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Presentation
UniR Universités & Réfugié.e.s is a non-profit organization based in Paris, France, that supports
refugees and asylum seekers in their academic and socio-economic integration in France.
Their work is divided into 3 pillars of action:
personalized academic support, a program that consists of several stages ranging from a
diagnosis of needs to the preparation and submission of university applications ;
academic preparation, which includes a French language program (FLE 2.0), a mentoring
program for women (Intercultur’elles), and professional orientation workshops ;
the production and dissemination of knowledge, which includes their recently published study
on the challenges of refugee women in accessing higher education in the region Île-de-France
and advocacy actions on the right to higher education and gender equality.
For more information on the actions and programs offered by UniR, visit www.uni-r.org.

What is “university methodology”?
It is a way of learning, effective in helping students to apply their aptitudes with university
demands. To successfully meet university expectations, it is necessary to adapt your learning
methods and organization. The following guide will allow you to progressively adapt your learning
methods in order to become more efficient, independent and to respond to the expectations of
professors.

Why a university methodology guide?
This guide was created to support the realization of UniR’s Déclic project, which offers university
methodology workshops for refugee students in Paris. This guide is a theoretical document in
which each chapter provides a step by step presentation of a different methodology designed to
help students accomplish their academic requirements.
Note: This guide was developed with a French university methodological approach and was
translated to English, adapted to apply to a more general student public. The following lessons are
guidelines that are able to be utilized and adapted in accordance with the university system in your
country. This guide can be used and distributed for personal consumption. The content found
within the guide remains the property of UniR Universités & Réfugié.e.s.
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Lesson 1: Note taking
Note taking is essential in university, but it is not always easy, especially during lectures
when professors present on a topic in which they follow their own train of thought. This
lesson begins by discussing lectures, in order to understand how they are constructed and
how to distinguish certain aspects that will help with efficient note taking. Afterward, the
lesson will address note taking directly:
Why take notes?
How to take notes?
How to use notes?

Lesson 1 - Note taking
What is it?
Note taking is a summary of what is being said during a
course or in a document.

What is it not?
Note taking is not the transcription of an entire course or
document.

1. Why take notes during class?
> University courses rely heavily on students taking notes. Note taking is often the only way you
can have a record of the topics that were covered in the course, as professors will not provide a
full transcript or write record of the lecture.
> It is important to take notes because it is impossible to retain all of the information presented
during a lecture based only on listening. However, you should not write down everything the
lecturer says, this would be too complicated and is unnecessary. You should concentrate on
noting the essential information: keywords that define important terms, elements or ideas related
to the course, and the logical or chronological links between different topics, which allows you to
understand the connection between different ideas.
> Note taking helps with memorization and understanding concepts that were discussed in a
course. Notes are particularly important because they allow you to review course material and to
complete written or oral assignments.
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> Note taking is used during lectures and other types of courses, but is also used when consulting
and or reading course materials and documents (scientific articles, journals, videos, reports, audio
recordings, etc.) that you want to keep record of.

2. Why and how to complete notes after class?
> It is important to complete notes after each class. In preparation for exams, students are
required to reformulate the key concepts discussed in the course. In order to do this, you will
need to revise and complete notes taken during class. It is not recommended to wait several days
before completing your notes, it is best to complete them when the memory is still fresh. This
allows you to remember why you left specific spaces in your notes to complete later and what
information must be added there, for example.
> During class, professors often give bibliographical references that are related to the topics
addressed in the course. In order to better understand these topics, it is helpful to complete notes
by reading these references on the internet or in the library, and then finding similar scientific
articles or works on the topic.
> Completing notes allows you to have a more broad visualization of the discipline and to better
understand the concepts addressed by professors.

3. Preparing for note taking before a class
> Before class, it is important to define the means in which you will best be able to take notes: on
a computer or on paper? In order to make the best choice, here are four questions to answer:
Do I type or write faster?
Am I more comfortable with typing on a computer or writing by hand?
Which medium makes it easier to complete and modify my notes after class?
Which medium allows me to take clear and eligible notes?
> Suggestions :
You can take notes by hand and then type them on your computer after class, or you can take
notes on your computer and then write them by hand after class. Rewriting your notes helps
with memorization. The order in which you use these mediums depends on your personal
learning style.
You can take notes and audio record the course at the same time to be sure that you did not
miss anything important. However, listening back to hours of course material takes a long
time. Watch out, if you choose this options, you will not have the right to share the audio
recording or to post it on the internet without asking permission from the professor
beforehand.
> Note taking is not always easy, depending on the topics and the way in which your professors
present them while following their train of thought. Therefore, the following section of this lesson
will begin by defining the characteristics of a lecture in order to understand how it’s organised.
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Lesson 2 - Lectures
1. What is a lecture?
> University programs are often separated into several subjects, each one divided into two or
three types of courses, such as lectures, seminars, labs, etc. While they each deal with the same
overarching discipline, these types of courses are different from one another.
> You can personalize this guide to the specific types of courses offered in your country with the
help of the table below. Ask a teacher or fellow student for help if you are unsure of the different
course methodologies used.

Course #1: Lectures

Course #2:

Course #3:

> Lectures are most often
held in amphitheaters that
seat students of an entire
program.
> Professors or researchers
will share their knowledge on
the disciple they teach. He or
she will present and the
students are required to take
notes on what is said.

2. The characteristics of a lecture
> Although lectures vary between professors and countries, between disciplines and courses,
there remains certain core characteristics.
> A lecture is typically divided into several sessions, following a logical progression typically
outlined in the first course or in the syllabus.
> The professor can use visual supports for their presentations, such as a powerpoint or slide
show. They can share diagrams, photos, or videos to illustrate their presentations and facilitate
student comprehension. These supports may be made available online to students before or after
the lecture.
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> These details are typically outlined in the first course, when the professor reviews the plan for
the semester and the organization of the course. However, the use of slide shows and other visual
supports is not systematized and depends on the professor's teaching style.

