. If you are not left alone to study, it can make
life and studying much more difficult.

1.2 WHEN TO STUDY

It is important to consider not only where you study, but
when. To get the most out of your study time, think about
whether you are working at the right time for you.

ItGs very likely that you will be constrained by your work
commitments thatmay be a typical 9am5pm slot, or
increasingly, you may be required to work different shift patterns. Whatever your
personal situation,@ important to try and find the best study time for you. For
example, do you prefer to study in the early evenimdpoyou prefer late evening

(when the children are in bed), or are you a morning person, best able to concentrate

before lunch? I f you work at the oO0right®©

be more productive than if you force yourself to watlan inappropriate time.
However, if you feel like working at other times, then do so; you will not always be

t

able to work at the O6rightoé time i f somet hi

Take a few moments to reflect upon when you study best and why this isehe cas
Consider the possibility of studying at other times and the factors that would facilitate
this.
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The key is to practice different strategies until you find one that you feel comfortable
with. Experiment by working in different places at differentdash you may be

surprised at how flexible you can be in your approach to studying and learning. Using
different approaches to study will add variety into your routine, may facilitate the
development of more effective and efficient study practices, andkbefpyou

motivated when you are at low ebb.

1.3 MANAGING YOUR TIME / STUDY TIMEPLAN

Planning for effective studying is as important as the study itself. Considerable time
can be wasted by the unprepared student, mainly due to a lackdisséifine, and

an inability to distinguish the important from the unimportant, the urgent from the
norturgent. If you do not plan your studies you could spend a lot of time dithering
about, starting one thing and then another, but not actually achieving very much

Good time management is crucial to successful stutis is especially true in

respect of the distance learning course student. There are two aspects to managing
your time, the first is identifying enough time to undertake study and the second is
using the identified time to best advantage.

Organising your study time, however, can be quite challenging when you have a
number of other important commitments, such as employment, family, friends and a
social life. If you approach your work, social and aradt responsibilities in a

planned and structured way, you should be able to fulfil your important commitments.
Before embarking upon any form of study, it is strongly recommended that you set
yourself some form of timetable and, once accepted, that pburigfidly to it. This

will take time to begin with, but will reward you in the longer term.

You will certainly benefit from drawing up a weekly study schedule, (an example of a
Study Timeplan is shown at Appendix as not onl y wablel this higt
study timed, but it will also help you to ma

Why not tear out the template (Appen@j)x make some copies and create your own
per sonal g u i -yestep gdideroe pw to plan yaurdime using the Study
Timeplan.

1. Work out how much time you have available for study

It is important to decide how many hours you would have available to spend
studying each week. To do this, make a list of your activities and identify any
times that cannot be used for study e.g.kivay hours, nights out, sport and
leisure time etc.

Once you have established these-stutdy activities, record them in the Timeplan
(you may well want to do this on a weekly bagishis will clearly indicate the
0f teened potentistady.l y avail able for
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It really is a matter of trying to juggle study time to fit into your life. You may,
however, have to make the difficult decision of giving up other activities for a
short period, until you have successfully completed your examinations.

. Work out how much time it will take to study each subject

The number ohotionalhours required to complete a course of study is very
difficult to pinpointii t may depend on many factors, e.
knowledge level, their current job role and th@evious work experience etc.

As arough guidehowever, studentshould anticipate the following study
requirementper textbook.

1 Certificatein Financial Services subjects 4071 50 hours
1 Chartered Banker subjects 707 80 hours

Dependent upon youwn expertise / experience and haveagefullyexamined
the syllabus, you shoukektimae the total number of hourgequired to complete
the subject and theredide how many hours to devote to studying esgdtific
topic.

You should als@stablisithe number of hoursequiredto be set aside for revision
purposes$ this may be anything up to or even beyond 30 hours for each
Chartered Banker subject.

Finally, Chartered Bankestudents should remember that time will requirbeo

set aside in respect agsignmentompleton.Once again, iitdés difficlt
the exact timings required folfil this important aspect of study, but students

should be prepared to allocate a further 30 notional hours in this respect.

. Set Yourself a Target- Decide on & Examination Date

Now that you have established the amount of time required to study each subject,
it is particularly important at this stage to decide when you wish to sit the final
subject examination.

Thereafter, a simple calculation of the numberairs required for each subject
divided by the number of weeks until the examination, @gtablisithe number

of hours required each week. (You should also take into account any important
dates or events that cannot be used for studying such as birtvedgsngs,
holidays etcand build in some nestudy days to allow rest periods.)

The Study Timeplan can be-imodw stud ffiwlileyntc o m
blocks of time to meet your requirements
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4. Display your Timeplan
When you have completeélde Timeplan, put it somewhere prominent, e.g. above
your bed or on the back of your study door. You may also find a large wall
forward planner chart usefulthese are available from most quality stationers at a
reasonable cost.

5. Stick to your Timeplan!

Finally, the most important and most difficult bithe Timeplan is only a tool to
assist you, it is now up to you to have fla#-discipline to follow it through!
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2 USING THE TEXTBOOKS

| 'p

[

Thetextbooksthat youare provided with at the start of each

course are the most important items that you will possess during —
your studies. They represent the source on which you will be !

examined. Assuming you have a thorough knowledge of the

content of each workbook then yaiil be able to pass the

examinationWith the possible exception of Chartered Barbased subjectshé
examinerswill not ask questions which cannotfoly answered from the workbook.

