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Studying techniques
for academic success

STM. This means in a lecture, the
information can get straight into your
STM if you are paying attention.
Further, if you review the chapter or
subject later at home, it then moves to
your Long Term Memory or LTM. The
information processed into your LTM
is more or less permanent; with occa-
sional reviewing you will not forget it.
The trick is to adopt the information
into your LTM as quickly as possible.
Your STM has a small capacity and a
short duration; you may learn
something very quickly, but in 24 hours
you will lose 80 per cent of that infor-
mation.

For an easy start, here are some tips
for enhanced learning:
■ Stick to a routine and efficient study
schedule.
■ Study in a quiet environment.
■ Take short breaks periodically.
■ Keep asking questions about the
material as you study it.
■ Before lectures, look over the notes
of the previous lecture and read the
course material pertaining to the
lecture.
■ Focus on the instructor through
listening and taking notes.
■ Tougher subjects and those with
lower interest must be studied when
you feel fresh and are in a good mood.
■ Practice bhramari pranayama 2-3
times a day. It helps increase concen-
tration and memory, relieving you of
tension and anxiety.

(The author is a management and
career consultant)

R
ecently, I encountered certain
problems of students who had
just joined a management pro-
gramme and were loaded with
numerous courses. Teaching a

business communication course, I posed
the following questions to them:
■ Do you concentrate on the meaning or
just words?
■ Do you read the preface, contents and
introduction in the book?
■ Do you see the relation between sen-
tences, headings, subheadings and topics?
■ Do you read the summary at the end of
a chapter before the actual content?

The answers indicated a lack of under-
standingandpracticeofstudyingandbasic
memory techniques. In the absence of a
systematic approach to studying, it was
just impossible for them to comprehend
all that was being taught. So, what’s the
right studying and memory technique and
how does one adopt it? Here’s how:

Training your eyes
We see the text in front of us through our
eyes, after which our mind absorbs the
meaning. Reading technique therefore,
revolves around training the eyes first.
Here you have to focus on:
■ increasing the eye span or number of
words you can grasp in one glance.
■ reducing the number of times your eyes
regress or reread.
■ getting a more rhythmical and regular
way of moving the eyes.

But studying is so much more than just
increasing the eye span. It’s also about
training your mind, as the familiarity and
passion with the subject increases the
speed of comprehension. For example, if
you were familiar with a subject like chem-
istry or a game like football, you would
have no trouble understanding a chapter
or an article about it. The inherent intelli-
gence in you has nothing to do with read-
ing techniques, which could still be faulty.
A universally accepted method of efficient
reading technique is called SQ3R or Sur-
vey; Questioning, Reading, Restating and
Reviewing.

Surveying
Surveying is like getting an aerial view of
a hill before you start trekking. Surveying
in reading means understanding the gist
of thereadingmaterialorachapter,before
actually getting down to in-depth reading.
Here are some helpful pointers:
■ Survey the chapter by reading the first
paragraph and then the last.
■ Read the first sentence of paragraphs in
between the first and last paragraph.
■ Notice long paragraphs, subheadings,
words in italics, diagrams and tables.
■ Notice ‘signpost’ words like firstly,
secondly, especially in summaries.

a page. The total time to be spent on read-
ing can be 50 per cent of total time.

Restating
After reading a main heading or a chapter,
keep your book down at intervals and read
aloud what you have read, especially the
main points and important details — the
keys to solid learning. As per research, a
reader who restates can remember three
times better than the one who doesn’t and
hence improves his memory greatly. The
total time to be spent on restating can be
20 per cent of total time.

Reviewing
To review, skim back over the material,
surveying the headings again, answering
your questions, rereading items you are
doubtful about or can’t remember and re-
stating the central message with its parts
and their relations. Reviewing increases
your understanding and confidence. By
skimming over the matter again, you can
assess whether you deserve a distinction
or discover weaknesses. Reviewing is like
marking your examination paper and dis-
covering the gap as compared to your ex-
amination goals. The total time on review-
ing can be 10 per cent of the total time.

The science behind memory
Have you ever thought about what’s mem-
ory and how do some students recall in-
formation instantly while others struggle?
When you first learn, information is
processed into the brain to form a neural
trace. This trace first enters your sensory
memory, and then, if you’re paying
attention, to your Short Term Memory or

TIME TO REWORK In today’s age of
volatile dynamics, fast learning and
fading values of education, principals
have a much greater role to play,
writes Ali Khwaja

Today, a principal or head of an
educational institution is no longer
the venerable and respected master,

who spends his initial three decades as a
teacherandoccupies theprincipal’scham-
ber for the last few years, managing a
decade-old institution whose norms, rules
and traditions are well laid out.

