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        Drumsheugh House 

38b Drumsheugh Gardens 

Edinburgh 

 EH3 7SW 

 

Dear Student, 

 

Welcome to the Chartered Institute of Bankers in Scotland (CIOBS) and, in 

particular, to the world of distance learning.  

 

This Guide has been designed to assist you as you progress through your course of 

study and I would recommend that you keep it handy throughout your studies and use 

it in conjunction with your course information and CIOBS textbooks. 

 

The Guide has been designed to explain not only the main features of distance 

learning, but also to look closely at the art of studying ï in this connection, the Guide 

suggests ways of improving your existing knowledge and enhancing your study 

techniques by: 

 

ü Looking at ways of improving concentration levels  

ü Examining what learning actually is 

ü Considering more efficient usage of your time 

ü Helping you find shortcuts to study 

ü Exploring more efficient ways to take notes 

ü Recommending methods of reading effectively. 

 

Of course, Iôm not suggesting that all of the methods mentioned will suit you. Indeed, 

you may decide to continue with your own methods ï if however, even one of the 

suggestions work, then this Guide will have been very worthwhile! 

 

I very much hope that you enjoy your period of study and that you achieve your 

educational goals and, although I cannot guarantee you success, I can assure you that 

CIOBS staff will give you all the support you need to succeed. 

 

I hope that you will find the Guide useful, but if you have any further questions or 

require assistance, please telephone one of the undernoted numbers: 

 

¶ For administrative enquiries   0131 473 7777 

¶ For study / subject-related enquiries   0845 270 8833 

 

Kindest Regards. 

 

Colin  Morrison  

 

Colin A Morrison    

Deputy Chief Executive & Director of Education 

The Chartered Institute of Bankers in Scotland 



Page | 6  

 

1   DISTANCE LEARNING ï THE BASICS 

 
As the name suggests, distance learning is essentially a self-taught course with the 

focus of study being the high quality distance learning textbooks 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 

realise 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 last studied for an examination. 

 

For this reason, the first part of this Guide will concentrate on a few of the basic 

elements of studying ï 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 useful to set up 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. Before deciding when to study and what to 

study, you should therefore consider your choice of where 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 without interruption 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 many of us, our own bedroom or study room is the best location ï this has a 

number of advantages: 

 

ü Easy access for study materials 

ü Comfort, heat and light 

ü Availability, allowing routine, regular use 

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

 

¶ TV (the temptations of Big Brother or Eastenders may be too much!) 

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

¶ Traffic noise 

¶ Family distractions 

¶ Unexpected visitors may appear 

¶ 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 generally 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 with some privacy.  

 

Using the library has its advantages: 

 

ü Access to specialist information 

ü Good design for study 

ü No interruption from family or friends 

ü Atmosphere conducive to study. 

 

Disadvantages associated with using a library are: 

 

¶ The probability of restricted opening hours 

¶ Movement of other students and library users 

¶ Library materials waiting to be read 

¶ Chatter 

¶ Transport difficulties. 
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Workplace 
  

Some employers have Open Learning Access Centres that are available to all 

employees undertaking a course of study. The Centres usually provide booths for 

study and may also have a small reference library, audiovisual equipment and 

personal computers. You should contact the HR / personnel department of your 

employers to establish whether or not such a facility 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: 

 

ü It provides access to specialist information e.g. manuals 

ü Colleagues may be on hand with specialist knowledge 

ü Other banking students may be on hand for encouragement. 

 

Studying at your workplace can however have certain disadvantages: 

 

¶ It may not to be conducive to study 

¶ It is subject to interruptions from fellow staff / customers 

¶ Your time is often required for other tasks 

¶ Colleagues may have out-of-date knowledge or may follow alternate procedures 

to those being learned. 

 

Although you have now considered your óidealô study environment, it is important to 

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.  

 

Nevertheless, 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, you should try and ensure that the study venue has the 

following attributes: 

 

ü A study table and comfortable óhardô chair, so avoiding the temptation to fall 

asleep 
 

ü Good lighting to avoid eye strain 

ü Good ventilation 

ü An ambient temperature ï not too warm or too cool 

ü Removal of all possible distractions 

ü 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 donôt realise 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.  