> Outline of a lecture:
Beginning of the course: Each lecture potentially begins with a review of what was presented in
the previous lecture, making the connection with what will be discussed during the current
lecture.
Presentation of key concepts: During the lecture, the professor will present concepts objectively,
provide definitions, presenting the perspectives of other researchers on the topic and analyzing
the concept through their personal critique and or analysis.
Reformulating key concepts: During the lecture, the professor will reformulate the key concepts
by using synonyms, paraphrases, alternate definitions, emphasis on certain elements of speech,
etc.
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Lesson 3 - Taking notes during class
> When taking notes, you have to summarize. You must do some analytical work to identify
important information and avoid the unnecessary. Try to identify:
Key concepts, which are often repeated and reformulated by the lecturer and summarize the
idea being discussed,
Terms and definitions, as well as their bibliographic references,
Important technical terminology,
Words or phrases that represent the logical relationship between ideas or concepts, and the
steps necessary to understand the logic of the idea.
This is a good starting point, but these suggestions are not enough to have completed notes.
> Suggestion: You can take notes during class and share them with a friend afterwards to compare
the information that you respectively wrote.
> When taking notes at the same time as listening to a lecture, you must be fast. To do this, you
can use abbreviations and or symbols that will help you take notes faster. Abbreviations allow you
to shorten the ends of words or to shorten words entirely. Symbols allow you to replace groups of
words or phrases. It is important to create your own system of abbreviations and symbols, and
that you use it each time you take notes.
You can eliminate small words that do not contribute to the comprehension of phrases, such
as articles or auxiliary verbs, for example.
Write with your own words, do not try to write word for word what is being said. The most
important thing is that you understand the context and that you will be able to use your notes
later.
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• Suggestions of symbols and abbreviations :
Feel free to complete these tables with your own system of symbols or abbreviations...
Abbreviations

Significations

Abbreviations

Significations

asap
b/c
b/w
c.
cpdt
gov.
edu.
e.g.
esp.
et. al.
etc.
ex.
i.e.
indv.
lrg.
max.
min.
n/a

as soon as possible
because
between
circa
cependant
government
education
for example
especially
and others
etcetera
example
in other words
individual
large
maximum
minimum
not applicable

prob.
re:
ref.
sim.
sm.
thru
vs.
w/
wd.
yr.

probably
regarding or about
references or refer to
similar
small
through
versus
with
word
year

Symbols

Significations

Symbols

Significations

→

leads to or causes or
becomes...
comes from or has its
origin in or is derived
from...
increases or goes up or
progresses...
decreases or goes down...
sum or total...
nothing or empty or
absent…
and or add to or more or
more than…

-

subtract or less or less than...
equivalent or is equal to...
in relation to...
same...
is than or worth less than or
takes places before...
is greater than or better than
or takes place after...
exists or is found...
is part of or is related to or
belongs to...
is not part of or is foreign or
does not belong to...
is a function of

←

↗
↘
∑

∅
+

=

/

∧
<
>

∃
∈
∉
⨍
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Lesson 2 : Types of assignments

Types of assignments may vary depending on teaching styles, universities, countries, etc. It is
important to understand the types of assignments that may be asked of you in university and
how to complete them. This lesson will help you understand the types of assignments for
homework and exams that you may encounter at university.

Lesson 1 - Types of assignments
> The types of assignments presented below give an overview of what you may encounter at
university, but it is possible that some teachers use other types of exercises. It is always important
to pay attention to what the teacher may say about the evaluation methods of their course and to
question them about it if they do not specify anything.
> There are three main types of academic work: course work, written assignments and case
studies :
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Course work

> What students may be
asked to do :
define terms or concepts,
answer questions in a few
words or with a short
text,
develop a demonstration
of coursework using
different methods than
those seen in class.

> It can also take the form of
true-false questions or single
or multiple choice questions.
This type of exam assesses
the students' understanding.

This type of exam assesses
the students'
understanding.

Written assignments

Case studies

> What students may be
asked to do:
answer questions that
extend or challenge the
course with a wellstructured text (ex:
synthesis)
express an opinion, a
reflection, analysis,
argument and compare
situations described by
writing a well-structured
text.

> What students may be asked
to do:
Analyze a situation by
interpreting data and
adapting it to a pattern or
process studied in class.

> If an opinion is to be given,
the teacher is generally more
interested in the way it is
given than in the opinion
itself.
This type of exam evaluates the
students' ability to write,
analyze, argue and synthesize,
and to use the knowledge of
the course.

> For example, students may be
asked to analyze the
development of language in a
child based on recordings over
several years, or to analyze an
organism's response to an
external body based on medical
data.

This type of exam assesses
students' understanding of the
methodologies and their ability
to apply them.

> Recognizing the type of assignment you are required to complete can tell you more about what
is expected by the teacher.
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2. Prompts and instructions

An assignment or an exam is generally provided with a prompt that presents the subject that the
student will deal with, and instructions, which explain how the student will address the subject.
These two elements are very important: they contain all the information about what is expected
by the teacher.

> There are several types of prompts:

Thematic prompts
> They give the subject
of the answer.

Prompts in the form
of questions

Prompts in the form
of quotations

> You must answer with
a short or long essay,
depending on what is
specified in the
instructions.

> You must comment on
it or analyze it by giving
or not giving your
opinion, depending on
what is specified in the
instructions.

> There are several types of instructions:

For an analytical
approach

> They ask to analyze
the subject in the
prompt.

A dialectical
approach
> They ask to comment
on or discuss the subject
in the prompt.

For a mixed
approach
> They ask to analyze
and discuss the subject
in the prompt.

> Directions always use action verbs ("write", "comment", "argue", "explain"...) which are followed
by complementary information ("cite 3 reasons", "write in 200 words", "use an outline"...).
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The action verbs most often used are:

Verbs

Analyze

What do they ask of you?
Identify the theme, its limits and the problem it addresses
while being objective.

