
ACE Workshop:

Reading and Notetaking

Please note: these workshops are interactive!
Message the lecturer if you are unable to unmute
your microphone during the session.

Session will start at: 00:00



ACE

List five reasons 
why reading and 

notetaking 
effectively is 
important at 

university

Practise skimming, 
scanning and 

reading for detail, 
explaining the 

purpose of each 
strategy

Use the SQ4R 
method to take 
effective notes, 

generating 
questions from 
headings and 
subheadings

By the end of the session you will be able to:

Use a range of strategies to better engage with academic texts

Reading and Notetaking:
Workshop Content



Importance of Reading and Notetaking 

ACE

Constitutes the largest proportion of your study time.

Enhances your subject knowledge.

Supports the formation of new ideas, knowledge and applications.

Improves critical thinking skills. 

Supports the development of your own academic writing style.

Leads to improved grades through engaging with a wide range of 
sources.



4. Caution4. Concision2. PrecisionThis is a divider slide1. Formality1. Reading Different Types of Text



Types of Text and Challenges 

ACE

2 What do you find challenging about reading these 
texts?

1 What types of text are you expected to read on your 
course?



Overcoming Challenges: Quick Tips

ACE

Start with set texts and recommended reading, e.g. lecture materials, 
VLE resources and reading lists.

Read simpler texts such as textbooks to build understanding before 
moving on to more advanced texts.

Keep a glossary of key terms and abbreviations. 

Learn how to use the library services and Google Scholar.

Use techniques to find relevant information and key words, e.g. 
contents and index pages, ctrl+F search.

Be selective! Only read the parts of the text you need and always read 
for purpose!
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Textbook

Journal Article

Report 

A

B

C  Contents page, chapters, chapter 
introductions, headings and sub-headings, 

chapter summaries, index pages, and 
reference list.  

Title, abstract, introduction, methodology, 
results, discussion, conclusion, and 

reference list.

Title page, contents page, executive 
summary, introduction, headings and sub-
headings, conclusion, recommendations, 

and reference list.
1

2

3

Match the type of text to its key features!



ACE

Textbook
C

B

A Title page, contents page, executive 
summary, introduction, headings and sub-

headings, conclusion, recommendations, and 
reference list.

 

1

3

Match the type of text to its key features!

 Contents page, chapters, chapter 
introductions, headings and sub-headings, 

chapter summaries, index pages, and 
reference list.  

Title, abstract, introduction, methodology, 
results, discussion, conclusion, and reference 

list.

Journal Article

Report 

2

3



ACE

Reading a Textbook1

3

1. Look for key words in contents 
and index pages to identify 
relevant chapters to read.

1
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Reading a Textbook1

3

2. Skim through the chapter 
introduction, headings and sub-
headings, visuals and chapter summary 
and identify relevant sections to read.

1
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Reading a Textbook1

3

3. Read relevant sections of the chapter 
in detail and take notes!1
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Reading a Textbook1

3

4. Look for further sources in the 
reference list (snowballing).1



Types of Text: Key Features 

ACE

Journal Article

Report 

2

3

Next you will be shown the key 
features of journal articles and 
reports.
In your breakout rooms, discuss the 
following question:
How might you approach reading 
each of these texts? 
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3

1. Title – Indicates what the article is about.
2. Abstract - Summarises purpose of study, how it was conducted and the main 

findings.
3. Introduction - Defines key terms and provides background and context to the 

study - why is it important?
4. Methodology - Explains how the study was conducted and the methods used.
5. Results - Presents results in the form of raw data.
6. Discussion of results - Discusses and interprets the results and what they mean.
7. Conclusion - Provides conclusions and recommendations based on the discussion.
8. Visuals, e.g. graphs, charts - Raw data (usually in the results section).
9. Reference List - List of sources used (at the end of the article).

Key Features of a Journal Article2



Key Features of a Report

ACE

2

1. Title page - Indicates what the report is about.
2. Contents page - Outlines what is included in the report and where it is 

located, e.g. page numbers.
3. Executive summary - Summarises the purpose of the report and the main 

findings and recommendations.
4. Introduction - Defines key terms and provides background and context to the 

report: why is it important?
5. Headings and sub-headings - The 'main body’ of the report which explores 

aspects of the subject in more detail and breaks it down into component parts.
6. Conclusion - Summarises the main findings of the report.
7. Recommendations - Provides actionable recommendations of how to move 

forward.
8. Reference list - List of sources used (at the end of the report).

3
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1. Identify relevant key words in the title.

2. Read through the abstract to ensure it is relevant.

3. Skim read the introduction for background and context.

4. Ctrl+F search for key words throughout the article.

5. Read discussion of results and conclusion in detail and take notes!

6. Look for further sources in the reference list.

Reading a Journal Article2
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1. Look for key words in contents page and select relevant sections to read 
and 'Ctrl+F' search for key words throughout the report.

2. Read the executive summary to get a brief overview of purpose of report 
and the key findings.

3. Skim the introduction for background and context. 

4. Read through the conclusions and recommendations in detail - take notes!

5. Read through any other relevant headings and subheadings in detail - take 
notes!

Reading a Report3



This is a divider slide1. Formality2. Skimming, Scanning and 
Reading for Detail 



Reading Strategies: Skimming, Scanning and Reading 
for Detail

ACE

1

2

3

Skimming
A quick look or read to 
determine an overall 

idea of the text.

Scanning
Looking for a specific 
number, key word or 

section.

Reading for Detail
Having located a section 

of interest, reading for 
specific information 

slowly.