 

Itôs very likely that you will be constrained by your work 

commitments ï that may be a typical 9am - 5pm slot, or 

increasingly, you may be required to work different shift patterns. Whatever your 

personal situation, itôs important to try and find the best study time for you. For 

example, do you prefer to study in the early evening or do you prefer late evening 

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

before lunch? If you work at the órightô time, you will feel more comfortable and will 

be more productive than if you force yourself to work at an inappropriate time. 

However, if you feel like working at other times, then do so; you will not always be 

able to work at the órightô time if something unexpected happens. 

 

Take a few moments to reflect upon when you study best and why this is the case. 

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 different times ï 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, and help keep you 

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 lack of self-discipline, and 

an inability to distinguish the important from the unimportant, the urgent from the 

non-urgent.  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 study ï this 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 academic 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 you stick rigidly 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 1) as not only will this highlight óavailable 

study timeô, but it will also help you to maintain your study discipline.  

 

Why not tear out the template (Appendix 2), make some copies and create your own 

personal guide? Hereôs a step-by-step guide on how to plan your time 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. working hours, nights out, sport and 

leisure time etc.  

 

Once you have established these non-study activities, record them in the Timeplan 

(you may well want to do this on a weekly basis) ï this will clearly indicate the 

ófree-timeô potentially available for study. 
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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.  

 

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

 

The number of notional hours required to complete a course of study is very 

difficult to pinpoint ï it may depend on many factors, e.g. the studentôs current 

knowledge level, their current job role and their previous work experience etc. 

 

As a rough guide however, students should anticipate the following study 

requirements per textbook. 

 

¶ Certificate in Financial Services subjects   40 ï 50 hours 

¶ Chartered Banker subjects     70 ï 80 hours 

 

Dependent upon your own expertise / experience and having carefully examined 

the syllabus, you should estimate the total number of hours required to complete 

the subject and then decide how many hours to devote to studying each specific 

topic.  

 

You should also establish the number of hours required to be set aside for revision 

purposes ï this may be anything up to or even beyond 30 hours for each 

Chartered Banker subject. 

 

Finally, Chartered Banker students should remember that time will require to be 

set aside in respect of assignment completion. Once again, itôs difficult to gauge 

the exact timings required to fulfil this important aspect of study, but students 

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

 

3. Set Yourself a Target - Decide on an 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 number of hours required for each subject 

divided by the number of weeks until the examination, will establish the 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 birthdays, weddings, 

holidays etc. and build in some non-study days to allow rest periods.) 

 

The Study Timeplan can be now be fully completed by ófilling-inô sufficient free 

blocks of time to meet your requirements   
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4. Display your Timeplan  
 

When you have completed the 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 useful ï these are available from most quality stationers at a 

reasonable cost.  

 

5. Stick to your Timeplan! 

 

Finally, the most important and most difficult bit ï the Timeplan is only a tool to 

assist you, it is now up to you to have the self-discipline to follow it through! 
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2   USING THE TEXTBOOKS 
 

The textbooks that you are 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 you will be able to pass the 

examination. With the possible exception of Chartered Banker-based subjects, the 

examiners will  not ask questions which cannot be fully answered from the workbook.  

 

Each workbook is divided up logically and follows closely the syllabus provided by 

the CIOBS. It is important to try to understand what the authors want you to achieve 

ï that information is provided by referring to various features of the books including: 

 

The Contents Page  
 

ü You will find that the main topic areas are clearly indicated, as are the sub-topics 

that make up the constituent parts of the main topic. 

 

The Objectives 
 

¶ The Objectives reflect the outcomes you must achieve to successfully meet the 

requirements of the course and pass the examination 
 

¶ Do not lose sight of these objectives when you are learning the material and 

preparing for the examination. 

  

Headings 
 

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

 

- Very Large Bold Italic Print is used to highlight a main topic  

- Very Large Bold Print is used for sub-topics 

- Large Italics are used for subjects within a sub-topic.  