Comment on...

Explain the quotation by using examples. The answer can
be personal but it must be argued well, without
paraphrasing.

Prove

Conduct rigorous reasoning to arrive at a thesis and
conclusion.

Explain

Examine the subject or judgement.

Illustrate

Use significant examples to illuminate the meaning of a
quote or thesis.

> Understanding the wording of a prompt is crucial to meet the teacher's expectations. In order
not to make mistakes, you must take the time to analyze it (10 to 15 minutes). To do this, you
must:
read the statement and then ask yourself questions about the type of statement, what is
being asked and what the teacher expects,
once this is understood, rephrase it in your own words as if to explain it to someone who has
not understood,
then compare the original statement and the rephrased one to check that they are not too
different,
underline the elements of the instructions that frame the assignment in order to define the
approach to be used,
note the key words,
from these words, identify the topic and its limits in order to avoid going off-topic,
identify the problem or question that will open up avenues of reflection.
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Lesson 3 : Outline
What is it?
An outline allows you to organize your thoughts and give a
structure to your reflections in order to answer a question or a
prompt. Establishing an outline means constructing your
thoughts step by step. It defines the focus of your reflections.

What is it not?
An outline is not written in longhand, but detailed by key
words, concepts, and shot phrases.

Lesson 1 - Types of outlines
> There are different types of outlines:
Thematic

> The analysis covers
various aspects of
the same subject.
> This type of outline
is used to define a
concept.

Analytical

> The analysis starts
with an observation
and then develops the
causes, consequences
and solutions.

Comparative

> The analysis makes a
comparison. The first
two sections are
compared and the
third section provides
an assessment.

> This is a basic outline
format.
> This type of outline is
used to analyze a fact
or reflect on a general
problem.

> This type of outline is
used to highlight the
similarities and
differences of a notion
or phenomenon.

Critical

> The analysis first
presents the thesis,
then the critique and
finally the synthesis.
> The synthesis must
provide a
complementary
response to the points
of view established in
the thesis and critique.
> This is a basic outline
format.
> This type of outline
is used to discuss an
idea or measure the
advantages and
disadvantages of a
phenomenon.

> The analysis of the prompt and the instructions can provide information on the type of outline
expected.
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Lesson 2 - Method for developing an outline
> The outline responds to the previously established question or topic and is the result of your
personal reflection.
> The analysis of the topic allows you to identify the central notions, concepts, and terms related.
You must respond to these ideas and organize them in a way that allows you to establish key
sections and subsections of the outline.
There are two ways of doing this:
group related the ideas together (you can underline them, for example) to define the main
parts of the outline and then give them a name,
start with the questions that respond directly to the topic and make them the main parts of
the outline.
> In your draft, name the different parts as precisely as possible, spacing them out so as to insert
the corresponding arguments in a hierarchy. Each part must contain the same number of
arguments and examples. If one part is too light on context or too short, it is better to delete it.
Generally, outlines have three parts, but this is not a rule.
> The outline should be logical. In order to explain your reasoning, it is important to make
transitions when one part concludes, how it has contributed to the analysis of the question or
subject and how it relates to the next topic. The transition does not have to be long; it can be
expressed in one or two sentences.
> Before writing the final essay, it is recommended that the outline be detailed, that the ideas are
developed and the examples linking them are identified.
> If the assignment is a detailed outline (without an essay) the different arguments and examples
must be clear to the teacher, and the introduction, transitions and conclusion must be written.
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Lesson 4: Presentation
Whether alone or in a group, an oral presentation is an exercise that can often be scary but is
an essential part of university and course evaluations. Speaking in front of an audience can
be overwhelming and can generate a lot of stress. Therefore, this lesson is going to present
the methodology step-by-step to help you prepare for oral presentations. The lesson will
begin with discussing a written preparation and then provide guidelines and advice for
preparing an oral presentation to make sure that everything goes well on the day of.

Lesson 1 - Presentation
1. What is an oral presentation?
> An oral presentation takes place in front of an audience of your fellow students. The
presentation may consist of the presentation of a report, essay or project, but it can also address a
specific concept or idea that will need to be analyzed, discussed, explained, etc…
> A presentation has two major components: the oral presentation and the time for questions and
answers posed by the audience in which you must respond.

What is it not?
An oral presentation is not a general evaluation made during course
discussions.

2. The evaluation of a presentation
> Evaluations generally are based on two aspects of a presentation:
the content, i.e. mastery of the subject, the relevance and consistency of the information and
ideas put forward,
the form, i.e. the ability to communicate information correctly and ideas clearly, the posture of
the presenter and the quality of the language used.
> Depending on the discipline, the pedagogical objectives, and the professors, the evaluation can
be made by the professor or by other students.
> To be successful in public speaking without too much stress, you have to be well prepared.
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Lesson 2 - Written preparation for a presentation
1. Define the topic and establish an outline
1.1. Define the topic
> The topic must be clear and precise. In the case that the topic is predefined, you must analyze
the material and highlight key words and concepts to define the context of the topic and the
information necessary to address it. This makes it possible to organize your research for
supporting materials.
1.2. Researching supporting materials
> Researching supporting materials is necessary to develop your knowledge on a topic and have
enough information to address it.
> Once the topic is defined, it is necessary to start by identifying the key words and concepts
which will give a starting point to your search. For this, it is possible to consult reference works
such as encyclopedias and dictionaries. You should note each source and reference in order to
then justify your presentation and trace the information as you discover it.
> As the subject generally echoes the course work, the references mentioned during the lessons
by professors can serve as a basis for bibliographic research. It is also possible to consult library
catalogs and or article databases by searching by author or by keyword.

