How to Read a Textbook
Most of the work assigned to you as high school students will require you to be able to read and find information in various textbooks.  In order to do this you need to know how textbooks are structured and how to find the information you are looking for.  In order to do this you need to answer various questions such as:

1) What information am I looking for?

2) What are the different parts of the textbook and how can I use them to help me?

3) Where is the most likely place I am going to find it?

4) How can I quickly find the information?

5) What parts of the textbook are important and which parts are less important?

6) How can I use the structure of the textbook to help me understand what I am reading?

The following activities will help you read a textbook more efficiently and help you pinpoint information quickly.

How to Read a Textbook(the parts)
In textbooks, chapters generally follow the same format as each other.  For example, in Crossroads, the book is set up into the following way:

· Table of Contents (p. v-vi) (at the beginning of the book- shows the pages where units and chapters are located )
· Units (These are the historical periods that the chapters you will be studying fit into.- they give you hints about what will happen)

· Chapters (these are specific topic areas that will be studied- If you look at the name it will give you an idea about what you are going to be learning about in the material you read in that chapter)
· Chapter outcomes- (this part of the chapter summarizes the main ideas you should get from reading the chapter- in other words by the end of the chapter you should be able to do all of the things listed in the chapter outcomes- you can use this part to help you identify what parts are important)
· Window on the past (this section is a short story- sometimes true and sometimes fictional, that is related to the topic in the chapter)
· Introduction (this is labelled in Red near the beginning of the chapter) (this section tells you the main ideas that will be discussed in the chapter)
· Section Headings (this is also labelled in Red*(sometimes different colours are used in different chapters) at the beginning of each new section) (in this section you are given an overview of the topic in the heading)
· Sub-Headings (this is labelled in Red**(sometimes different colours are used in different chapters) in smaller letters at the start of each different topic) (in this section you are given information on specific topics related to the section heading)
· Activities (These are questions and things to do in a light brown box at the send of each section)

· Maps (these help you locate where things happened)
· Graphs (these show you information about patterns that are happening)

· Primary Sources (these are actual documents from the past that people study to find out about history- in other words real people wrote the information during the time period you are studying)

· Cross currents (making a connection from the past to what we do today)

· Timelines (these take events that have occurred and put them in order)
· Pictures  (these are usually labelled as Figures – Each figure is usually explained with information (these help you visualize events from the past and help you understand what was going on better-they can also give you clues about what is happening in the chapter)
· Special information sections (these are extra pieces of information to help you get more in-depth information about the section you are reading- ie. P. 191)

· Guidebook- (this section helps you learn how to use various pieces of information to understand things better)

· Did you know? Boxes (these are little facts that are interesting and related to the topic)

· Bold words- (Word that are in bold indicate that a definition for those words will be found somewhere on the page)
· Conclusion- (This section summarizes the main events of the chapter)

· Summary Activities- (these are activities that help you better understand what went on in the chapter by applying your knowledge to the task)

· On your Own- (this section is designed to allow you to study the information in more depth using research)

· Index (this section is located at the end of the book and is a place where you can look for specific information about people, places or events- remember however that not all things can be located by looking in the index- sometimes you have to read the whole page to find the information you are looking for)
Surveying the textbook

Now that you understand the parts of the textbook here are some hints for how to use them to understand what you are reading and pick out the main points.

1. Before reading the section or chapter you should survey the entire section using Headings and/or Subheadings.  By doing this you will be better prepared to answer any questions and find information.  
2. In addition during your survey you should look at all the pictures, maps and graphs, as well as italicized words.  These will give you clues as to what the chapter will be about and what the main points might be.

*while doing your survey you should create questions about what you are about to read based on this survey- For example, if we look at the first section of chapter 6 in Crossroads, we see the following things in our survey of pg. 164-165.

· Section heading-Appalachian Region

· Subheadings-topography, climate, vegetation

· Map of Canada with the location of the Appalachian region

· Pictures of areas within the Appalachian region that show trees, farmhouses, coniferous forest, boats, and a hill where water is carrying the soil away

· A graph showing yearly precipitation and temperature for St. John’s Newfoundland and one for Birmingham, Alabama

· A Did you Know? Section that talked about the process of erosion- it was explaining what was going on in the picture of the hill- it explained how water can cause soil to wash away over time.
· Words in bold- sedimentary (type of rock), deciduous (trees that lose their leaves), coniferous (evergreen trees)

Based on this information I might come up with the following questions:

1. Where is the Appalachian Region?

2. What part of Canada is it located in?

3. What is topography?

4. What type of topography is in the Appalachian region?

5. What is climate?

6. What type of climate is in the Appalachian region?

7. What is vegetation?

8. What type of vegetation is located in the Appalachian region?

9. What provinces is the Appalachian region in based on the map?

10. Does farming happen in the Appalachian region?

11. Is part of the Appalachian region located along the coast or by lakes?

12. How mountainous is the region?

13. I wonder why the boat is up on the shoreline?

14. I wonder what type of uses that boat has? Is it a fishing boat? Is it used for recreation?

15. How much rain does this region get? Is it different in different areas of the region?

16. What are the temperatures like? Does it change quite a bit?

17. Does erosion occur like this all over the region?

Making predictions

Once you have thought about some questions like those above you should make some predictions about what you think the section will be about.  For example based on the information above I might make the following predictions:

1. I predict that this area has quite a bit of rain because they are lots of trees in the pictures.

2. I predict that there will be farming because one of the pictures showed a farmhouse.

3. I predict that there will be mountains in the region because I know there is a range of mountains called the Appalachian mountain range.