Currently, we have corporate schools,
institutions promotedby industrialgroups
in their colonies and by individuals who
invest their own money or take a loan to
set up educational institutions. We have
highlyeducatedandveryqualityconscious
parents who want the best for their wards.
And we have more single-child families
with the parents’ lives revolving around
their only offspring. The irony is that such
parents are mostly DISK (Double Income
Single Kid) families, leading very busy and
stressful lives, yet expecting their child to
get an all-round upbringing along with
good education in the school.

Gonearetheteachers who would spend
their entire life in one school right up to

their retirement. Teachers keep leaving
every year — for better avenues (and fierce
competition among schools means very
tempting offers for efficient teachers), or
because they wish to stop working and
look after their children, and others due
to transfers of their spouses. This adds to
the burden of the principal who is perpet-
ually trying to reduce attrition and simul-
taneously recruiting, training and orient-
ing new teachers every year.

Due to a spate of media reports of mo-
lestation of kids in schools recently, the
police and education department are con-
stantly breathing down the neck of all ed-
ucational institutions. Many principals
spend sleepless nights wondering if they
will be arrested and put behind bars for
some misdemeanor which might have
slipped their notice.

But ultimately, the fact remains that
heading an educational institution can be
very fulfilling — seeing a new generation
blossom every year, leading a team of
teachers who are responsible for bringing

and achieve better synergy amongst the
teachers. Skill of empathy to understand
what goes on in the minds of students,
teachers and parents and inventing activ-
ities for better bonding between children
and teachers.
■ Bringing variety into the routine of
academics to prevent stagnation and
boredom. Motivation through awareness
of why education is also important.
■ Stress management, balancing work
and personal life. Ability to deal with gov-
ernment or school authorities with least
distress and multitasking is also neces-
sary.
■ At least a concise version of manage-
ment skills related to marketing, finance

BETTER PREPARED Studying is so much more than just skimming the
content. It involves understanding, questioning and reviewing the material
for favourable outcomes, writes V Pradeep Kumar

out the best potential of children, and
knowing that he or she is working for
betterment of the society and country and
so on and so forth. Hence, any person who
is heading, or is aspiring to head an edu-
cational institution should be properly
prepared, trained and guided to handle
the multifarious challenges that will ac-
cost him. These include:
■ Learning the basics of human resource
management. Good personnel manage-
ment automatically ensures harmony and
better efficiency. Skills required would
include interviewing, recruitment,
motivation, prevention of attrition, exit
interviews.
■ Leadership traits to improve teamwork

Changing roles of school principals

■ Notice words asking you to speed up like
also,alongthesamelines, likewise, further,
in addition etc.
■ Notice words asking you to slow down
like but, on the other hand, although, de-
spite, however etc.
■ Notice words highlighting the main
point like thus, therefore, consequently,
accordingly. The total time spent on
surveying can be 10 per cent of total time.

Questioning
Sir Isaac Newton, Charles Darwin and Al-
bert Einstein — three of our greatest
thinkers had one commonality; questions
of purpose, relevance and interpretation,
powered their critical thinking and intel-
lect. The ability to ask questions is a critical
component of effective reading and gain-
ing insight. Some key questions to ask can
be as below:
■ What does the chapter indicate about
the contents?
■ What do I think will be in it?
■ What do I think will not be there?

By raising questions in our mind con-
tinually from the title and headings, we
get proper mental position for reading.
We read and remember best, when we
read to answer our questions. The total
time to be spent on questioning can be 10
per cent of total time.

Reading
Read difficult matter slowly, light matter
quickly and provocative, argumentative,
conceptualmatter cautiously. Look forthe
main thoughts and important details.
There could be just a single idea under a
mountain of words in a long paragraph or

Giving the right
kind of orientation
By L T Om Prakash

One of the many challenges that the
premier educational institutions in
our country faces today is orienting

new teachers to the institutional needs,
values, culture and functioning. This issue
is of paramount importance with increas-
ing mobility of teachers between premier
educational institutions, which follow
different systems to manage themselves.

Most of our understanding and
construction of reality occurs through
comparisons. Any new teacher, at the
first instance, will compare his new insti-
tution with the previous one and this nat-
ural tendency is not free of biases. Often,
a new teacher’s understanding will be
based on limited number of criteria in
the new place, which can contradict with
his previous experiences and expecta-
tions. In the process, he can very well
miss out on the good things the new in-
stitution has to offer.

The need for hierarchy
Hierarchy is a functional requisite and
therefore, a lack of it will lead to anarchy.
Education in liberal arts will lead a
neophyte to first apply all the principles
he learned to the understanding of his
surrounding, especially his own work-
place. The first thing which comes to his
notice will be the functional order. He
usually criticises it without understanding
its functional necessity in the workplace.
Often, a beginner can’t distinguish the
personal traits of a person holding an of-
fice from his professional traits.