1.3. Establish an outline
> Once the topic is defined and you have researched it, it is necessary to establish an outline for
your presentation that responds to the topic or question. This outline will serve as a guide for
your oral presentation and will allow you to be coherent and logical.
> The outline must be clear and simple. It is sufficient to concentrate on three or four main points
that are essential to your topic. It is composed of three main parts: the introduction, the body and
the conclusion. The body must always begin with a more general presentation of the information
and move towards more precise content.
> It is important to know the time that you will be allotted for the presentation. This allows you to
organize and structure your presentation given it’s duration.
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2. Prepare your notes
> Once the outline and presentation content has been established, you must prepare your notes
to use as a support during the oral presentation. They must follow the same form as your detailed
outline:
introduction,
section titles,
section sub-titles,
the ideas for each section and subsection,
examples,
transitions between sections,
conclusion.

> Your notes should not be long or complex sentences. You must use key words and short
phrases that will allow you to read quickly and not affect your presentation. Your notes must not
be paraphrases or copy/pasted texts. They should also not include words or concepts that you
don't fully understand, as you do not want to find yourself in a difficult situation.
> During the presentation, don’t forget to define technical terms in order to show that you
understand them and to teach them (or remind them) to your audience. It is also important to
present the topic and the outline that will structure the presentation so that the audience can
follow throughout the presentation.
> The conclusion must be brief and to the point. Remind the audience of key points and the
connections between them in order to ensure you have convinced your audience.
• Suggestions :
Only write your notes on one side of paper or note cards so that you don’t have to turn the
pages.
Number the pages of your notes so you don’t lose your place during the presentation.
Write in a large font so that it is easier to read while presenting.
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3. Prepare a PowerPoint presentation
> A PowerPoint presentation is not always required. The professor will generally state if a visual
presentation is necessary. If nothing is mentioned, don’t hesitate to ask! In the case where you will
need to make a presentation, it’s important to prepare in advance so that you aren’t rushed at the
last minute and so you can practice your presentation with the PowerPoint.
> The role of the PowerPoint presentation is to support what you are presenting out loud. It
allows you to visually show key ideas and to use illustrations, graphs and tables, or audiovisual
supports. It is important that the text on the presentation is clear and legible. Limit your use of
effects between slides and don’t overwhelm the screen. It’s preferable to use keywords over
complete sentences. The use of keywords doesn’t mean that you don’t need to pay attention to
the quality of the language used. For any use of illustrations, graphs and tables, or audiovisual
supports, they must be made clear and legible to read from afar.
> So the presentation is harmonious, the visual design must be uniform. Here are some
suggestions:
Don’t use serif fonts that make text difficult to read (like Times New Roman); use instead sans
serif fonts like Arial or Calibri.
Write titles in size 36 and text in size 32.
Avoid dark backgrounds.
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Lesson 3 - Your oral presentation
1. Practice your presentation
> It is important to practice your presentation in the time allotted for it. The more you practice,
the better you will memorize the content and the less you will need to use your notes (which you
don’t want to do too much during your presentation).
> Try to follow a chronological outline of your presentation. For example, if your presentation is
15 minutes long:
greetings: 10 seconds
introduction: 30 seconds
presentation of the outline: 20 seconds
first section: 3 minutes
second section: 3 minutes
third section: 3 minutes
conclusion: 1 minute 30 seconds
questions: 3 minutes
plan for 30 seconds extra in case of unforeseen circumstances
> It may be interesting to practice in front of one or more persons in order to gain confidence and
have their feedback, allowing you to make changes and corrections in advance.

2. Your oral presentation
> During the presentation, it is important not to read your notes but to look at your audience,
without focusing on one person in particular. This allows you to carry your voice and to stand up
straight. Avoid speaking in a monotone. The pace should be neither too slow nor too fast. Speak
loudly enough, change your intonation, articulate correctly... It is important to find a comfortable
posture, and not to move in all directions.
> It is important to announce the outline at the end of the introduction and the transitions
between each part. It is also preferable to use short sentences and the present tense. If available,
you can use the board to write down key words and main ideas. Be careful not to turn your back
to the audience for too long and write legibly. If possible, it is best to write things on the board
before the presentation.
> If time is up, it is still important to conclude the presentation. To do this, use the last minute to
say the main points and make a very quick conclusion.
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3. Respond to questions
> The presentation always ends with questions and answers. When your oral presentation is over,
it should be made clear that the question period can now begin.
> When a question is asked, it is normal to take a little time to think about the answer. If the
answer eludes you, do not give up, but offer a hypothesis for an answer if possible. It is important
to be brief and precise in the answers given.
> At the end of the discussion time, it is important to thank the audience for listening and asking
questions.
> In order not to be caught off guard by questions, you should make a list of questions that might
be asked before the presentation and prepare the answers.
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Lesson 5 : Synthesis
Synthesising documents is an exercise that requires you to respect a precise procedure that
should be known well and respected in your courses, as to not be penalized during exams.
This lesson will begin by explaining what a synthesis is and its characteristics. Then, the
lesson will address the methodology step-by-step for synthesising documents and provide
advice on how to best do it.

What it is:
A synthesis consists of a clear and objective presentation of
documents on the same subject or theme. Its purpose is to
quickly inform the reader about the subject or theme of the
documents without having to read them.

What it isn’t:
A synthesis is neither a summary nor an analysis of the
documents. It should not express a personal judgment, nor
argue the ideas stated by the authors.

Lesson 1 - The challenges of a synthesis
1. Five mistakes to avoid
A synthesis is not a summary of documents. When you summarize a text, you state the
essential ideas but there is no logical comparison of the documents.
A synthesis is not a compilation of quotes from the text. There is then no coherence and the
key ideas are not reformulated but simply quoted. There is no reflection on the text.
A synthesis is not a paraphrase. Paraphrasing repeats the text and prevents any critique or
interpretation; it shows a lack of understanding of the key ideas.
A synthesis should not be too long. By definition, it is concise and well argued. A synthesis
that is too long is often a sign of a lack of organization and precision.
A synthesis is not a personal writing exercise. One should not take a position, but rather be
forced to ask only the questions in the text.
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2. The key to a successful synthesis
A successful synthesis is/has :
Organized with an introduction, in which the topic of the documents are presented clearly;
Outlined in a way that provides an overview of the question or topic. All the key ideas of the
documents are addressed and connected;
A development in which the hypotheses and arguments of the documents are reformulated
and explained;
A well-written, easy-to-read document;
A complete and objective report on the documents;
An exercise that goes into depth while remaining concise.