 

ü Before studying each chapter closely, quickly check to see 

 

1. What the main topic is 

2. What the sub-topics are 

3. What makes up each sub-topic. 
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Notes 
 

¶ Each page of the workbook provides a margin for note-making 
 

¶ This is your opportunity to write on the textbooks ï try to get into the habit of 

doing so 
 

¶ You can use this to note key words or write your own explanation for topics 

being discussed. 

 

Quick Questions 
 

ü There are quick questions that give you time to consider a topic before you read 

about it ï this is a good way of ensuring that you question your understanding of 

a topic, helping you to remember it for future use 
 

ü Other quick questions will seek to ensure that information you have recently read 

about has been successfully absorbed  

 

Question Times 
 

¶ Throughout the textbooks, the authors have placed additional questions for self-

assessment to test your understanding of the material that you have read 
 

¶ Specimen answers are provided for each allowing you to check your solution. ï

these are all too often ignored by students 
 

¶ You should attempt them all, and use them to revise before an examination ï it is 

not unknown for the question to form the basis of part or all of an examination 

question, being sometimes simply re-worded 

 

Chapter Review 
 

ü This is a crucial area within the textbook, giving students an opportunity to recap 

the learning points from the previous chapter  
 

ü It is imperative that you are happy with the preceding contents before moving on. 

 

Key Words 
 

¶ At the end of each chapter there are key word boxes provided ï you should use 

these to note particular words or phrases that you want to commit to memory 
 

¶ Often, when the author wants to ensure that a major idea or topic is pointed out, 

he highlights it by using block capitals, italics or bold type ï shaded backgrounds 

are also used as a highlight 
 

¶ These features are not just for show ï topics highlighted in these ways often form 

the basis of examination questions. 
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Mul tiple Choice Questions 
 

ü At the end of each chapter in all Certificate in Financial Services and some 

Chartered Banker subject textbooks, there are multiple choice questions to 

further test your comprehension of the subject material.       

 

Glossary 
 

¶ The glossary at the end of the textbook should be used together with your studies 
 

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

description 
 

¶ Any of the words provided could form part of an examination question. 

 

Topicality  
 

ü Although every effort is made to keep your textbooks up-to-date, the financial 

services industry is by nature a constantly developing industry 
 

ü It is your responsibility to ensure that you are aware of current procedures and 

legislation 
 

ü You should refer to articles in the Scottish Banker, to quality newspapers and to 

television reports for updates 
 

ü Chartered Banker students should note that examination questions will be based 

not only on the content of the subject textbooks, but may also be drawn from 

Scottish Banker articles and any subject updating notes which appear in the 

Membersô section of the CIOBS website.  
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3   EFFECTIVE READING 
 

Before considering the various methods of reading, you should 

remember to allow for reading time in your overall Timeplan. 

Once your timetable is set, the time must be used efficiently. 

 

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

 

ü What do you want to achieve from the reading session? 
 

ü Do you want only an overview of the topic? 
 

ü Do you want a basic understanding? 
 

ü 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. A good tip 

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 you intend to read, looking at paragraph headings 

and try to see how each relates to the main topic or idea or even sub-topic. Look 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? 
 

¶ Are patterns emerging yet? 
 

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

¶ Can you apply it to your working experience? 

 

At all times be critical of the text in the textbooks ï use open-ended questions, e.g. 

Who, What, Why, When, Where, Which and How. 
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Donôt be reluctant to write in the textbooks as you read ï they are your textbooks and 

the authors encourage this and provide 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 many of us, reading to understand a text is a slow and laborious task. When 

studying, you are 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 ï this can be very time consuming and is only effective if you are 

concentrating fully on the words 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: 

 

ü Identify key points and ideas in the text 
 

ü Understand how the subject is organised 
 

ü Understand the vocabulary 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 

alternative 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 require. Try reading on past these words 

as the explanation often becomes clearer as you read into the text ï alternatively, try 

searching on the internet, or ask a colleague or fellow student. Try not to dwell too 

long on a problem ï move to the next topic meantime 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 objectives for each 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 reading. When you read, you are already using these different techniques 

although you 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 them when 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 reading actively 

rather than just passively. A passive reader will look at and recognise words on a page 

but will not engage with the material ï active reading 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 them ï the main ones are as follows: 

 

Scanning 
 

¶ This technique involves moving your eyes quickly over a text to find something, 

or to see whether it contains anything you want to read 
 

¶ 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 
 

¶ 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 concern ï the textbooks are well-

designed to help with this reading approach. 