C——

Each workbook is divided up logically and follows closely théadyls provided by
the CIOBS. It is important to try to understand what the authors want you to achieve
T that information is provided by referring to various features of the books including:

The Contents Page

U  You will find that the main topic areas asearly indicated, as are the stdpics
that make up the constituent parts of the main topic

The Objectives

1 The Objectives reflect the outcomes you must achieve to successfully meet the
requirements of the course and pass the examination

1 Do not lose ght of these objectives when you are learning the material and
preparing for the examination

Headings
U The authors may use a variety of headings throughout the text, e.g.

- Very Large Bold lItalic Print is used to highlight a main topic
- Very Large BoldPrint is used for subopics

- Large ltalics are used for subjects within a-soic.

U Before studying each chapter closely, quickly check to see

1. What the main topic is
2. What the sukiopics are
3. What makes up each sidpic.
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Notes

Each page of the worklok provides a margin for netaaking

This is your opportunity to write on thextbooksi try to get into the habit of
doing so

1 You can use this to note key words or write your own explanation for topics
being discussed

Quick Questions

U There are quk questions that give you time to consider a topic before you read
about it this is a good way of ensuring that you question your understanding of
a topic, helping you to remember it for future use

U  Other quick questions will seek to ensure that infolonagou have recently read
about has been successfully absorbed

Question Times

1 Throughout theextbooks the authors have placadditionalquestions for self
assessment to test your understanding of the material that you have read

1 Specimen answers goeovided for each allowing you to check your solution.
these are all too often ignored by students

1 You should attempt them all, and use them to revise before an examinat®n
not unknown for the question to form the basis of part or all of aniaation
guestion, being sometimes simplywerded

Chapter Review

U This is a crucial area within the textbook, giving students an opportunity to recap
the learning points from the previous chapter

U Itis imperative that you are happy with the precedimgtents before moving on

Key Words

1 At the end of each chapter there are key word boxes proviged should use
these to note particular words or phrases that you want to commit to memory

1 Often, when the author wants to ensure that a major ideaiorgqminted out,
he highlights it by using block capitals, italics or bold tymhaded backgrounds
are also used as a highlight

1 These features are not just for shiowpics highlighted in these ways often form
the basis of examination questions
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Mul tiple Choice Questions

U Atthe end of each chapter il €ertificatein Financial Services and some
Chartered Banker subject textbopitsere are multiple choice questions to
further test your comprehension of the subject material

Glossary

1 The gbssary at the end of the textbagitould be used together with your studies

1 It provides new terminology, mostly technical, followed by a short and precise
description

1 Any of the words provided could form part of an examination question
Topicality
0 Although every effort is made to keep yoextbooksup-to-date, the financial

services industry is by nature a constantly developing industry

U Itisyour responsibility to ensure that you are aware of current procedures and
legislation

U You should refer to &cles in the Scottish Banker, to quality newspapers and to
television reports for updates

U Chartered Banker students shontitethat examinaon questions will be based
not only on thecontent of thesubjecttextbooks but may also be drawn from
ScottishBankerarticlesandany subject updating notes which appear in the
Member®section of the CIOBS website.
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3 EFFECTIVE READING fﬂ

~

Before considering the various methods of reading, you should
remember to allow for reading time in yawrerall Timeplan.
Once your timetable is set, the time must be used efficiently. ¥ £

The first thing to establish is your objective for reading, e.g.

What do you want to achieve from the reading session?
Do you want only an overview of the topic?
Do you want a basic understanding?

c: c: c: c:

Do you want a full understanding?

At the end of each session note how effective you have been in achieving your
objectives.

3.1 READING THE TEXTBOOKS

You have already seen how the format of each workbook is designed. Aigood
prior to reading fully, is to skim through the objectives to get an idea of what you
need to achieve.

Next, look at the contents page. You should now be clear about what the main subject
matter of the course is.

Quickly survey each chapter that yiotend to read, looking at paragraph headings

and try to see how each relates to the main topic or idea or ewopstidl_ ook out

for and make a note of, using highlighters or asterisks, any key sentences. Underline
or highlight any key words or phrases

Ask yourself the following questions on the topics:

Do you understand how each topic relates to the overall topic?

1

1 Are patterns emerging yet?

1 Does any of the information relate to your existing knowledge?
1

Can you apply it to your working experience?

At all times be critical of the text in thextbooks useopenended questiong,g.
Who, What, Why, When, Where, Which and How.
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Dond be reluctant to write in thiextbooksas you read they are youtextbooksand

the authors encourage this andvpde plenty of space to allow you to do so. Pay
particular attention to any diagrams or flow charts as these often make sense of the
most difficult passages.

For manyof us, reading to understand a text is a slow and laborious task. When
studying, you & trying to understand the ideas within the text, to relate them to
existing knowledge and to remember that information. Some of you will do this by
reading aloud this can be very time consuming and is only effective if you are
concentrating fully on thevords and understanding their meaning.