Reading Strategies: Skimming, Scanning and Reading 
for Detail

ACE

1

2

3

Skimming
Check if a text is 
relevant.

Ascertain the general 
idea of a text and the 
writer’s argument.

Understanding 
background and 
context.

Scanning
Find specific 
information.

Locate relevant content 
in contents and index 
pages.

Reading for Detail
Gain an in-depth 
understanding of ideas / 
concepts / theories / 
writer’s argument.

Build knowledge and 
form a justified stance 
before writing an 
assignment.



Practise Skimming and Scanning
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1

2

3

Scan the article to find the 
following sections:

1. Abstract
2. Conclusion

Skim the abstract and conclusion and 
answer the following questions:

1. What is the article about?
2. What is the aim of the research?

3. What are the main conclusions and 
recommendations?

Use the example journal article to complete the following tasks:

https://www.mdpi.com/2227-7102/13/4/410


Conventions in practice 3. SQ4R Reading and Notetaking 
Method



Introducing SQ4R 

ACE

1

2

3

SQ4R is a reading and 
notetaking technique that helps 

you:

• Read for purpose
• Read for detail
• Take more effective notes 
• Link new learning to previous 

learning
• Develop critical thinking

Survey

Question

Read

Respond

Reflect

Review



Introducing SQ4R 

ACE

1

2

3

Survey

Question

Read

• Skim and scan the text, including 
headings, sub-headings and visuals 
and look for key words.

• Is the content relevant? What 
sections are you going to read?

• Generate some questions you would 
like answering from reading the text.

• You can turn headings and sub-
headings into questions.

• Read one section at a time in detail.
• Look for the answers to your 

questions.
• New questions might arise - this is 

normal!



Introducing SQ4R 

ACE

1

2

3

Respond

Reflect

Review

• Record the answers to your questions 
in your own words.

• Ensure you understand what you have 
read. Re-read if necessary.

• Reflect on what you have read. Make 
links to previous learning and reading. 

• To what extent do you agree with the 
author?

• Make further notes in a different colour.

• Review your notes. What have you learnt? 
• Have your questions been answered? 
• Do you need to conduct further research?
• Could you rewrite / condense your notes?



Creating Questions
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1

2

3

Generating questions is an important part of the SQ4R method as it helps 
you read for a purpose and take clear, succinct notes.

• Turn headings and subheadings into questions.

• Generate your own questions based on what you have surveyed in the 
text and what information you need to answer your assignment question.

What are the challenges and threats posed by ChatGPT in education?



Practice using the SQ4R reading & notetaking method:

Using SQ4R: Question 

ACE

1

2

3

1. Go to the discussion section of the example journal article.

2. Choose a sub-heading and turn it into a question.

3. Use the article to answer the question!

https://www.mdpi.com/2227-7102/13/4/410


Example Questions 
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1

2

3

What are the limitations of the research?

What is ChatGPT?

What was the aim of the research?

What was the methodology of the research?

How do we leverage Chat GPT in teaching and learning?

What are the challenges and threats posed by Chat GPT?

What immediate action should be taken?

What were the conclusions and recommendations?



Reflect is one of the most important parts of SQ4R. This is where you 
engage critically with what you have read. You should consider:

Using SQ4R: Reflect 

ACE

2

3

• How what you have read links to previous reading and learning.

• How what you have read maps onto your organisational context. 

• To what extent you agree with the author and why.
 
• The quality and validity of the author’s arguments and interpretations.

• Limitations, biases or anything the author has not considered.



Using SQ4R: Reflect 

ACE

2 Are there any limitations to this research?

1 To what extent do you agree with the author and why?



• The article is based on research from December 2022 to February 2023. For a 
field developing as rapidly as generative AI, are these findings likely to be out 
of date?

• Have recent updates to ChatGPT reduced the ‘generation of incorrect or fake 
information’, thus improving its quality as a tool for education?

• The article claims that ‘ChatGPT’s ability to facilitate plagiarism not only 
impairs academic integrity but also defeats the purpose of assessment’ but 
have universities adapted since 2023 to allow limited use of Generative AI in 
certain assignments?

• Have new Generative AI tools been released since this article’s publication, 
which could perhaps be better suited to use in education?

Possible Limitations



Review
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Reading and Notetaking Strategies - Review

Reading should make up the largest proportion of your 
study time1
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Reading and Notetaking Strategies - Review

You should always read an entire journal article from start 
to finish2
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Reading and Notetaking Strategies - Review

You must critically reflect on what you have read 3



Thank you for attending this ACE Workshop.
We would be grateful if you could take 2 minutes to 

complete our feedback form.

ACE Feedback

ACE

https://forms.office.com/Pages/ResponsePage.aspx?id=lwcinDfD-EmwhqmiSXn3KP-2prNDq1dFrYob9O280jRUQUVERlNBWUdaWlROVE5XWUJMMEdYMjRRWS4u
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Do you require further academic support?

Look on the 
ACE Page for 

resources

Check out our 
upcoming 
workshops

Book a 1-2-1 
tutorial

https://www.qa.com/apprenticeships/portals/apprentice-learners-portal/academic-community-of-excellence/
https://outlook.office365.com/book/ACEWorkshops1@qalearning.onmicrosoft.com/
https://outlook.office365.com/book/ACEWorkshops1@qalearning.onmicrosoft.com/
https://outlook.office365.com/book/ACEDAStudySkillsSupport@qalearning.onmicrosoft.com/
https://outlook.office365.com/book/ACEDAStudySkillsSupport@qalearning.onmicrosoft.com/


Any questions?
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