23

Lesson 2 - The documents to synthesize
> The synthesis is based on a number of documents that can be made up of legal texts, media or
press articles, scientific articles, excerpts from books, technical or professional journals, etc. The
nature of the documents depend on the subject matter, the field of study, and the university
curriculum.
> If the documents deal with a subject or theme covered in class, you will have to rely on the
course materials, rephrasing them, and integrating the information provided by the documents to
support or contradict your synthesis.
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Lesson 3 - Drafting your synthesis
Step 1: Read the documents
> Taking the time to read the documents is the first step necessary to complete a comprehensive
synthesis. This step must not be skipped.

1.1. Quick overview of the context
> To analyze the topic, you must skim the documents and take note of the elements that will
serve as a guide for the synthesis. The essential elements to note are:
the number of pages expected,
the number of documents to read,
the theme of the documents,
the nature of the documents,
the importance and value given to each document.

1.2. The first read through:
> This step consists of analyzing the documents and preparing a comparison of them.
> Before reading the documents carefully, you should first skim them. This allows you to have an
overall knowledge of the documents, to better define the subject of analysis and to identify the
documents that contain the most relevant information for the synthesis.
> To actively and effectively read the document, take a few highlighters and note the following
aspects in your first read through:
the theme addressed by each document;
the central idea of each document;
the key words that illustrate the topic;
the key words that illustrate the subtopics;
the logical connections between each document.

Identify the common topics and subtopics
> Based on this first read through of the documents, you will have identified the main points and
will have formulated a provisional hypothesis on the topic. This hypothesis will not necessarily be
validated after this reading.
> You must always keep in mind the subject to be dealt with to avoid going off-topic.
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1.3. The second read through
> The second read through is more in depth than the first and will allow you to organize key ideas
and establish the main points of contrast between the documents. Always start with the one that
provides the most information related to the subject.
> In order to do this, it is recommended to complete the comparative synthesis table below. This
table can allow you to identify any contradictions or similarities between the documents.
> In the table each line corresponds to an idea, to be written in shorthand using only key words.
Example of a comparative table:

Document 1

Document 2

Document 3

Document ...

Reflections

Idea 1

Position on
idea 1

Position on
idea 1

...

Synthesis of your
reflections on idea 1

Idea 2

Position on
idea 2

Position on
idea 2

...

Synthesis of your
reflections on idea 2

Idea 3

Position on
idea 3

Position on
idea 3

...

Synthesis of your
reflections on idea 3

...

...

...

...

...

Step 2: The question and the outline
2.2. Determine the question
> Determining the question in which you are responding will help you organize your ideas and
present the different elements of the documents in your synthesis. The question is an essential
part of the synthesis and it is crucial to reformulate it.
> The central theme of the ideas you have identified in your first read through should be clear and
your arguments should be well defined. In order to ensure the quality of the question in which
your synthesis responds, you must verify:
That it uses to one or two keywords related to the topic
That each document responds to the question
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2.2. Develop your outline
> Do not start writing the synthesis if the outline has not been developed. The outline allows you
to organize the essential ideas to answer a question.
> Reminder: There are three types of outlines
1. The analytical outline can be separated into 3 parts:
a. Part 1: Observations - Responds to the question “What?”
b. Part 2: Causes - Responds to the question “How?”
c. Part 3: Results/conclusions - Responds to the question “Why?”
2. The thematic outline has two or three parts that correspond to two or three central ideas
presented in the documents.
3. The comparative outline has two parts that present opposing ideas.
> The more precise the outline, the faster you will be able to write the synthesis. In order to do
this, you must:
Review all information, the prompt and or instructions, your notes and the relevant
documents,
Use the last column in the table above (reflections) to formulate subsections and any
additional ideas,
Organize all key ideas into subsections, ranking them from least to most important, ending
with the most important information in each sub-section,
form two or three major parts by grouping the subsections and giving them a specific title,
check that the outline is coherent before starting to write the synthesis.

Step 3: Writing the synthesis
3.1. The introduction
> The introduction is a fundamental step. It is important to be organized and clear and that by
reading it, the professor will already have an idea of the synthesis. This is why it is important to
make a draft.
> The introduction provides a presentation of the topic and states the main question and the
outline of the synthesis.
> The introduction must begin with a hook to interest and spark curiosity in the reader. It should
introduce the subject with a general sentence before moving on to the subsections. This can be a
definition, a quote, a proverb, an observation.
> The introduction should continue with a presentation of the question or subject of the
documents, in which the synthesis responds to. It can be in the form of a direct or indirect
question. In presenting the question or subject of the synthesis, the issues of the subject should
also be mentioned.
> The introduction should conclude by expressing the outline of what’s to follow and using logical
connections between each section.
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3.2. The body
> It is important to stay objective without expressing direct judgement on the ideas presented in
the synthesis. You also need to be concise to show that you understand the main points.
Therefore, sub-sections should not exceed two or three paragraphs. If the number of pages for
the synthesis is not specified, it should be between 4 and 6 pages.
> Each paragraph corresponds to an idea in the documents you have read. Each paragraph should
begin by stating clearly the idea that will be developed. It will then be discussed through the use
of different documents that support or contradict each other. You must not cite all the documents
for each idea that is presented in the synthesis, but use only those which are the most pertinent.
Each paragraph should conclude with a short sentence that summarizes what has been discussed.
In reading the first and last sentence of each paragraph, the reader should understand the train of
thought. Each paragraph should begin with an indent and should not be too long.
> When a document is cited for the first time in the body of the synthesis, you must include the
first and last name of the author, the title of the document, the the title of the journal or book
from which it comes, the year of publication, the pages on which it appears in the book or journal,
and the address. If it is cited again later on in the synthesis, its author and title must be named so
that the reader understands which document is being referred to.
> It is important that all the documents are cited at least once in the synthesis. A single document
should never be used alone in a paragraph, but should alway be used in conjunction or in
comparison with one or more other documents. Try not to cite a specific document more than
three times.
> Don’t forget to include transitions between different ideas. Make logical transitions between
paragraphs by addressing the similarities and or the differences between documents.

