Test taking Hints Part II

General Hints:

· The most important hint in preparing for a test: STUDY

· The two most important hints in taking a test:

· Put your name on your test

· Read and follow directions

· Arrive at the test early to allow time to collect your thoughts and do relaxation exercises.

· Budget your time on tests:

· If the essay question is 50% of your possible points, allow 50% of your time to do it.

· Wear a watch to tests and use it.

· Allow enough time to go over the test to correct mistakes.

· Listen carefully to spoken instructions before the test as sometimes changes have been made from the written directions. Check the board too!

· Look over the entire test before taking it.

· Estimate the time needed for each section.

· Make a note of the point value assigned to each section.

· Use all of the time allowed.

· Read the directions slowly and then re-read them. If it says to answer 2 of 3 questions, do not answer all three. If the directions are confusing, ask about them.

· Jot down any formulas or memory aids. (data dump)

Objective Test Skills:

· Carefully read all questions and answer choices.

· Work with steady speed through the test.

· Read all the questions and answer the ones you feel confident about first.

· Mark the questions you will need to return to—sometimes one question will help you answer another one.

· Recheck your test. One study showed that students are twice as likely to change an incorrect answer to a correct one as the other way around. Always be sure of your answer before you change it.

· In true/False questions, changing an answer from T to F is more likely to be correct than changing from F to T.

· Try not to over interpret the test. Most instructors do not deliberately use trick questions, so don’t outsmart yourself by looking for tricky interpretations and ignoring the obvious.

· If the test is machined scored, erase completely and make no stray marks.

· If you are using a separate answer sheet, check every 5 items to make sure you are answering on the correct line.

· If possible, mark the test. Circle the word or hint that led you to your answer. This will remind you why you made your choice and make rechecking easier.

Multiple Choice

· Make sure you understand whether one or more than one correct answer is possible….read the directions.

· If you are using Scantron forms, most likely only one answer is correct.

· Before reading alternatives, try to think of the answer and find it among the alternatives. If it is not there, use the process of elimination.

· Cross out obviously wrong answers. When one or more remaining seems correct, pick the one that best completes the sentence. Perhaps wording of the item or grammar used will give you a clue.

· If you draw a total blank on a multiple-choice question, pick the last choice. Sometimes the test writer will save the correct answer for last.

· Be sure to read all answers. Sometimes two choices will be similar but only one will be correct.

· Watch out for “except” type questions where all the choices fit the question but one.

· You will need to look for the one that does not belong.

· The alternative most different in length from the others tends to be the correct choice.

True/False. 

· If a statement is not completely true, it is false.

· If a statement is not completely false, it is false.

· If there is no penalty for guessing, answer all questions because you have a 50% chance of being correct.

· Look for qualifying words like: all, most , some, no, always, usually, sometimes, never, rarely, entirely, totally and only.

· Sweeping generalizations containing always and never are almost always false.

· Statements using qualifiers such as sometimes, generally, in most cases, probably and seldom tend to be true.

· Be careful about double negatives that cancel each other out.

· Do not spend a lot of time on this section of the test. Usually these items do not carry a big point value.

· Do not assume answers are in a certain order or pattern such as TTF, TTF or TFT, TFT etc.

Matching / Fill-In / define / Identify / Listing

· On a matching section, check first if each column has the same number of items. If it does, use the process f elimination. Match the items of which you are certain, cross off the matching response and work through the list. Save the guessing until you have gone through the ones you know. Guessing early can trigger a whole chain of incorrect answers.

· Prepare for fill-in the blank by making your own list of names, dates and terms from your reading and lecture notes. Use 3 X 5 cards for this preparation.

· On fill-in the blanks, read the entire passage first because it will often contain clues that will help you recall the answer. The article a or an will signal a word beginning with a vowel, sometimes a verb form will tell you whether you are looking for a singular or plural answer. Use your grammar clues!

Guessing Guidelines

· If two answers are alike except for one or two words, choose one of these answers.

· Look for grammar clues in the sentence completion items.

· If answer choices cover a wide range (1, 45, 54, 129) choose one in the middle.

· If two quantities are almost the same, choose one of these.

· Look for an answer that is significantly longer or shorter than the others.

Open Book Tests

· Tab or use paper clips or sticky notes to mark important pages of the text. During the test you will not waste valuable time searching for the chart, or table, list etc that you need.

· Prepare thoroughly---these are frequently the hardest tests. That is why they are open book!

Essay Tests:

· Start with an easy answer and save the tough ones for later.

· Make a brief outline(data dump). Using this, you will be less likely to leave something out. Also, if you run out of time, the outline may get you some points.

· Make your introduction short.

· Make you conclusion brief.

· Go quickly from general to specific and provide as much of the specific as possible.

· Use your good stuff first…essay graders will sometimes stop reading an answer as soon as they decide you know what you are talking about.

· Double space in case you later decide to insert another idea.

· Avoid fill lines that say nothing. Graders tend to get bored going through filler to get to the meat of your essay.

· Use a pen. A pencil can be difficult to read.

· Only write on one side of the paper. Sometimes dark pens go through to the opposite side of the paper. Also if you decide later to add a paragraph, you have room.

· To know a little and present it well is usually better than knowing much and presenting it poorly.

· Qualify answer when in doubt. “Toward the end of the 19th century” is better than 1894 if you are not certain of the date.

· An exam is not a good time to prove your own point. Select the answer the instructor supports. “But Rush Limbaugh would love it” is not a justification for your essay.

· These are some of the things that an instructor looks for in an essay:

· Is the answer well organized, coherent, logical?

· Did the student understand the questions and answer them completely?

· Are generalizations adequately supported by facts?

· Is this student obviously knowledgeable?

· Is the writing clear and understandable?

· Is the writing mechanically and stylistically correct?

· Is the spelling correct?

· Is the grammar usage correct?

· Although neatness us not a stated criterion, studies show essays written neatly and legible earn higher grades.