Converting the words into meaning is the most important aspect of study reading. To
do this you must be able to:

U Identify key points and ideas in the text
U Understand how the subject is organised
U Understand the \aabulary being used

The next chapter will help you to overcome the first two items.

Understanding vocabulary can sometimes be a problem. You should keep a dictionary
handy at all times and a copy of a thesaurus will be invaluable, giving a list of
altemative words to those being used.

As many areas of the financial services industry involve specialist subjects, there will
often be words or phrases used that will not appear in a standard dictionary or
thesaurus, or will not give the meaning you requiirg.reading on past these words

as the explanation often becomes clearer as you read into theatethatively try
searching on the internet, ask a colleague or fellow student. Try not to dwell too

long on a problerii move to the next topic meamté and come back to it.

Concentration is essential for effective study. This can only exist if the study
conditions are correct and you are motivated to learn. Remind yourself of the study
conditions discussed in an earlier chapter. By adopting objeftiveach reading
session and rewarding yourself for successful completion, you should overcome any
motivational difficulties.
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3.2 READING TECHNIQUES

There are a number of basic techniques that can be employed depending upon the
purpose for readg. When you read, you are already using these different techniques
althoughyou may not be aware that you are doing so. This is because after many
years of reading different types of material you take these techniques for granted, not
thinking about themvhen you use them.

It is important, however, to be aware of the different reading techniques in order that
you are able to use them more effectively and appropriately.

Employing the following techniques will also ensure that you are readingely

rather than just passively. A passive reader will look at and recognise words on a page
but will not engage with the materiabctivereading involves employing different

reading techniques in order to glean the most relevant information and digesting this
in a way that you will be able to understand it and recall it at a later date.

There are a number of reading techniques, although at any time you may be using any
one of theni the main ones are as follows:

Scanning

1 This technique involves moving youyes quickly over a text to find something,
or to see whether it contains anything you want to read

1 When using this technique, for example looking for a number in a telephone
directory, you may be looking for a topic or phrase or searching more generally
for words that are relevant to your task

1 Scanning, in contrast to skimming (see below), is useful when you are interested
in finding out not so much the general drift, but rather whether or not the chapter
or article addresses your particular area of conic¢ghetextbooksare welt
designed to help with this reading appraach

Skimming

0  Skimming involves looking quickly through the whole book, passage or text to
get a general sense of what it is aldioybu read as little as you can, while still
picking upsome idea of what is being discussed

U Refer to the subheadings and a couple of sentences from each paragraph (the first
and last sentence)

U The main aim of this reading technique is to ascertain the main ideas

U If you are skimming you should skip over amgterial which develops, further
explains, qualifies or illustrates, or provides evidence for the main idea

U0  Skimming is a method to help you find relevant material quitktys not a
substitute for detailed reading and analysis of that material
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U Regubr skimming of texts can help you learn to read more quickly and prioritise
T it can also help your understanding of text materials, quickly and effectively

Rapid Reading
1 This technique is somewhat similar to skim reading in that you progress quickly

through a text by not reading every word, sentence or paragraph

1 Unlike skim reading, however, with rapid reading you make fast progress
because you are already familiar with the matérighat you are doing is half
reading and half filling the gaps from mery

1 Rapid reading is useful, therefore, forreading already familiar material and for
revision

Critical Reading

U Critical reading involves gaining a complete understanding of what has been
written’ it also involvesasking questions of it, for inaeed understanding and
then applying the information

U Reading critically can take time and require a high level of concentration

U Thetextbookshelp you to succeed with this approach by providing quick
guestions and question times to test your undetstgin make sure that you use
them

Extensive Reading

Extensive reading is a more thorough method of reading than skim reading

When using this technique, you read everything but you do not necessarily pause
to reflecti this enables you to read a lam@ount of text in a single session

1 This is useful for reading many sources, reading background information or when
reading for pleasure, such as a novel
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3.3 THE SQ3R STRATEGY

In order to study efficiently, you will need to learn to vary ymading style to suit

both the material and your reason for reading that material. You will also need to
develop the ability to quickly switch from one method of reading to another. This will
enable you to search for specific items by scanning, to aasessage quickly by
skimming, and then to read it closely to understand it.

The following active reading strategy, devised by Derek Rowntree, combines the use
of these techniques and is commonly referred to as the SQ3R method. This stands for
Survey, Qestion, Read, Recall, and Review. This strategy is particularly useful when
you need to study a topic in depth in order to master it and when revising and making
revision notes.

urvey the texti thisinvolves scanning the text, deciding upon a topid, a

trying to get a feel of the patterns and links in the ideas being presented. This

will involve looking at the titles, contents, objectives, paragraph headings and
subheading, diagrams, charts etc. Summary paragraphs will provide you with a clear
indication of what tle authors expect you to achieve

uestion the idead ask yourself questions about the text, about the ideas in
practice, and about what the examiner might ask

ead thoroughlyi the styles of reading have already been covered. Make sur
that you are not reading just words but reading the meaning of the text.

ecite the ideas to memory this involves reading aloud, making notes,
summarising main points, or asking a friend to test your understanding. If you
can prove to yourself thgou have understood the main points then you are
well on your way to success.