3.3. The conclusion
> In a synthesis, the conclusion is generally very short. It should contain a final overview of the
ideas presented and not present any new perspectives.
> It must begin with a phrase regarding the topic of the documents that were addressed in the
synthesis.
> It must respond to the question or subject at hand in summarizing the central ideas that were
developed in the synthesis. It must, however, generalize your point and use the appropriate logical
connections.
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Lesson 6 : Analysis
Making an analysis is an exercise that follows precise guidelines that should be understood
and respected in order not to be penalized. This lesson begins by explaining what an analysis
is and what characterizes it. Then the lesson will approach its methodology step by step by
giving advice on how to best carry it out.

What it is:
An analysis is a clear explanation and precise evaluation of a
document.

What it is not:
An analysis is not a summary of a document.

Lesson 1 - Analysis
1. What is an analysis ?
> An analysis is based on the explanation and evaluation of a document.
> The explanation consists of the formulation of the ideas that are developed in the text, in a
simple and clear manner.
> The analysis compares the author's ideas with those of other authors on the same subject, using
the information from the text and the concepts covered in class. The analysis must be precise. It
must defend a position and respond to a question previously posed.

2. Evaluation of an analysis
> The evaluation of an analysis focuses on two aspects: your understanding of the text and the
use of the text to develop a reflection on the given topic.
> It is important to keep in mind that it is difficult to analyse a text if you have no knowledge of
the subject or topic, since the analysis is based on the comparison of the ideas put forward by the
author with those of other authors. An analysis on a topic that is not understood usually results in
the use of paraphrasing to restate the ideas of the text, which is not an analysis in itself. An
analysis should be contextualized but avoid straying too far from the text to avoid going off-topic.
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Lesson 2 - Drafting an analysis
Step 1: Reading the text
> You must begin by reading the text carefully. To fully understand the text, you will need to read
it several times.
> At each reading, you must take notes on:
the ideas put forward by the author,
the examples used to illustrate what the author is saying,
the logical connections that build the argument.
These elements allow us to understand the way the text is constructed and to find the thesis of
the text, that is, what the author is trying to demonstrate.
> Information about the text, such as the author's name, the date of publication, the nature of the
document, etc., will give indications about the author's ideological orientation, the historical
background of the text, etc., which will be important elements in the analysis.
> Once the important elements of the text have been identified, look for other authors who have
dealt with the question in the text and note the different points of view and ways of approaching
it. Then compare these different ideas and ask yourself if they support or contradict the author's
thesis.
Tips:
> Number the lines to make information easier to find.
> Highlight the main ideas by underlining them, highlighting them, or writing them in the margin.
> Identify the elements of the course that might be relevant to the analysis of the topic and write
your thoughts in draft form.

Step 2 : The question and outline
> The analysis is based on the question or thesis of the text and the particularities of the
arguments. It influences how you read the text and you must identify the question that the whole
text answers.
> The objective of the analysis will be to confirm or not the question posed. To do this, each
argument put forward must be confronted with the question to analyze whether it confirms or
refutes it.
> In order to develop an outline that responds to the question, the important elements identified
during the readings must be divided into major groups in order to form the main sections of the
outline.
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> In a classic three-part outline, the progression is as follows:
1. the first section addresses what is most obvious in the text,
2. the second section makes the analysis more complex,
3. the third section highlights broader issues.
> Each part should have between 2 and 4 subsections.
> As a general rule, you should not use the outline of the text to structure your analysis. However,
if the text follows a linear progression, the outline can follow the framework of the text. You must
simply be careful not to do a line-by-line analysis.

Step 3: Introduction
> The introduction provides the context of the text and introduces the analysis that will be made.
It is the first element of the assignment that the teacher reads. It must therefore be carefully
written.
> The introduction must go from the general (by presenting the topic) to the specific (by
presenting the text studied and the way it will be analyzed).
> The introduction can begin with a hook to engage the reader. This can be a quote from the text
or from another text related to the one being analyzed, for example.
> Then, the theme of the text should be presented. For this part of the introduction, you should
avoid quoting the text. You should use your own words to contextualize the document. This
shows that you have understood it. The introduction should not be too long: three sentences are
enough.
> You should also introduce the author and the document(s), without giving too many details. For
the author, in addition to his or her name and status (researcher, poet, etc.), you should select the
bibliographic elements that will be relevant to the analysis of the text, such as the discipline in
which he or she works, the current of discipline to which he or she belongs, what he or she has
contributed to the discipline, etc.
> After that, the question or subject should be announced, specifying the angle of analysis, then
the outline, informing about the different parts of the analysis and briefly discussing their content.
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Lesson 3 - Writing an analysis
Step 4: The body
> The body of the analysis must follow the main framework of the outline.
> The text must be used to precisely highlight the analysis made of it. There are three ways to
quote the text:
in quotation marks,
rephrase it,
refer to the line of the quote in the text in the case of the quote being too long, specifying the
beginning and end of the quote.
> For each idea developed, you must begin by explaining and citing the author's arguments. Then
analyze it by comparing it to the arguments of other authors in an objective manner. This will
highlight the limitations or relevance of the author's arguments. It is interesting to specify how
each comparison allows a better understanding of the text.
> Each part must be introduced and concluded by explaining what it has contributed to the
analysis. It is important to think about making transitions between the parts to link them together
in order to understand the logic of the reflection. Transitional expressions should also be used to
understand the connection between the different ideas developed.