 

Skimming 

 

ü Skimming involves looking quickly through the whole book, passage or text to 

get a general sense of what it is about ï you read as little as you can, while still 

picking up some idea of what is being discussed 
 

ü Refer to the subheadings and a couple of sentences from each paragraph (the first 

and last sentence) 
 

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

ü If you are skimming you should skip over any material which develops, further 

explains, qualifies or illustrates, or provides evidence for the main idea 
 

ü Skimming is a method to help you find relevant material quickly ï it is not a 

substitute for detailed reading and analysis of that material 
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ü Regular skimming of texts can help you learn to read more quickly and prioritise 

ï it can also help your understanding of text materials, quickly and effectively. 

 

Rapid Reading 

 

¶ This technique is somewhat similar to skim reading in that you progress quickly 

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

¶ Unlike skim reading, however, with rapid reading you make fast progress 

because you are already familiar with the material ï what you are doing is half 

reading and half filling the gaps from memory 
 

¶ Rapid reading is useful, therefore, for re-reading already familiar material and for 

revision. 

 

Critical Reading 

 

ü Critical reading involves gaining a complete understanding of what has been 

written ï it also involves asking questions of it, for increased understanding and 

then applying the information   
 

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

ü The textbooks help you to succeed with this approach by providing quick 

questions and question times to test your understanding ï 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 reflect ï this enables you to read a large amount of text in a single session  
 

¶ 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 your reading 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 assess a passage 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, Question, 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 text ï this involves scanning the text, deciding upon a topic, and 

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 

sub-heading, diagrams, charts etc. Summary paragraphs will provide you with a clear 

indication of what the authors expect you to achieve. 

 

uestion the ideas ï ask yourself questions about the text, about the ideas in 

practice, and about what the examiner might ask. 

 

 

ead thoroughly ï the styles of reading have already been covered. Make sure 

that you are not reading just words but reading the meaning of the text. 

 

ecite the ideas to memory ï  this involves reading aloud, making notes, 

summarising main points, or asking a friend to test your understanding. If you 

can prove to yourself that you have understood the main points then you are 

well on your way to success. 

 

eview to check your understanding ï this should be a regular part of your 

study, checking your understanding and your ability to reproduce the 

information. 

 
Finally, if as a result 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.  Donôt 

suffer in silence. 

 

 

 

 

 

 

S 

Q 

R 
R 

R 



Page | 21  

 

3.4   SPEED OF READING 

 
Using these reading techniques will, with practice, enable 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 reading will also determine the speed at 

which you proceed through the material. An exciting novel, for example, is a quicker 

read than a text in Financial Economics! 

 

Reading materials also vary in how well theyôre written, and as a consequence, some 

are more difficult 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 to 

gauge your rate of reading: 

 

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

2. Set yourself 10 minutes to read this material 
 

3. Read at a speed where you can understand what you read 
 

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

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

one minute 
 

6. Repeat this exercise using different texts 
 

7. If you read fewer than 200-250 words per minute, even on clear and interesting 

material, it may be worth trying to increase your 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 unrealistic to expect 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 be practising óbadô habits that are preventing you from reading 

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 material is óeasyô and is simply expressed, it is usually possible to read quite 

quickly. When it is less familiar, and using difficult ójargonô, then the reading rate 

slows down. It is important to realise that you can vary your reading speed to cope 

with the difference in material. 