00 O

eview to check your understanding this should be a regular part of your
study, checking your understanding and your ability to reproduce the
information.

AJ

Finally, if as a esult of reading, you are suffering from headaches or eye strain, then
look at the lighting in your study room or consult your doctor or optician.GDon
suffer in silence.
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3.4 SPEED OF READING

Using these reading techniques will, with practicel#e you to improve your

reading speed. As you may be required to read a substantial amount of material for
your course, increasing the speed of your reading will help you to tackle these
demands

We all read at different rates and each type of readihglsd determine the speed at
which you proceed through the material. An exciting novel, for example, is a quicker
read than a text in Financial Econonhics

Reading materials also vary in how well +they
are more difftult to read than others. Understanding is the most important aspect of

reading, but you will invariably find it helpful if you can also improve the speed of

your reading.

Spend a few minutes to reflect upon your reading speed. Try the following exercise
gauge your rate of reading:

Find something substantial to read i.e. not a magazine

Set yourself 10 minutes to read this material

Read at a speed where you can understand what you read

Once the ten minutes are up, count how many words you have read

a b~ 0w DN E

Divide this number by ten to find out how many words you read, on average, in
one minute

Repeat this exercise using different texts

If you read fewer than 20050 words per minute, even on clear and interesting
material, it may be worth trying to increayour speed.

3.5 IMPROVING YOUR READING SPEED

Learning to read more quickly, however, is not a solution to the problem of large
amounts of reading. Aiming to read effectively, rather than more quickly is a better
approach. Indeed, it is unrealistacexpect that reading can always be fast. The main
thing is to move fast when you can and read intensively when you need to.

Remember, your goal is quicker understanding, not just quicker reading.

Nevertheless, you may leereventirgyou frosnireading 6 bad o ha
efficiently and at a reasonable speed.
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There is often a tendency to read different types of material at the same rate. When

the materi al is 6easyd and is simply express
quickly. Wheni i s | ess familiar, and using difficu
slows down. It is important to realise that you can vary your reading speed to cope

with the difference in material.

|l

Subvocalisation & tendency to read aloud) can often lead toirepdt a slow

ratei you will only ever be able to read as quickly as you talk if you mouth the
words as you read. Our brains can actually handle words much faster than we can
speak theni try to read without saying the words

Do not use your fingers tolfow the words or move your head as you read, as
these actionwill slow you dowri this technique is however very useful when
proof-reading or reading intensively

Practice reading clusters of words rather than every single word. In most phrases
or sentaces, only one or two words are fundamehtidle others need not be
6readdé to gather the meaning of the phrase

When you already know a fair amount about a subject, consider spending a few

minutes listing key points or words you already know before statti read fast

ithis helps your speed reading to O6top upbo
you to skim faster through things you already know

Eliminate outside distractions and ensure that you are comfortable
environmental factors can affect your centration and your reading speed
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4 NOTE-TAKING

Whilst studying for your professional qualification, you may well create
copious amounts of notes, whether from the textbook®m a lecturer at
aCIOBS Academyevision courseThese notes are a valuable resource
for your learning and they will build up quickly during your studies.

They can help you to record and map what you are learning and then to .
recall and understand it later. You may well depend upon your notes for A
your revision, as well as for any coursework assignments. It is important,

therefore, to develop efficient and effective skills for creating notes.

4.1 NOTE-TAKING VERSUS NOTE -MAKING

The difference betweemte-taking andnote-making is substantial and ctlimean

the difference between a pass and a merit pass or indeed a pass and a fail. Generally
speaking, not¢aking involves writing down most of what you hear or read without
actually processing the information. Notes are usually copied from the osgunale

and rewritten in a similar format. Notes that are taken are often unselective, trying to
cover most or all of the information without highlighting the main points or issues.
Notetaking is consequently a passive approach to study and learthirsgstarkly

contrasts with the more active approach known asmeadang.

Note-Making

Taking notes can be useful for study but to make notes is to take a more active
approach to creating a written record. Notaking is a more intellectual task than
notetaking as it involves selecting, analysing and summarising what you hear or
read. It also involves being able to strike a balance between listening / reading
actively and making a record of it. Nateaking is therefore an active approach to
study as it:

Forces you to think, because you have to make decisions about what to write
Helps you to pay attention to what you are reading, or listening to

Assists your understanding of new material if the notes are organised in your
own way and in your own words

Helps you to concentrate

Helps you to remember more information

Makes it easier to distinguish between important issues and detail
Provides a permanent record

=A =2 =4 = =

Facilitates learning; lectures or books can become clearer later upon reflection
and reviewingpf your notes
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4.2 NOTE-MAKING TECHNIQUES

Anyone can make notes, but it is difficult to make good, concise, brief, accurate notes
that may both reflect and comment on the nature of the information you are referring
to and which you can use and underdtana later date. There are, however, a

number of techniques that you can use for making effective notes.

Sequential / Linear NoteMaking

This traditional approach typically involves making notes in the form of lists or
phrases. Notes of this type dae made for different purposes and can include more

or less detail, as required, or to highlight points. The main features of good sequential
notes are:

[t et S N o et

i
i

Key words and phrases

Headings

Subheadings

Conciseness

Underlined or highlighted key points

Margins or written on every other line to allow space for comments or future
additional notes

Inclusion of diagrams, flow charts and colours (if appropriate)
Suitable layout

H e r an@wsample of sequential nateking from the Introduction to Financial
Sevwices textbook.