LOGICAL
RELATIONSHIP
Similarity

Exception/Contrast

Sequence/Order

Time

Example

TRANSITIONAL EXPRESSION
also, in the same way, just as … so too, likewise, similarly
but, however, in spite of, on the one hand … on the other hand,
nevertheless, nonetheless, notwithstanding, in contrast, on the
contrary, still, yet
first, second, third, … next, then, finally
after, afterward, at last, before, currently, during, earlier,
immediately, later, meanwhile, now, recently, simultaneously,
subsequently, then
for example, for instance, namely, specifically, to illustrate
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LOGICAL
RELATIONSHIP
Emphasis

Place/Position

Cause and Effect

Additional Support
or Evidence

Conclusion/
Summary

TRANSITIONAL EXPRESSION
even, indeed, in fact, of course, truly
above, adjacent, below, beyond, here, in front, in back,
nearby, there
accordingly, consequently, hence, so, therefore, thus

additionally, again, also, and, as well, besides, equally important,
further, furthermore, in addition, moreover, then
finally, in a word, in brief, briefly, in conclusion, in the end, in the
final analysis, on the whole, thus, to conclude, to summarize, in sum,
to sum up, in summary

Step 5: The Conclusion
> Unlike the introduction, the conclusion must go from specific to general.
> The conclusion consists of a synthesis of the argument of the text. It provides a brief summary
of the author's work and the comparison you have made with other points of views in the
analysis. The aim is to answer the question at hand.
> In an analysis, it is not necessary to make an opening for further exploration at the end of the
conclusion.
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Lesson 7 : Essay

Essay writing is a very specific exercise that follows guidelines which must be respected in
order to not be penalized. We will begin by explaining what an essay is as well as its
characteristics. Then we will address the methodology step-by-step and provide advice on
how to best write it.

What it is:
An essay is a well-argued and structured demonstration of
your knowledge that responds to a central question or topic.

What is isn’t:
An essay is not a description nor an explanation of a subject.

Lesson 1 - The essay
> An essay is not a description nor an explanation of a subject. An essay is a well-argued and
structured demonstration of your knowledge that responds to a central question or topic.
> An essay is composed of three main parts:
Introduction
Body
Conclusion

34

Lesson 2 - Drafting your essay
Step 1: Analyzing the topic
> The analysis begins with reading about the topic and defining the terms used. This step helps to
better understand each term and to determine the general theme of the topic. The analysis
continues by identifying the type of statement (thematic, comparative or analytical) and the type
of instructions used to know how to organize the analysis and the approach to be used (analytical,
dialectical or mixed).

Step 2: The question and outline
> The question is generally a reformulation of the subject. It highlights the issues at stake.
> The preliminary analysis of the subject (step 1) provides information on the direction that the
essay should take (the approach it proposes for dealing with the subject).
> In order to develop the question or thesis, it is necessary to identify the key words and the
logical relationships between them. The key words provide information on the content of the
subject to be dealt with and the logical relationships between them.
> The formulation of the question depends on the subject and the prompt. If the prompt is fairly
detailed and gives the direction of the question or subject in which you are to respond, it must still
be rephrased to show that you have understood it. If the prompt does not suggest any lines of
thought, it is important to clearly define the subject and pose a question or thesis.

Step 3: The outline
> The analysis of the subject and the search for the question in which you are to respond leads to
the emergence of related ideas. To develop an outline, these ideas must be grouped and
organized. If ideas are lacking, it is possible to generate new ideas by asking the questions "who?",
"what?", "how? "why?", "when?", "where?
> The type of outline (thematic, analytical, comparative, critical) chosen must correspond to the
approach suggested by the prompt. The outline should then be adjusted according to the topic.
> The outline must be balanced. It can have between two and four parts, each composed of two
to four subsections. These parts must be equal in terms of the number of ideas and arguments put
forward.
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> It is important to think of relevant examples that illustrate the ideas and arguments developed.
> Before writing the essay, you should develop a detailed outline by indicating the sections and
subsections, as well as the ideas, arguments and examples that relate to them. This saves time
during the writing process because the sequence of ideas is already written.

Step 4: The introduction
> The introduction is the first part of the assignment that the teacher reads. It’s what gives the
reader their first impression and, therefore, must be well written. This is why it is essential to
write a draft.
> The introduction serves as a presentation of the topic, explaining how it will be addressed and
how you will develop your argument.
> The introduction can begin with a hook to engage the reader. It’s purpose is to catch the
reader's eye and interest the reader on your topic. To do this, you can use a news fact, statistics or
other figures, or a quotation with its relevant citation.
> You should then repeat the essay prompt and define the key terms and concepts. This helps
avoid any ambiguity.
> Once the subject has been defined, the research topic should be introduced, by formulating it as
a direct or indirect question.
> The introduction ends with the outline, specifying the progression of the reflections to come
and the different parts of the essay.
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Lesson 3 - Writing the essay
Step 5: Constructing the body of your essay
> The body follows the logical plan that was outlined in the introduction.
> The sections are each organized in the same way:

Section 1

A paragraph introducing the idea developed in this section.

Subsection 1

A paragraph introducing the first subsection:
1. The first part of the paragraph presents an argument in
line with the idea developed in the section.
2. The second part of the paragraph gives an example to
illustrate the argument presented.
3. The third part of the paragraph concludes the argument,
explaining what the argument added to the essay and the
idea being developed.

Subsection 2

A paragraph introducing the second subsection:
1. The first part of the paragraph presents a second
argument in line with the idea developed in the section.
2. The second part of the paragraph gives an example to
illustrate the argument presented.
3. The third part of the paragraph concludes the argument,
explaining what the argument added to the essay and the
idea being developed. It is connected to the prior
subsection.

...

