

TIPS/SAMPLES FOR NOTE TAKING
1. Don’t make a note card for every paragraph because you only need 3 or 4 cards per category.

2. If a paragraph or two doesn’t interest you or it doesn’t give good info, then skip it and keep reading.

3. It is all right to summarize several paragraphs on to one note card.  

4. Don’t turn in note cards with one sentence.  Each note card should be at least 2-3 sentences so fill them up with good info!

For example, let’s say you chose social worker as your career.  Below is the paragraph of info from one of your sources:


There are three main types of social work:



Case Work




This is face to face involvement with individuals or families



Group Work




This involves rehabilitation and recreation, working in areas like 




housing projects, hospitals, institutions and schools.



Community organization work

This involves taking on the concerns of whole community.  Community workers are often assigned to particular neighborhoods.

If I were to paraphrase this section of information, my note card would look something like this:

There are several types of social workers.  One type is a case worker who mainly works with people and/or families to help with personal problems.  Another type is a group worker who deals with larger groups of people in hospitals, schools, and housing projects.  A final type is community organization work where the social worker works with the whole community.  They often work with specific neighborhoods to help them deal with their problems.  

Notice how the above paragraph is a mix of my words and the words from the article.  To avoid plagiarism, don’t copy sentences word for word; instead, use different words or phrases that mean the same thing and mix around the order of the sentence.  Make an effort to put sentences and paragraphs in your own words as much as possible so that you are not accused and penalized for plagiarism.

Now it’s your turn.  Please paraphrase the following paragraphs in to one paragraph:


For social workers, caring about their clients while maintaining a safe distance is an ongoing struggle.  This can be especially difficult when you strongly sympathize with a client.  
It’s important to have a plan for taking care of yourself to avoid taking the job home with you at night.  Many social workers deal with this by having a group of friends they can talk to about their day.  Others cope with the stress by having a relaxing hobby.  
Social workers who don’t have a plan for dealing with the difficult experiences that they find in their work can suffer from burnout – a common problem in this field.