 

¶ Sub-vocalisation (a tendency to read aloud) can often lead to reading at a slow 

rate ï 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 them ï try to read without saying the words 
 

¶ Do not use your fingers to follow the words or move your head as you read, as  

these actions will  slow you down ï 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 sentences, only one or two words are fundamental ï the others need not be 

óreadô 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 starting to read fast 

ï this helps your speed reading to ótop upô your existing knowledge, allowing 

you to skim faster through things you already know 
 

¶ Eliminate outside distractions and ensure that you are comfortable ï 

environmental factors can affect your concentration 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 textbooks or from a lecturer at 

a CIOBS Academy revision course. These 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 

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 between note-taking and note-making is substantial and could mean 

the difference between a pass and a merit pass or indeed a pass and a fail. Generally 

speaking, note-taking involves writing down most of what you hear or read without 

actually processing the information. Notes are usually copied from the original source 

and re-written 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. 

Note-taking is consequently a passive approach to study and learning ï this starkly 

contrasts with the more active approach known as note-making.  

 

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. Note-making is a more intellectual task than 

note-taking 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. Note-making 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 
 

¶ Facilitates learning; lectures or books can become clearer later upon reflection 

and reviewing of 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 understand at a later date. There are, however, a 

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

 

Sequential / Linear Note-Making 

 

This traditional approach typically involves making notes in the form of lists or 

phrases. Notes of this type can be 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: 

 

ü Key words and phrases 
 

ü Headings 
 

ü Sub-headings 
 

ü Conciseness 
 

ü Underlined or highlighted key points 
 

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

additional notes 
 

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

ü Suitable layout. 

 

Hereôs an example of sequential note-making from the Introduction to Financial 

Services textbook.  
 

    

Defining Money - The Theory 
 

                        1.    Exchange Function 
  

  Primary function 
 

  Frees trade from barter constraints 
 

                         2.   Asset Function  
 

                                           People must be prepared to accept / hold it 
 

                                           Must hold its value  
 

                                           Must be held without cost 
 

                                           Must be readily available as a medium of exchange 
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As you can see, the notes are clear and eye-catching and notice the amount of white 

space on the page ï this allows the eye to see a pattern that the brain then finds easier 

to store in its long-term memory. The use of key ideas or words is crucial to 

sequential note-making. 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 ideas ï pictures are more easily memorised than words.  

 

Pattern Note-Making / Mind -mapping 

 
This technique is a more visual method of note-making than a linear approach. This 

approach uses arrows and circles to connect key words / phrases and should lead to 

the creation of a 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 of note-making forms 

that use the right side of our brain. The left side of the brain works 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 mind-mapping which involves making notes with 

patterns and by using images. Buzan believes that these images and patterns can be 

important aspects of our learning processes and provide effective routes to 

understanding. 

 
The main features of pattern note-making / mind-mapping include: 

 

¶ Starting with a central heading / concept in the centre of the page 
 

¶ Noting key words, ideas and / or 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 
 

¶ Arrows / lines (óbranchesô) to link key words, ideas and / or concepts and to show 

developments / process ï the branches should radiate from the central topic / 

idea, with arrows becoming óthinnerô as they radiate further out 
 

¶ Semi-structured layout using a page sideways (landscape), and the notes are 

restricted to this page. 
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Pattern notes / mind-mapping can take many forms, but may look something like this, 

again from the Introduction to Financial Services textbook. 

 

If you havenôt tried mind-mapping before, why not 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 difficulty in recalling a lot of information about. Once you have done this, 

keep developing and practising your mind-mapping techniques until you can use this 

form of note-making for your studies.  
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Using Shorthand or Abbreviations to Aid Note-Making 

 

If you are lucky, you may be trained in both writing and reading official shorthand 

languages ï the majority of us are not quite so fortunate! This does not stop you 

developing your own shorthand language for note-making.  

 

The most important thing is to be able to read 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 

revision course, where time is of the essence. The following common symbols and 

abbreviations will help you start to devise your own system for abbreviation ï then 

keep a homemade dictionary of abbreviations for reference. 