...
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> The subsections each develop an argument related to the idea addressed in the part to which
they belong. In this way, a paragraph corresponds to an argument.
> The development must be clear and precise. The teacher must understand what the ideas,
arguments and examples contribute to the line of thought. The examples must be relevant to the
arguments and the idea developed. To do this, it is important to use transitions to make the
connection between the different ideas be sure the argument is clear.

1.2. The organization of the essay
> The essay requires a precise organization in order to understand the different sections..
> You should skip a line between:
the introduction and the body,
the main sections of the body,
the body and the conclusion.
> Each paragraph should begin with an indent.
> Each quotation must be written in quotation marks (" ") and the titles of the works from which
they are taken must be presented in italics for a computer-typed document or underlined for a
handwritten document.

Step 6: The conclusion
> The conclusion provides an answer to the question that was posed in the introduction, based on
the reflection developed during the body.
> It must convince the teacher.
> The conclusion begins with an introductory sentence on the topic addressed in the essay.
> The main ideas and arguments should then be restated, specifying how they fit together,
whether they contradict or confirm each other. The sentences written in the body should not be
copied, but they should be rephrased.
> The conclusion ends with an opening ending sentence that shows that the line of thought has
evolved throughout the essay. The sentence should be relevant to the topic and not stray too far
from the original question. For example, it can provide an additional interpretation to the topic.
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Extra lesson : Time management
Exams are the most common means of evaluating students' progression. They are used to
check that students have understood the concepts covered in class and have acquired the
related knowledge or methodologies. This lesson will start by discussing studying, to give
advice on how to organize your time and give suggestions on study methods to prepare for
exams. The lesson addresses exams, giving advice on how to recognize the different types of
prompts, instructions and exams to know what is expected and how to manage your time
during the tests.

Lesson 1 - Studying

What to do:
Find out about the assessment procedures and pedagogical
objectives for each course at the beginning of the semester.

What not to do:
Don't start studying once you have the dates of exams.

1. Advice for organizing time to study before exams:
> To avoid any unpleasant surprises on the day of the exam, it is important to find out at the
beginning of the semester, about the exam procedures and pedagogical objectives for each
course. Knowing the type of exam and the teachers' expectations allows you to organize how you
study, to prepare yourself better and practice.
> Exam dates are not always known at the beginning of the semester. However, when they are
known, it is advisable to establish a study plan starting from the date of the exam (this is called a
"retro planning"). To do this, you need to list all the content to be revised for each course as well
as the days on which you can devote time to them. Then, divide the subject matter into those that
pose difficulties and those that are easier. To save time during exam periods, it is important to
study your course material throughout the semester.
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2. Méthodes de révision

Study sheets

Mind map

Flashcards

2.1. Study sheets
> Like note-taking during the course, a study sheet is a summary of the course material. It
contains only the essential elements (dates, definitions, concepts and their bibliographic
references), as well as the logical links between ideas (the main topics and examples) which may
be needed to illustrate key points.
In note taking, we often write more than we need to, partly to understand the notions and
concepts that we can then be summarized in a sentence in the study sheet once we have
understood them.
> Before starting the study sheet, it is important to check that the specific subject has been
completed in the course and that you are beginning to understand it. The study sheet will help
you memorize the content.
> As with note-taking, the organisation of the study sheet is important. It must be legible and easy
to understand. To do this, the page layout must be spaced out and you may want to use a color
code to distinguish the definitions from the concepts, for example.
It is useful to visualize the course outline on the card, because it structures the concepts and
makes it easier to remember them when you have to use them during an exam.
If certain concepts allow it, it can be interesting to explain them by adding a diagram or visual aid
to the study sheet.
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> In order to avoid mixing different subjects, always note the name of the subject, the titles of the
sections and the page numbers when a subject is broken down into several study sheets.

2.2. Mind map
> Mind maps are visual representations of a thought process or concept and the ideas that are
linked to it.
Organizing ideas in the form of a mind map consists in selecting, sorting and prioritizing them. This
allows you to highlight the links between the different ideas and to memorize them.

> To make a mind map, you need to :
Take a blank page and position it in landscape format,
Write the topic or concept in the middle of the page,
On a separate sheet of paper, list the ideas related to the topic and organize them into
subtopics,
Write each idea as a keyword and draw a branch from the topic for each idea: one branch
corresponds to one idea,
Optional: add images or drawings to make it more attractive and help with memorization.

2.3. Flashcards
> Flashcards are a memory tool for essential information such as dates, definitions or key
concepts.
They are shaped like a card with information on the front and its definition on the back.
> To make flashcards, you must :
find the information you need to remember in your lecture notes or additional readings,
adapt them to the question/answer format, for example:
question/answer,
word/definition,
fill in the blank,
picture/concept,
write one piece of information per card: the word on the front and its definition on the back.
> To have effective flashcards, it is useful to create your own mnemonics.
> These three study methods can be complementary: the study card contains the concepts of the
course, the mind map allows you to visualize the links between them and the flashcards allow you
to learn definitions and important dates.
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Time management during exams
> To manage your time well during an exam, the first thing to do is to read the subject carefully
and analyze the point system if it is specified. This will allow you to quickly assess the work to be
done as well as identify the questions that are worth the most points and those that are likely to
be problematic.
From this quick analysis, establish a time allotted per question according to the length of the
exam: it is better to favor the questions that earn more points. It is advisable to start with the
questions you are sure of the answer to so that you have time to answer the more complex
questions.
If you have to choose between several topics, it is best to do a quick brainstorming on each topic
to establish which one will be the easiest to answer.
It is not mandatory to answer the questions in the order in which they appear, unless they follow
a logical order or the teacher has specified it in the instructions.
> For exams that require a long answer/short essay, almost half of the exam time should be
reserved for drafting to organize your thoughts. The draft should be used to identify the question
or subject and to make an outline, but the short essay should not be written entirely in draft form
because it would be a waste of time.
> When organizing your time during an exam, always allow 5 to 10 minutes to reread your paper.
This allows you to correct any spelling mistakes, check that the writing is coherent and that
nothing has been forgotten.
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