4. I predict that there will be a lot of areas with erosion because the picture showed a hill being slowly washed away.

5. I predict that the farther north you are in the region the colder it will be because in the graphs it showed that St. John’s was way colder than Birmingham which is farther south than it is.

Looking at Topic Sentences
Once you have thought of some questions and made some predictions based on your survey you are ready for the next step which is looking at the first sentence in each paragraph to get an idea of the main ideas that each one will give you.  You should read each of these sentences first, and summarize it, before reading the whole section. Then you should guess what the information in the paragraph will tell you.  By doing this you will have likely identified the key ideas.  

In Chapter 6 of Crossroads, on  pg. 164-165,  a summary of the first sentences of each paragraph follow-

Paragraph 1- The Appalachian Region is mountainous, and on the east coast of north America.

-I think this paragraph is going to give me information about where the Appalachian region is and what kinds of mountains there are.

Paragraph 2- The Appalachian mountains have many different mountain ranges.

-I think this paragraph is going to give me information about the different mountain ranges.

Paragraph 3- The region is not entirely mountainous and also has fertile plateaus and river valleys.

I think this paragraph is going to tell me about the areas that are not mountainous in the region.

Paragraph 4- The climate is affected by 2 ocean currents.

I think this paragraph is going to explain how the ocean currents affect the region.

Paragraph 5- Originally the area was heavily forested with coniferous and deciduous trees.

I think this paragraph is going to tell me about the types of trees that grow in this region.

Reading the Sections and taking notes

Once you have completed this step you are ready to read the section.  Once you have read the section you should look back on your predictions and see if you were right.  In addition you should use your summaries of the topic sentences to locate the main ideas of each paragraph in order to make notes.


Once you have read the entire chapter this way you can check to see if you got all the main ideas by doing the following:

1. Look at the chapter outcomes and see if you are able to do all of them.  If not you may need to re-read some parts.

2. Look at the introduction and conclusion sections and see if you understand the main points.

3. Put your ideas into an idea diagram (see handout)
Other things to remember about taking notes   (put down other things you learn about taking notes down here so you remember them for tests)

******************************************************************************************
Now that we have looked at these steps it is time to try them out.  Using your textbook Crossroads, you will be doing a scavenger hunt to practice these skills and your ability to locate information in the textbook.  In addition, it will practice your ability to understand the information you read.  Answers can be written in point form.
Textbook Scavenger Hunt for Crossroads

Section 1:  Using the table of contents
1. On what pages is the table of contents located?

2. On what page could a person find Mechanization and the Factory System, in Chapter 5?

3. What are the names of the two units in the textbook?

4. On what page is the index located?

Section 2:  Using the index

5. On what pages would I look for information on the following:

a) Francis Bacon

b) Declaration of Independence

c) Northwest Coast Peoples-potlatches

d) Isaac Newton

Section 3:  Chapter Information

6. Use the table of contents to locate Chapter 7.  What is the name of the chapter and on what page does it start?
7. On what page are the chapter outcomes located for Chapter 7?
8. What are the chapter outcomes for Chapter 7? (write these down in your own words)

9. What is the name of the story for Window on the past?
10. Look at the pictures on pg. 182, 183 and 184.  Based on these pictures and the title of the story predict (guess) what you think the story will be about.

11. On what pages are timelines located in the chapter?

12. On what pages are the following items found in the chapter?  Look at each one as you write down the page numbers and briefly describe what each one is about, or is showing you.  Make 1 prediction about what you will be reading about based on that item.

a) Guidebooks

b) Maps

c) Primary source activities/special information sections

d) Did you know? Boxes

e) Graphs/charts/diagrams

f) pictures

13. Make a list of headings and subheadings for chapter 7.  Make a prediction about what each one will be about.  
14.  Use the list of headings to divide the chapter up into sections.  What are the 5 main sections in the chapter?

(do the next set of questions one section at a time.)

15. Look at the first sentence in each paragraph and summarize it in your own words on your paper before reading the whole section. Make a prediction about what each paragraph will be about. 
16. Make a list of the key words (bold or italics) in the section.

17. Read the section.  Using one of the idea diagrams you have been given (see handouts), identify the key ideas of each section in the diagram.

Note taking Methods

There are two effective ways to take notes:  outlining and mapping
How to outline:

1. First, read the whole paragraph or section.

2. Decide what the main idea is.  Write it down in your own words.  Use a method, like Roman Numerals to indicate main ideas.  Look at the outline form below to see how this is done.

3. Then, decide which details are important. Which details support the main idea?  List these supporting details below the main idea.  Use capital letters to indicate supporting details.

4. When listing information under the items indicated by capital letters, use numbers.  Look at the outline form to see how this is done.

Outline Form Example

I. Main idea 1

A. Supporting details

1. Sub detail 1

2. Sub detail 2

II.  Main idea 2

A. Supporting details

1. Sub detail 1

2. Sub detail 2

III.  Main idea 3   

A. Supporting details

1. Sub detail 1

2. Sub detail 2

Tips for Making Notes:

1. Always write notes in your own words (unless you are copying to use as a quotation). Putting ideas and information into your own words helps you understand them and learn them better.

2. Just try to get the main ideas and important, supporting details down on paper.  

3. Try to spend 80-90% of your time reading or listening, and only 10-20% of your time writing notes.

4. Write your notes in words or phrases.  Don’t bother to use complete sentences.  Your notes are for you.  Write them in the quickest way that makes sense to you.