Defining Money - The Theory

1. Exchange Function
Primaryfunction
Frees trade from barter constraints
2. Asset Function
Peoplemust be prepared to accept / hold it
Must hold its value
Must be held without cost

Must be readily available @medium & exchange
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As you can seehe notes are clear and egatching and notice the amount of white
space on the pagethis allows the eye to see a pattern that the brain then finds easier
to store in its longerm memory. The use of key ideas or words isiatuo

sequential notenaking. It is therefore important that you choose these carefully at the
outset before compiling your notes.

The artists among you may find that your patterns are helped by cartoons and
drawings to illustrate your ide&spicturesare more easily memorised than words.

Pattern Note-Making / Mind -mapping

This technique is a more visual method of ro@king than a linear approach. This
approach uses arrows and circles to connect key weltdsises and should lead to

the creation ba spreading pattern in all directions, rather than just words which start
at the top of the page and work down.

In 1979, Tony Buzan advocated that we need to make more use -ohakiteg forms
that use the right side of our brain. The left side of taabwrorks in a linear way; it
deals with lists and sequences. On the other hand, the right side builds and stores
images and patterns.

Buzan introduced the concept of mindhpping which involves making notes with
patterns and by using images. Buzan bekethat these images and patterns can be
important aspects of our learning processes and provide effective routes to
understanding.

The main features of pattern nateaking / mindmapping include:

Starting with a central headiigoncept in the centraf the page

Noting key words, ideas arar concepts which surround the central idea /
concept

Heading and subheadings highlighted with boxes / circles
Underlined or highlighted key points

Conciseness

Use of symbols, images and colour as necessary

= =4 =4 =4 =

Arrows / |l ines (O6branchesd6) to |ink key wo
developments / procegghe branches should radiate from the central topic /
ideg with arrows becoming 6thinnerd as they

1 Semistructured layout using@age sideways (landscape), and the notes are
restricted to this page
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Pattern notes / minthapping can take many forms, but may look something like this,
again from the Introduction to Financial Services textbook

Pattern Notes / Mindmapping

b‘b
Introduction to Financial Services \"@b@@
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| f you hav emagphgbdore,iwbydot set aside a few minutes to practice
with an idea / topic which is not related to your studies, e.g. a memorable holiday or a
special interest?

Choose something which you know a lot about, are very interested in, and would
have no difficultyin recalling a lot of information about. Once you have done this,
keep developing and practising your mimépping techniques until you can use this
form of notemaking for your studies.
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Using Shorthand or Abbreviations to Aid Note-Making

If you arelucky, you may be trained in both writing and reading official shorthand
language$ the majority of us are not quite so fortunate! This does not stop you
developing your own shorthand language for fraking.

The most important thing is to be able ¢ad them again later and make sense of
them. It is easy to forget what you meant when you first used the abbreviation.

Abbreviating may be particularly useful when making notes from speech, such as at a

revisioncourse where time is of the essence. Thi#dwing common symbols and
abbreviations will help you start to devise your own system for abbreviatieen
keep a homemade dictionary of abbreviations for reference

Abbreviation Meaning

b4
c.

cf.
ch.
do.
e.g.
et al.

fig.

i.e.

I/h

n.b.

no. /#
ord. sh.
p. / pp.
pref. sh
ref.
s/d
S/E
StS
viz.

before

(circa) about: usually with a date, to shdwttit is only approximate
e.g. ¢.1967

(confer) compare

chapter

(ditto) the same

(exemplii gratia)i for example
(et alii, aliae, or alia) and otheirdo save writing out a whole list of
names

figure (diagram)

(id est) that is

leasehold

(nota benehote well

number

ordinary shares

page / pages

preference shares

reference

supply and demand

Stock Exchange

Standard Security

(videlicet) namely, that is to say

Using Diagrams

The use of diagrams will not only make your notes much easier to read and more

presentable but will also help you to memorise the subject material.
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Using Mnemonics and Groupings

From early schooldays mostus developed the use of mnemonics as a memory aid.
Remember learning the key scales in mukic@ B D F. Teachers told us to
remember instead, Every Good Boy Deserves Football (or Favour). Even tone deaf
and musically illiterate students remember thiemonic many years later.

At work you use mnemonics daily, not always by association with phrases, but by
abbreviation. These words or abbreviations are easier to remember than their full
meaning e.g.:

PIN Personal Identification Number
BACS Bankes Automated Clearing System
ATM Automated Telling Machine

During your studies you should be able to develop a number of mnemonics to help
you remember facts about the topic. A good example from Sales and Service is a
mnemonic to remember the prin@pf giving information to customersKISS or

K Keep

I It

S Short and

S Simple

Alternatively you may wish to group ideas as a way of remembering them more

efficiently. Marketingand Selling Financial Servicgsovides an excellent example
of grauping wheregpr oduct 6 s mar keting #dRsr i s often de

Product
Price
Promotion

T U U T

Place

Highlighting, Annotating and Underlining

Underlining involves drawing lines under the print with a pen, or (coloured) pencil.
Highlighting involves covering the print by using ligtwloured felt markers or
highlighting pens. Annotating involves making brief notes in the margins of the page
in order to explain or comment upon the material. Thesemateng techniques can
allow you to pickup the meaning of the text when you come back to it at a later date.