 
 

Abbreviation  Meaning 

 

b4  before 

c.  (circa) about: usually with a date, to show that it is only approximate ï 

e.g. c.1967 

cf.   (confer) compare 

ch.   chapter 

do.   (ditto) the same 

e.g.   (exemplii gratia) ï for example 

et al.  (et alii, aliae, or alia) and others ï to save writing out a whole list of 

names 

fig.   figure (diagram) 

i.e.   (id est) that is 

l/h  leasehold 

n.b.  (nota bene) note well 

no. / #  number 

ord. sh. ordinary shares 

p. / pp.  page / pages 

pref. sh preference shares 

ref.   reference 

s / d  supply and demand 

S/E  Stock Exchange 

StS  Standard Security 

viz.   (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 most of us developed the use of mnemonics as a memory aid.  

Remember learning the key scales in music? E G B D F. Teachers told us to 

remember instead, Every Good Boy Deserves Football (or Favour). Even tone deaf 

and musically illiterate students remember this mnemonic 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    Bankers 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 principle of giving information to customers ï KISS 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. Marketing and Selling Financial Services provides an excellent example 

of grouping, where a productôs marketing mix is often described as the 4P's, or  

 

P Product 
 

P Price 
 

P Promotion  
 

P 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 light-coloured 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. These note-making techniques can 

allow you to pick up 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 a trace on the page of the sense you have made of the text. 



Page | 29  

 

Use these methods as long as this is not where your note-making 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 you tend 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 itself. This 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 of assignments from highlighted or underlined notes. 

It is usually necessary to take written notes as well ï just 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 begin to 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, since once you put the information in your own 

words you wonôt need to waste time working out the meaning of a passage you have 

highlighted, every time you re-read it. 

 

Putting the notes into your own words also means that you are not likely to commit 

plagiarism (using othersô work and representing it as your own). 

 
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. 

This will save you time in the long run as you wonôt have to waste time searching for 

notes you made some months ago. Consider some of the following tips for storing 

and organising your notes: 

 

ü Keep all notes on the same subject or topic (revision course notes, photocopied 

articles etc.) together 
 

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

sections 
 

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

ü Above all, keep the storage system simple ï if it takes a long time to negotiate 

your system, it is probably too complicated 
 

ü If you are using a computer to record your notes (or do your assignments!), 

remember to always back-up your work ï keep a copy on an external hard drive, 

a memory stick or a recordable CD. 
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More Tips for Making Effective Notes 

 

¶ Developing your note making techniques will mean that you donôt need to waste 

time re-writing them 
 

¶ Always review your notes ï fill in gaps, sort out misunderstandings, and make 

summaries of topics to enhance your understanding of the material 
 

¶ Making notes means that you do not have to write fully articulated sentences ï 

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 of textbooks ï 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 fairly rare ï 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 space ï this will allow you to add points later and will make it quicker 

and easier to re-read your notes. 

 

Whichever format you use for note-making, it should allow you to: 

 

ü Review the notes easily 
 

ü Re-read them easily on a regular basis 
 

ü Provide an opportunity to expand upon them 
 

ü Allow ease of filing and recording. 
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5   ADDITIONAL INFORMATION SOURCES  
 

The Scottish Banker 
 

The Scottish Banker is published every two months and is essential 

reading.  
 

This is the CIOBSôs publication and contains regular features, information and 

updates from 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 donôt even take the magazine out of the 

polythene wrapper ï please do not fall into that trap! 
 

Newspapers and Periodicals 
 

The weekend editions of the Scotsman and Herald have excellent business sections. 

In addition, the business sections in The Sunday Times, Independent on Sunday and 

The Observer also make good 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 while, reading 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 News etc. ï 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 provide in-depth 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 many search engines, e.g. Google, AltaVista or Ask.com, to enhance 

or update your knowledge.  

 

Chartered Banker students are encouraged to use additional, alternative sources of 

information  when tackling their assignments, but must quote the source if doing so.  
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6   LEARNING EFFECTIVELY 
 

How Will I Know If I Have Been Learning Effectively?  
 

Learning effectively brings considerable rewards to 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? 
 

¶ Did you feel that you would like to continue on to the next session? 
 

¶ Were you able to concentrate fully during the session? 
 

¶ 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 successfully completing your course. 

 

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

ü Did you feel tired, confused, discouraged, uncertain, de-motivated?  

 

How Can You Avoid This Continuing? 
 

