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CHY 4U CCA: Step 3 - Note-taking Format and Research Instructions
Though note-taking may seem daunting and time consuming at first, in actual fact it lays down a pathway to success. Not only does effective note-taking save you time later on in the writing process, it also opens up avenues of curiosity. If you like history, you’ve got to like finding out what happened and why. Imagine the people you’ll meet and places you’ll go.(
The purpose of the note-taking steps in the research process is to take quality notes and ultimately arrive at a thesis based on them. The end product – the essay - will only be successful if the research is of good quality. Keep all notes in a folder that is easily accessible. Once you have identified potential sub-topics you will highlight your notes using different colours and a legend based on which evidence falls under which sub-topic. This will help you organize all of the information you have gathered.
Proper Format for Notes
· One source per page (though of course your notes on one source may be longer than one page)
· Write bibliographic information at the top of the page in Chicago style (see “Documentation for History Essays”)

· List page numbers in the left-hand margin (you are responsible for knowing EXACTLY which page each piece of information is from if it’s a paginated source)

· Notes must be hand-written, in point-form

· Distinguish between general ideas and specific details (columns, arrows or headings, indentations)

· Make a conscientious effort to take notes in your own words (this prevents plagiarism later – plagiarism can result in a mark of zero on the essay or process steps)

· All direct quotes should be in quotation marks. Avoid over-quoting of secondary sources; your main job is to paraphrase (put things in your own words). 

· Only primary sources should be directly quoted. Do include primary evidence. 
Step 1: First Set of Notes and Historical Context Overview Worksheet
· Take notes from three sources: at least one encyclopedia (print or online), one textbook source and at least one specific source (database) to get information on the historical roots of your topic. 
· For encyclopedia, use Brittanica School Edition from the YM databases page.
Step 3: Second Set of Notes 
· Take notes from up to a total of 4 more sources, maximum 3 internet sites – reliable ones – no additional encyclopedias or textbooks (use and submit COR reports for websites)
· You should eventually reach a total of 7-10 sources
· While you are researching you should think about the usefulness of the source

· Once you get the gist of your topic you’ll want to avoid taking notes on the same old, repetitive facts

· Fill in Working Bibliography form as you take notes from your first two additional sources
· Once you develop sub-topics, highlight information that will fall under each sub-topic in a different colour. Don’t forget to provide a legend for the colours/sub-topics.
TAKE GOOD NOTES NOW in order to
write a better essay later!
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