
PREPARING FOR AN EXAM 
 

 

Preparation Strategies 

 

Develop study sheets 

Develop concept maps 

Make flash cards 

Make problem cards 

Make self tests 

Do study guides 

Re-mark text materials 

Do problems 

Outline 

Take notes 

Summarize 

Chart related material 

Predict essay questions 

Write essay answers 

Answer questions at the end of chapter 

Participate in study groups 

 

 

 

Review Strategies 

 

Recite study sheets 

Replicate concept maps 

Recite word cards 

Recite question cards 

Practice writing formulas 

Work problems 

Take self tests 

Practice study guide 

Make and recite lists 

Recite main points from outlines 

Recite notes 

Re-create charts 

Answer essay questions 

Recite main points out loud 

Recite answers from questions 

Explain material to study group 

 

 



 
  



 
  



TEST PHOBIA: WAYS TO HELP YOU COPE 

 

How do you cope with the fear habit of taking tests?  Do you set yourself up to fail?  How do you 

stop it? 

 

We take tests in all facts of our lives and by learning how to develop a more relaxed attitude, we can 

improve our test taking habits. 

 

Recognize that a “fear habit” is like any other habit.  We’ve learned it.  We’ve been conditioned to 

fear tests.  Our psyches have been “tuned” to respond negatively to tests – any kind of test.  Since 

grammar school, we’ve had to continuously “prove on paper” that we were learning something.  

Like any habit, it can be broken.  In order to understand where this habit originated, we need to take 

a self-awareness, self-knowledge inventory.  This is the most effective way of dealing with any 

habit. 

 

Start by getting acquainted with yourself.  Examine the various types of stress in your life that seem 

to influence your behavior and affect you the most around test time.  Learn ways to improve the 

quality of your lifestyle.  Accept your limitations and fragilities.  You can only do so much, but give 

yourself credit for trying!  Be assertive.  Communicate you needs in positive ways. 

 

Very important: get to know your instructor.  You’d be surprised how helpful they can be.  Ask how 

he/she coped with tests.  Confide your test phobia.  Ask about the scope of the test.  Ask for 

specifics.  What material you should study, etc.  Remember, your instructor can only teach you the 

academics.  How you apply them afterwards is not his/her problem.  It is yours. 

 

Here is a list of ways to help you prepare and pass your tests: 

 

1. Attend every class.  Be absent when there is absolutely no other alternative. 

 

2. Use self-discipline in your study habits.  Get rid of your distractions.  Be prepared.  Start 

studying at least a work before the test.  If you wait until the night before the test, it’s too late. 

 

3. Don’t depend on someone else’s notes.  They don’t think the way you do. 

 

4. Study the hardest parts first.  Don’t cram.  Study in short periods of 45-50 minutes.  You’ll 

retain more. 

 

5. Test yourself.  Force yourself to formulate theories and recite them.  Use mnemonic devices.  

Use silly sentence memory aides.  Use anything that will help you.  Force yourself to be 

interested.  Reward yourself later in some “special” way. 

 

6. Study and review but relax the night before the test.  Go to bed early.  Be well rested. 

 

7. Follow your usual routine.  Minimize your stress by not making any drastic changes in your life.  

Arguments and stressful circumstances can easily sabotage your test scores.  Put everything on 

“hold” until after the test. 

 



8. Don’t use drugs, pills or alcohol. 

 

9. Eat breakfast.  Your brain needs the nourishment.  Protein does it. 

 

10. Review your notes the morning of the test.  Do not memorize unrelated facts.  Organize your 

notes.  Be concise. 

 

11. Get to class on time.  No rushing. 

 

12. Read/skim the entire test.  Make a mental note of the time limit.  Appropriate your time.  

Answer easy questions first. 