¶ Be patient, as itôs easy to lose heart and feel like giving in ï perseverance will 

pay off in due course 
 

¶ Take a break or get some fresh air ï on your return, remind yourself of what your 

study objectives were for the session 
 

¶ Scribble down some notes ï ask yourself what you already know about the 

subject and what 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 review it ï remember the SQ3R technique 
 

¶ Remember that if you donôt initially understand the point, donôt dwell upon it for 

too long ï try reading further into the text, 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 the Student Support Helpline  
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7   ASSIGNMENTS  
  (For Chartered Banker-based Subjects Only) 
 

Students who are undertaking any Chartered Banker-based subjects 

will  know that assignments are an integral element of the distance 

learning course. 

 

This formative assessment element of the course consists of one 

homework assignment per workbook, giving a total of two 

assignments per single credit subject and one assignment per half 

credit subject.   

 

The assignments(s) for each subject are available from the óDownloadsô section of the 

CIOBS website ï where a student is unable to access the internet, a hard copy may be 

requested by emailing the CIOBS at info@ciobs.org.uk or by telephoning 0131 473 

7777. 

 

The assignments have been especially structured, often on a Case Study basis, which 

allows students not only to display their comprehension of the key points / principles 

of the study material, but also their problem-solving and decision-making skills.  

 

Students are encouraged to seek out additional, alternative sources of information 

when tackling their assignments and where such effort is expended, Tutors will take 

cognisance of this when marking the work. Importantly however, where such 

additional reference material is used, students must quote the source.    
 

 

ASSIGNMENT LENGTH  

 

Students should write a maximum of 2,500 words in total when doing an assignment. 

This could be a single piece of work or several questions requiring shorter answers 

which total 2,500 words. In setting a maximum figure, it is recommended that the 

minimum required for each assignment would be 1,500 words. 

 

Where a student fails to adhere to the maximum word count, a deduction will be 

made to their final assignment mark. Specifically, any student who exceeds the 2,500 

limit will be deducted 1% for every 100 words or part of 100 words over the limit. 

For example, if a student writes a total of 2,614 words, a 2% deduction will be made 

to their mark. For clarification, the word count includes all references and attached 

appendices. 
 

 

Assignments must be the studentôs own original work  and, where any form of 

plagiarism is identified, the Tutor may insist that the whole 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 may be subject to 

disciplinary action.  

 

mailto:info@ciobs.org.uk
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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 time ï this is most definitely 

not the case. 

 

The assignments have been designed: 

 

ü As an aid to your home study 
 

ü To encourage you to broaden the sources of your knowledge 
 

ü As a method of providing feedback on your progress 
 

ü To ensure that the theory you are studying can be put into practical applications 
 

ü To help motivate you to continue your efforts 
 

ü 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 extremely important that you 

ensure completion of each assignment and submit it to your tutor by the deadlines 

provided. With this in mind, double-check your study timetable to ensure that the 

dates have been recorded! 

 

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

 
Unsuccessful assignments can have a number of common features: 

 

¶ They are often simply a reproduction of the textbook, with no attempt being 

made to put any of the solution into their own words ï this shows only that you 

know where to find the answer but does not display any comprehension 
 

¶ Assignments clearly set the maximum allowed word count, this often being 

ignored, with information provided that was not asked for ï this suggests that the 

question was not understood, or that the student has been unable to relate to the 

topic in a logical way 
 

¶ Statements may be made which are not then explained or which cannot be 

backed-up by fact or research findings 
 

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

¶ No examples are given to illustrate points raised ï please use original  examples 

and not the ones quoted in the textbook! 
 

¶ Spelling and grammar leave much to be desired ï even if  using a spellchecker! 
 

¶ There is a lack of structure to the answer  
 

¶ The student forgets to check their work 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: 

 

ü Check the question carefully, underlining key words ï ask yourself these 

questions: 

 

- What is the question asking? 
 

- What am I required to do? 
 

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

- What do I already know? 
 

- Are there practical solutions required? 
 