Underlining, highlighting and annotations are a valuable way of focusing your

attention on the text and making you pick out and think about the main ideas. They

also force you to leave trace on the page of the sense you have made of the text.
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Use these methods as long as this is not where younrakieg ends otherwise you

may end up with most of the page coloured in fluorescent yellow or pink and covered
in a scrawl of notes! If yotend to cover most of the text with highlighter, it may be

wise not to have a pen in your hand for the first reading. If you decide to highlight the
reading material, consider making notes in a separate notebook or index cards rather
than on the text itsklThis is because a textbook is a cumbersome place in which to
store notes. Given that you will be using more than one source for any assignments, it
would be difficult and impractical to carry around your all notes.

Avoid trying to write first drafts oassignments from highlighted or underlined notes.
It is usually necessary to take written notes as wglst highlighting parts of a
photocopy from an article or book is not enough. By summarising the relevant parts
of what you have read you will begio understand and remember the material.

Summarising

Bringing together notes you have already made to make a new, condensed version
can be useful. This is called summarising. Summarising the material in your own
words will actually save you time, sinceag you put the information in your own
words you woi need to waste time working out the meaning of a passage you have
highlighted, every time you seead it.

Putting the notes into your own words also means that you are not likely to commit
plagiarism(l usi ng ot hersé work and representing it

Storing your Notes

Having spent a considerable amount of time making notes from various sources, it is

worth spending a little more time developing your own system of organising them.
Thiswillsavepyu ti me in the |l ong run as you wonot
notes you made some months ago. Consider some of the following tips for storing

and organising your notes:

0 Keep all notes on the same subject or top@ui§ion coursaotes, photocopte
articles etc.) together

U Use colour coded files, one for each subject and use dividers / tabs to divide into
sections

U Number the pages and create an index or contents page in your storage file

U Above all, keep the storage system sinipikit takes a bng time to negotiate
your system, it is probably too complicated

U If you are using a computer to record your notes (or do your assignments!),
remember to always baakp your worki keep a copy oan external hard drive,
amemory stickor a recordable CD

Page R9



More Tips for Making Effective Notes

1

Developing your note making techniques will mean that yod@dwed to waste
time rewriting them

Always review your notes fill in gaps, sort out misunderstandings, and make
summaries of topics to enhance youderstanding of the material

Making notes means that you do not have to write fully articulated senténces
they must however be in your own words and clear enough for you to be able to
read them when you come back to them

Do not simply copy out aiextbaksi put the notes into your own words. To be
able to do this, you will have to ensure full understanding of the topic. This
understanding makes for effective learning.

Although you can transcribe direct quotations from the text, you should keep
these faly rarei only where you feel a quotation is particularly apt, or where it
expresses an idea so clearly that you could not put it better yourself, even in note
form, should you quote verbatim

Use lots of spack this will allow you to add points latend will make it quicker
and easier to reead your notes

Whichever format you use for neteaking, it should allow you to:

c: c: c: c:

Review the notes easily

Reread them easily on a regular basis
Provide an opportunity to expand upon them
Allow ease of filingand recording
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5 ADDITIONAL INFORMATION SOURCES
The Scottish Banker

The Scottish Banker is publishedery two monthand is essential
reading.

This is the ClI OBS6s publication and cont ai

updatedrom experts, on topics that may relate to your studies. You will also find
details of forthcoming Revision Courses and other pertinent student information. It is
common knowledge that many students@enen take the magazine out of the
polythene wrappe please do not fall into that trap!

Newspapers and Periodicals

The weekeneditions of the Scotsman and Heral/é excellent business sections.

In addition the business sections in The Sunday Times, Independent on Sunday and
The Observer also makead reading. These will often provide weekly reviews of

the economy, changes in legislation and changes in banking practice. The Financial
Times and Financial Adviser are additional good sources of financial and economic
information.

After a short whilereading these features will become easier, and as you understand
more, they will also become more interesting.

Television and Radio

Any number of news and current affairs programmes appear on television e.g.
Newsnight, Money Programme, Sky Business Netes these provide up to the
minute analysis of subjects that influence your studies and the use of pictures help
bring to life some of the features. You may find the language difficult, but sticking
with it will soon result in a greater understanding.

Radio 4 and Radio Scotland also providel@pth analysis which may prove helpful.

The Internet

The World Wide Web has, for a number of years now, been a fantastic and ever
growing source of information for students. Irrespective of what subject you are
studying, you can be assured that there is a wealth of untapped information just ready

to be downloaded.

Use one of the margearchengines e.g.Google, AltaVista or Askcom to enhance
or update your knowledge.

Chartered Bankeltsdents are encouragamluseadditional, alternative sources of
information whentackling their assignment®utmust quote the sourcef doing so
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6 LEARNING EFFECTIVELY

How Will I Know If | Have Been Learning Effectively?

