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STUDY GUIDELINES

This document is not designed as a prescriptive set of rules for how to prepare for and undertake your examination.  It is a guide giving you some ideas on what you may want to think about when approaching your examination and an attempt to support your study and encourage you to think about the types of things the examiners are looking for when they write and mark a question.
Studying for professional exams is very different to school or university and can be a very lonely pursuit.  Your manager and colleagues are best placed to help and support you in your study.  Many people find studying very difficult to master, especially those who are less familiar with examinations or have not undertaken study for some time.  
1. Study plan
· The key to examination success is a properly planned study programme.  If you do not plan your studies you run the risk of overlooking areas of the knowledge base which you simply do not have time to cover 
· The Institute recommends about 7 hours a week of study time from September to March with the last month set aside for revision
· Draw up a timetable and stick to it

2. Study conditions
· Study for short sessions and take frequent breaks.  Research indicates that studying for more than 40 minutes is often counterproductive.  Plan to study for 30 – 40 minutes at a time and then take a short break
· If you study for 2 hours one day try to revise that work for 10 minute the following day and then revisit again a month later.  In this way more of the material will be stored in your long term memory
· Make sure your study area is comfortable with good light and few distractions.

3. Practice makes perfect.
Try answering past exam questions and getting used to the discipline of writing an exam in the timeframes.  If you don’t understand any of the study material don’t get stressed - take action.  Ask your manager or a work colleagues for help or seek advice from the Institute.
It is important to bear in mind that the study notes supplied are only a guide for your study plan.  You should endeavour to keep up to date with changes to legislation and guidance.  Question 1 on each paper is usually compulsory and based on current practice so cannot be answered by learning the study notes by rote.
If you bear in mind all the above points when preparing for an exam you should stand the best chance of success.  
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EXAMINATION TECHNIQUES
Make sure you know:

· the details of the examination such as date, time and venue 

· how to get there and leave yourself enough time so you aren’t rushing
· what you need to take with you such as photographic identification, pens and pencils etc. 
All this information will be in your letter from the Institute.

1.
Exam stress
· Don’t panic, the examination has not been designed to catch you out.  
There are no trick questions so stay calm
· If you start to panic and your mind goes blank then close your eyes and take several long deep breaths
· Believe in yourself.  You are capable of passing this exam.  Your           manager wouldn’t have asked you to take it if they didn’t think so
· Aim to do your best but don’t give yourself unnecessary pressure by trying to be perfect.

2. Use your time wisely 
· Spend your time in accordance with the marks allocated to each question.  The number of marks is the best indicator of how much time you should allow.  If a question has just 2 marks then there is only likely to be a couple of points the examiner is looking for, conversely if a question has 15 marks then a couple of lines will not be a sufficient answer.  

· Do not spend too much time on one question.  If you have used up your allocated time or start to dry up then leave a space and go on to the next question.  If you have time left at the end you can return and finish it.  If you do not answer the correct number of questions your chances of success will be reduced
· Use the reading time, if given, to read all the questions and if there is a choice decide which you will answer. 
· Ensure you understand the requirements and don’t answer 5 questions if you only need to answer 4.  You will not get any marks for the fifth answer and will have wasted time
· Make some brief notes sketching how you will answer each question.

3. Answer the question
· Ensure you read and understand what the question is really asking for (not what you think it ought to ask) before you start to answer.  
· However brilliantly you write on a particular topic if it does not answer the specific question set then you will not score the allocated marks.  You must establish exactly what the examiner is looking for and focus your answer on that to ensure you don’t waste time.
4.
Understand the key instruction words

Each question will contain a key word which describes what you are being asked to do.  Marks are allocated assuming you have understood these words.  For example if you are asked to list but ignore this and provide a detailed explanation you will not gain any extra marks and will have wasted precious time.  The table below gives you some examples.
	Key Words
	Skills you need to demonstrate

	
	

	Define
	Identify the central qualities of something and determine the meaning

	Describe
	Use detail and examples to outline the key characteristics

	Illustrate
	Make an issue or concept clear by using examples

	Explain
	Provide detail that makes an issue clear

	Compare and contrast
	Identify similarities and differences between two issues or concepts

	Apply
	Put an idea into action by relating it to a situation

	Advantages and disadvantages
	Look at the beneficial and negative outcomes of something

	Examine
	Scrutinise and investigate an issue carefully

	Identify
	Recognise the main features of an issue

	Assess
	Determine the effect, results or reasons for something 

	Consider
	Comment on a piece of information and provide a proposal

	Differentiate
	Describe the unique features of an issue and show how it is different to something else

	Discuss
	Consider and examine reflecting two sides of the issue


5. Presentation
As long as your handwriting is legible you will not lose any marks if it is untidy.  You are recommended not to write in block capitals because it will slow you down and capitals can be difficult to read when written quickly.  Marks will not be deducted in the exam for errors in grammar and punctuation however it is important to remember that an exam is an exercise in communication and you should help the markers by presenting your work as clearly as possible.  

It is recommended that you use a simple direct style of writing.  Think about the points you wish to cover in your answer before you begin and then write them down in plain words using short sentences grouped into paragraphs.  The best way to show your understanding is to apply theory by using examples.  You will need to have a professional understanding of the application of the study material to do this and talking to colleagues in the specific areas will help.

Finally it’s natural to get nervous before an exam.  Exams are feared by everyone but if you try to see them as an opportunity to spend some time writing about issues that you are familiar with then they become less frightening enabling you to do your best.  Good luck!!
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