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

 

ü 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 
 

- Neatness and tidiness 
 

- Underlining or highlighting where applicable 
 

- Where you have used external sources as part of your answer, these must be 

fully referenced. 

  

ü Copying verbatim will not earn high marks ï you must express yourself in your 

own words 
 

ü Use the word processing spell-checker to double-check your spelling  
 

ü If you must write  your assignments, ensure that you: 

 

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

- Use A4-size lined paper 
 

- Use plenty of space for each answer and take a new sheet for each question 
 

- Leave a margin space to allow the tutor to make comments. 
 

Finally, bear in mind who is reading your answer! If you have had an assignment 

marked by the same Tutor before, check their previous comments. Also, when your 

assignments are returned, read any comments carefully and donôt take any criticism to 

heart as critical comment is meant to be constructive. 
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7.3   SUBMITTING YOUR ASSIGNMENTS  

 
Procedures 

 

Students must submit their assignments to their Tutor by email. This requirement 

ensures a swift turn-around 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 in other exceptional 

circumstances, may an assignment be handwritten and 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 acknowledge its 

receipt  

 

V The Tutor marks the assignment and returns it by email within 15 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 student) ï the 

Senior Tutor will then either mark that assignment or will arrange for another 

Tutor to mark and return it to the student  

 

V Where a student encounters any difficulty with the receipt / content of an 

assignment, the student must contact the Tutor in the first instance to resolve 

the issue. In the unlikely event that the issue remains outstanding, the student 

should contact the Senior Tutor for that subject who will ensure resolution.  
 

 

Students should also be aware that: 

 

(a) It is recommended that a copy of each assignment is retained until after the 

relevant examination has been sat and the result known 
 

(b) They are strongly recommended to protect their computer systems against 

viruses by installing a proprietary anti-virus software program 
 

(c) Neither the CIOBS nor individual Tutors will accept any liability for damage 

occurring as a result of any virus being passed on. 
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Timescales for Submission and the Pass Compensation 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% and 54% in 

the final exam and who completes the required assignment(s) under the following 

conditions:  

 

1.   The assignment mark must be 60% or above ï where two assignments are 

completed, then the average mark must be 60% or above  

 

2.   Assignments must be in the hands of the Tutor at least one full month prior to the 

chosen examination date for each subject.  

 
 

For example, if you are sitting a full  credit subject examination on 15
th

 

December, you must have sent both assignments to your tutor by 15
th

 

November.  

    

Similarly, if you are sitting a half credit subject examination on 2
nd

 March , you 

must have sent the required assignment to the tutor by 2
nd

 February. 
 

 

Pass Compensation will only be awarded to students who meet the above criteria.  

 

Please also note the following:  

 

(a)  Where an assignment is marked at less than 60%, this may show up as óFailô in    

the web-based student record ï this is purely with reference to the Pass 

Compensation award and does not necessarily mean it is a sub-standard 

submission  
 

(b)  You are not permitted to re-submit 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 these will then count towards any re-sit 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 for examiners to make 

sure that you have understood the material covered in the 

course.  

 

Student experiences of taking exams vary widely ï some 

may have considerable and recent experience, say if they 

have entered the workplace straight from university, college 

or school ï for others 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 

examination performance.  

 

At the end of the day, your objective must be to pass the examination. The 

examination is obviously central to achieving a pass and this section of the guide 

focuses on preparing you for the big day. 

   
8.1   APPLYING FOR THE EXAMINATION   

 
All CIOBS examinations are examined using an on-line testing system.  

 

This means that once you are ready to sit the exam you can do so! Furthermore, for 

Certificate in Financial Services subjects, you get your result immediately, whilst 

students studying Chartered Banker based subjects will have a maximum wait of just 

six weeks! 

 

The exams are available at various centres throughout the country and at specified 

times each week, but apart from that everything is under your control ï from the pace 

of studying to the date you sit your exam.  

 

You are reminded however, that the subject time limit of two years still applies ï this 

means that once you have registered for any subject, you must at least sit the exam 

within that period. Failure to do so may result in you having to re-register for that 

subject, thus incurring further enrolment fees. 

 

 

 

 

 

 

 

 