Learning effectively brings considerable rewsatd the diligent student,

but how can you be sure that you are learning effectively?

How Did You Feel At The End Of Each Learning Session?

= =4 =4 =4 =

Did you feel that you would like to continue on to the next session?
Were you able to concentrate fully during tession?

Were you encouraged by what you learned?

Did you manage to stick to your time allocation?

Are you on schedule with your overall timetable?

If the answers are yes, then you are very likely to be studying effectively and well on
your way to sacessfully completing your course.

What If, At The End Of Your Session, The Opposite Applies?

i

Did you feel tired, confused, discouraged, uncertairmdavated?

How Can You Avoid This Continuing?

1

= =4 =4 =4 =

Be patient asitGs easy to lose heart and feel likeigg ini perseveance will
pay off in due course

Takea brealor get some fresh airon your returnremind yourself of what your
study objectives were for the session

Scribble down some notésask yourself what you already know about the
subject andvhat you still need to know

Breathe deeply to help regain your concentration and composure and try to shut
out all possible distractions

Rethink your original strategy, perhaps setting yourself less stringent objectives
Re-pace your study session

Allow yourself enough time to question what you are reading

Practice what you have learned and revieiwgmemberhe SQ3Rtechnique

Remember that if you ddninitially understand the pointd, o rd@eil upon it for
too longi try reading further into thiext, it may become clearer as you continue

Finally, if you are absolutely stuck, ask a colleague or friend or make contact
with your subject tutor, your Personal Mentor or 8tedent Suppottelpline

Page B2



7 ASSIGNMENTS
(For Chartered Banker-based Subjects Only)

Students who are undertaking aGiiartered Bankebased subjects
will knowthat assignments are amegralelement of the distance
learning course.

P
This formative assessment element of the course consists of one
homework assignment per worldlg giving a total otwo

assignments peingle creditsubject andneassignment pdralf

credit subject

The assignments(s) for each subject are avai
CIOBS websité where a student is unable to access thegriet, a hard copy may be

requested by emailing the CIOBSinfo@ciobs.org.ukor by telephoning 0131 473

7777,

The assignments have been especially structofehon a Case Study basis, which
allows studentsat only to display their comprehension of the key points / principles
of the study material, but also their problsolving and decisiomaking skills.

Students are encouragedseek outdditional, alternative sources of information
when tackling theiassignments and where such effort is expended, Tutors will take
cognisance of this when marking the wdrkportantly however, where such
additional reference material is usedtudents must quote the source.

ASSIGNMENT LENGTH

Students should writa maximum of,500words in total when doing an assignmerjt.
This could be a single piece of work or several questions requiring shorter answers
which total2,500words. In setting a maximum figure, it is recommended that the
minimum required for each assigent would be 1,500 words.

Where a student fails to adhere to the maximum word count, a deduction will bg
made to their final assignment mark. Specifically, any student who exceeds the|2,500
limit will be deductedL% for everyl100words orpart of 100words over the limit.

For example, if a student writes a total of 2,614 wor@8padeduction will be made
to their mark. For clarification, the word count includes all references and attactjed
appendices.

Assignment s mu swnofigmal wohk endswharedaayrfarnd of
plagiarism is identified, the Tutor may insist that tiiole assignment is re
submitted. For the avoidance of doubt, plagiarism is treated very seriously by the
CIOBS and any student found to have indulged in this practice majpjsesto
disciplinary action.
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Will Assignment Work Interfere With My Studies?

The assignments represent a large commitment on your part. Indeed you may even
feel that the assignment work interferes with your study fities is most definitely
not thecase.

The assignments have been designed:

As an aid to your home study

To encourage you to broaden the sources of your knowledge

As a method of providing feedback on your progress

To ensure that the theory you are studying can be put into pragidelations
To help motivate you to continue your efforts

R et N o e

To allow you to show your commitment to the course

The assignments for each subject are carefully chosen to allow you to demonstrate
your understanding of the main subject areas. It is extremelyrtant that you

ensure completion of each assignmentsutaimit itto your tutor by the deadlines
provided. With this in mind, doubleheck your study timetable to ensure that the
dates have been recordied

7.1 PREPARING YOUR ANSWER T HOW NOT TO DO I T!

Unsuccessful assignments can have a number of common features:

1 They are often simply a reproduction of the textbook, with no attempt being
made to put any of the solution into their own wdrdBis shows only that you
knowwhereto find the answer huoes not display angomprehension

1 Assignments clearly set the maximum allowed word cdbigoften being
ignored, withinformationprovidedthat was not asked forthis suggestthat the
guestion was not understood, or that the student has bede toeddate to the
topic in a logical way

1 Statementsnay bemade which are not then explained or which cannot be
backedup by fact or research findings

Some use technical jargon without attempts to show their understanding of it

No examples are givenp fllustrate points raiseidplease useriginal examples
and not the ones quoted in the textbook!

Spelling and grammar leave much to be dediredenif usinga spellchecker
There is a lack of structure to the answer

The student forgets to check ithevork before submission, often resulting in
sections not being submitted or unfinished paragraphs or sentences
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7.2 HOW TO IMPROVE YOUR CHANCES OF SUCCESS

Here are some suggestions to make your assignments more likely to be successful:

U Check the gustion carefully, underlining key wordsask yourself thee
guestions:

- What is the question asking?