Having said that, hierarchy should nev-
er be imposed on the employees but in-
stead, be based on logic. Most of the crit-
icisms on hierarchy emerge when a
beginner feels that a person holding an
office uses it for projecting his power or
when he is exploiting the system for per-
sonal purposes or when the functional
imperatives of an office are not properly
conveyed to him. This will lead a beginner
to give personal connotations to official
instructions received from that office.
Therefore, presenting logical reasons to
the new teachers for implementing any
policy or decision and connecting them
to the functional needs of the system is
of paramount importance.

Inducting newcomers by introducing
them to the rules and regulations of the
institution could happen at group level,
whereas orienting them to the institu-
tional values and culture has to happen
at the individual level. Communicating

specific things, applicable only to some
beginners in a common forum will de-
moralise others. It is also necessary to
prevent the formation of a common
identity among them.

Being a true professional
Though professionalism has different
connotations according to the context
of the workplace, there are at least some
which cut across. In an educational in-
stitution, hard work, humility, persever-
ance and mutual respect are some qual-
ities, which can help in the professional
growth. Unfortunately, higher education
in India does not specifically teach these
traits. A teacher new to the profession
has to learn them from his seniors, which
means the seniors have to be cautious
and responsible in their conduct.

Any new teacher will have a natural
urge to be known and recognised in his
institution. Some of them will be disap-
pointed when they find that the compe-
tition in the new place is going to be
tough and time consuming. To protect
their sense of self-esteem, they often
start blaming the system and try to as-
sume pride in the auspices of their alma
mater or the previous workplace. This
happens especially when established
means to achieve recognition are un-
available or too limited.

Also, on a side note, one’s vulnerability
to provocation shows his personal and
intellectual weakness. An educated per-
son must muster perseverance and abil-
ity to represent things diplomatically in
appropriate forums. Beginners must
take time to understand a system which
is new to them and learn to appreciate
the amount of meticulous efforts and
planning that has gone in to establishing
such institutions of eminence.

Established strategies considering the
changing profile of new teachers is nec-
essary. This will help to control ‘power
mongers’ in any system, taking undue
advantage of the vulnerability of begin-
ners to pursue their own personal inter-
ests. It is also necessary to engage the
right set of professionals and academi-
cians, whom the new teachers can find
worthy of emulation, to train the new-
bies. However, it is the equal responsi-
bility of everyone to contribute to the
growth of an institution, all the while
making sure their colleagues are on the
right track to progress.

(The author is assistant professor of
sociology, Christ University, Bengaluru)

and operations management would be
appreciated. It is a fact that most man-
agements are greatly concerned about
their growth, annual enrolments and prof-
it margins. The principal can be abreast
of these factors if he is properly trained,
even though the activities are implement-
ed by qualified professionals.
■ Networking with other institutions and
their heads, sharing experiences, keeping
abreast of latest changes in rules and reg-
ulations, pedagogy and current affairs. If
possible, upgrading qualifications and
skills from time to time also helps.
■ Basic skills of counselling and psycho-
therapy in order to deal with emotional
and interpersonal issues of each of the
stakeholders in education and to diffuse
potentially disturbing situations.
■ Developing a visionary outlook, being
able to see and think outside the box, plan
for the future, including crisis manage-
ment. This should also include some in-
puts into ethics and values, since uphold-
ing the highest standards is not only
essential for producing good student-cit-
izens, but also goes a long way in building
up a strong reputation, ensuring long-
term credibility and success for the insti-
tution.

While BEd is compulsory for most
teachers, and MEd does give some in-
sights into management of education, the
time has come to develop more advanced,
current and practical training for heads
of institutions. Recent positive develop-
ments have seen the establishment of
new institutions and courses specialising

in education management. If all aspiring
and existing heads of institutions are giv-
en opportunity to avail of such courses
and then provided internship under the
tutelage of a proven and experienced
head of an institution, they will be able
to manage the 21st century educational
institutions with great efficiency.

Courses in education management
The following is a representative list of
courses in education management:
■ G D Goenka University, Gurgaon,
www.gdgoenkauniversity.com.
■ Regional Institute of Education,
Mysore, nnprahallad@yahoo.co.in.
■ National University of Educational
Planning and Administration, New Del-
hi, www.nuepa.org.
■ Azim Premji University, Bengaluru,
www.azimpremjiuniversity.edu.in.
■ Indian Institute of Education, Pune,
www.iiepune.org.

There are many distance learning
courses offered by universities in the
country:
■ Indian Soc for Training & Develop-
ment, New Delhi, www.istdtrg.org.
■ Madurai Kamaraj University, Madurai,
www.mkudde.org.
■ Annamalai University, Annamalai,
www.annamalaiuniversity.ac.in.
■ Karnataka State Open University,
Mysore, www.ksoumysore.com.
■ Symbiosis Center for Distance Learn-
ing, Pune, www.scdl.net.
■ University of Mumbai, Mumbai,
www.mu.ac.in/idol.