 

13. Notice word clues. 

 

14. Take enough time.  Read carefully.  Review your answers. 

 

15. Outline essay questions before you start to write.  Answer only what is asked for. 

 

16. Use punctuation, clear sentences, legible writing.  No “texting” language.  Proofread. 

 

17. Don’t cheat. 

 

18. Don’t tell yourself that you are going to fail.  Keep a positive attitude.  Tell yourself (say it out 

loud) how hard you worked and how much you deserve the best possible test score. 

 

19. Remember this is only a test.  No test is a measure of your own personal worth. 

 

20. Don’t allow a test of any kind to intimidate you in any way.  Learn to recognize the underlying 

reasons for your test phobia.  Face the negatives in order to erase them. 

 

 

  



Test Taking Strategies 
 

Multiple Choice Exams 

 Answer each question in your head first, before looking at the possible answers. 

 Read all possible answers before selecting one. 

 Test each possible answer by reading it alone with the question. 

 Eliminate incorrect answers; cross them out or put an “x” next to them. 

 First: 
o  look at stem, lead part of statement, read it carefully! 

 Then: 
o Look at the response choices, there may/will be: 

 An alternative meant to mislead the student who doesn’t know material or 
has shallow info. 

 An answer that seems to be a logical choice. 
 An answer that is far out in left field, not related to question. 
 The correct answer. 
 A response alternative such as none of the above, all of above, a and b 

above. 

 If you don’t know the answer, here are some tips to consider: 
o Use the process of elimination. 
o Look for key words in the question and answer (e.g. “a” vs. “an”, plural words, 

qualifiers-see True/False Questions). 
o Look at other questions, they may give you hints or even answers. 
o Longest answer often right. 
o Involved explanations often right. 
o Right answer usually in middle. 
o Similar answers may cancel each other out. 
o Pick a broad answer. 

 

True/False Questions 

 Read the entire question. 

 Teachers tend to write more true questions. 

 Look for qualifiers (all, sometimes, rarely). 
o All, one, always and never generally are false. 
o Usually, perhaps, often, seldom, rarely are generally true. 

 True statements usually longer than false statements. 

 Look for numbers that have been transposed or facts slightly altered. 

 Watch for negatives (two negatives cancel each other out—read without negatives and 
then put them back in). 

 If part of a true/false is wrong (false), the whole thing is wrong (false). 
 

Matching Questions 

 Check the number of items in each column (can one item be used twice?). 

 Look for differences between similar items. 



 Match words that are similar grammatically (verbs with verbs, nouns with nouns). 

 Look for the word that logically completes the phrase. 

 Cross out items when you are finished with them, but remember sometimes an answer 
may be used more than once. 

 May have strange directions, read carefully! 
 

Short Answer/Fill-In 

 Concentrate on key words and facts. 

 Be brief. 

 Over learn material (know it backwards and forwards). 
 

Essay Tests 

 Understand what the question is asking/verb used. 

 Make an outline. 

 Get to the point. 

 Write legibly on one side of the paper/blue book. 

 Organize your answer in the same way the question is organized. 

 Manage your time wisely! 

 Shorter answer is better than no answer. 

 Watch grammar, spelling, legible writing, use technical terms related to the subject. 
 

Math Tests 

 As soon as you get the test write down formulas and equations on the back of the test. 

 Estimate an answer. 

 Draw pictures or diagrams. 

 Don’t spend too much time on one problem, if you are stuck move on! 

 Show all of your work (it is possible to earn partial credit for showing your process, even if 
you have the wrong answer). 

 

Computer Graded Tests 

 Make sure your answer corresponds to the correct bubble on your Scantron. 

 Check the test booklet against the answer sheet. 

 Watch for stray marks. 

 Erase wrong answers thoroughly. 

 Typically your first guess is the right guess! 
 

Open Book Tests 

 Carefully organize your notes. 

 Write down formulas on a separate sheet of paper. 

 Use bookmarks/post-its or paper clips to save time finding the location of a topic/answer. 

 Predict questions and highlight relevant notes. 

 Be aware of your time.  Don’t look up everything; only look up the difficult/hard to answer 
questions. 