- What am | required to do?

- Where will | find the facts to answer the questions?

- What do | already know?

- Are there practical solutions required?

- What examples can | think of to illustrate any points which | will raise?

U Plan your answer and ensure that the following are in place:

- Carefully chosen words

- Explanations of technical jargon

- Arguments for and against

- Examples

- Diagrams where possible

- Neatnes and tidiness

- Underlining or highlighting where applicable

Where you have used external soussart of your answer, these must be
fully referenced

U0 Copying verbatim willnot earn high marké you must express yourself in your
own words

U Use theword processingpellcheckerto doublecheck your spelling
U  If you mustwrite your assignmentgnsure that you:

Use a good quality pen that does justice to your writing
- Use A4size lined paper

Use plenty of space for each answaed ke a new sheebif each question

Leave a margin space to allow the tutor to make comments

Finally, bear inmind who is reading your answéf you have ha@n assignment

marked by the samButor before, check their previous commer$so, when your

assignments are tehed, read any comments carefdlydd on 6t t ake any criti
heart as critical comment is meant to be constructive
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7.3 SUBMITTING YOUR ASSIGNMENTS

Procedures

Studentsmust submit their assignments to their Tutordoyail. This requirement
ensure a swift turraround of completed work and the opportunity of forming a
strong communication link between Tutor and student.

Only where the student has no access to email facilities, or inestbeptional
circumstancegnayan assignment be handwrittand subsequently posted.

The procedures are as follows:
V  The student sends the Tutor the assignment by email

V  Where the assignment is received by email, the Tutor will acknowlexlge
receipt

V  The Tutor marks the assignment and returns it by emtilmi5 working days
of receipt

V  If the Tutor is unable to return the assignment within 15 working days from
receipt, the Senior Tutor will be advised (under advice to the studdre)
Senior Tutor will then either mark that assignment or will arrangariother
Tutor to mark and return it to the student

V' Where a student encounters any difficulty with the receipt / content of an
assignment, the studemiust contact the Tutor in the first instanceto resolve
the issue. In the unlikely event that thauissemains outstanding, the student
should contact the Senior Tutor for that subject who will ensure resolution.

Students should also be aware that:

(a) Itis recommended thatapy of each assignmeistretaineduntil after the
relevant examination hagén sat and the result known

(b) They arestrongly recommendedto protect their computer systems against
viruses by installing a proprietary awirus software program

(c) Neither the CIOBS nor individual Tutors will accept any liability for damage
occurring as reslit of any virus being passed.on
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Timescales for Submission and th®ass Compasation Award

In recognition of the importance attached to the assignments, an award of Pass
Compensation will be made to any candidate who scores between 45% aimd 54%
the final exam and who completes the required assignment(s) under the following
conditions:

1. The assignment mark must be 60% or aliowdere two assignments are
completed, then the average mark must be 60% or above

2. Assignments must be the hands of the Tutor at least dok# monthprior to the
chosen examination date for each subject

For example, if yoaresitting afull credit subject examination d5"
December you must have sebbth assignments to your tutor B
November.

Similarly, if you are sittinga half credit subject examination @® March, you
must have sent thequiredassignment to the tutor I)° February.

Pass Compensation withly be awarded to students who meet the above criteria.
Pleasealso nog the following:

(&) Where an assignment is marked at less than 60%, this may show Up @is | 6
the webbased student recordhis is purely with reference to the Pass
Compensation award and does not necessarily mean it isstaswiard
submisson

(b) You arenot permitted to resubmit an assignment in order to gain a higher mark

(c) A candidate who fails an exam and who has not completed the required
assignment(s) will subsequently be allowed to complete the required assignments
and thesavill then count towards any 1&t examination undertaken. Submission
dates for these assignments must comply with the relevant timescales as stated in
2 above.
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8 EXAMINATIONS

The main purpose of examinations is ésamirers to make
sure hat you have understood the material covered in the
course.

Student experiences of taking exams vary widledpme
may have considerable and recent experience, say if the
have entered the workplace straight from university, college

or schooli for othes it may have been many years since they undertook any kind of
formal examination.

Regardless of your background, examinations are a part of your course and you may
find it helpful to spend some time thinking about how you might improve your
examinatiorperformance.

At the end of the day, your objective must be to pass the examination. The
examination is obviously central to achieving a pass andéliton of theyuide
focuses on preparing you for the big day.

8.1 APPLYING FOR THE EXAMINATION

All CIOBS examinationsre examined using an dime testing system.

This means that once you are ready to sit the exam you cah Eordgermorefor
Certificatein Financial Services subjectigu getyour resulimmediately whilst
students studying l@artered Banker based subjects will haveaximum wait of just
six weeks!

The examsre available at various centres throughout the country and at specified
times each week, but apart from that everything is under your corftaoh the pace
of studyingto the date you sit your exam.

You are reminded however, that the subject time limitvaf yearsstill appliesi this
means that once you have registered for any subject, you must at least sit the exam
within that period. Failure to do snayresult inyou having to reegister for that

subject, thus incurrinturther enrolment fees.
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