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WEL COVE

Study has been likened to a voyage of discovery and that is

preci sely what you will find once you begin. You will |earn of
principles and ideas that will challenge and inspire you - and you
have t he uni que opportunity of doing so at your own pace and in
your own tine.

In choosing to study through The Rapid Results Coll ege you can be
conpletely certain, fromthe start, that you' re using the finest
teaching material available in your field. For over fifty years
our success, both here and abroad, has rested on one sinple prem se:
what hel ps the student is good for RR C

Cor respondence study nmay be a new di scipline For you but if you
foll ow our advice you can and will succeed.

Together with this booklet, you will have received -

Detai | s about Your Exam nation Entry

I nformati on on our Tutorphone Service

Your Programre of Studies and your tinetable

A book entitled "How to Poss"

Your | ecture books in the subjects you intend

to tackle initially.

The foll owi ng pages will guide you on how to use this information
and the best nethod to enpl oy when studying.

PLEASE READ THEM CAREFULLY.

Al ways remenber that we are here to assist you, and to ensure
that you achi eve success.

Good st udyi ng!

YOUR PRI NCI PAL

17 039



A. STUDY IS YOUR BUSI NESS NOW

The nonent you start as an R R C student, your aim and ours, is to
see you successful. This is not a casual or half-heorted affair
your future depends on it so it’s worth taking seriously.

Thi nk what your success can nean : pronotion, better prospects,
assured prosperity.

Success will be nmore rapid, and results better, if you know from
the begi nning how to studyl by correseondencel in your own time.
This is a skill you can learn . This CGuide - based on over a

hal f a century of R R C experience - will show you Egg.

THE URGE TO WN

It’s a conmon experience for us at RR Cto watch peopl e who
achieved little at school becorme notivated adults who know why
they need to pass. Does this apply to you? If you really want
the rewards which success in study will give you, you' Il |earn
rapidly and effectively.

It’s therefore inportant to remenber that

MOTI VE SHARPENS MEMORY

Assess your objectives. Wiy SEE you studying? What do you
expect to gain? There are usually five rewards

OALARY i ncreases, or bonuses, are given you.

EROMOTION, will follow nore rapidly

EFFECTI VENESS at work inproves your future.

ACHI EVEMENT results in a sense of acconplishnent.

RECOGNI TI ON from t hose around you brings satisfaction

VWhenever your will to study
weakens, recall that bright
SPEAR

and how it will affect your
future.



B. IT TAKES TWO TO SUCCEED

VWil e the Coll ege does nost things to ensure your success, there
are some things YOU nust do as well. Let’s explain this

YOU AND YOUR EXAM NATI ONS

R R C does not conduct the exam nations, nor enter students for them
THI'S IS YOUR RESPONSI BI LI TY.

When you enrol, you will receive (on sheets headed "Details about
your Exam nation Entry") relevant information regarding the
regul ati ons and address of the Exam ning Body whi ch concerns you.
Pl ease check that you have received yours and read it through
careful ly.

It is then yggg responsibility to wite to the Exam ning Body,

to obtain an official copy of their handbook of regulations (often
supplied free) and to effect with them whatever arrangenents are
necessary. The Col | ege does NOT act for you. Make sure that your
letters to the Exam ning Body, and remttances of exami nation fees,
are posted direct to them and not via us.

Above all, check the |ast date for forwarding exam nation entries,
and nake a note of it where you cannot overl ook it.

YOU AND YOUR CAREER

If you are a student of one of the professional Institutes, it’s
RR Cs job to help you pass the exam nation. It's your job to

| earn about your profession or career. This nust involve :

tt joining the activities of your Institute, for discussons,

for nmeetings, for identification

ti devel oping the habit of reading - regularly and thoughtfully

ti learning to use those standard works of reference which wll

be "the tools of your trade" when you qualify. Your

Institute has library lists and nay have library facilities.

Your office may have copies; your local library will usually

be able to assist you. Avail yourself of these!



[ YOU AND YOUR COLLEGE |

We believe that your success depends on cl ose co-operation between
yourself and the College. Therefore it is inmportant that you

t ake advantage of the many services we offer you.

The staff at Rapid Results College are specially trained to

assi st you in many ways. Student Advisers may have al ready

hel ped you in choosing your field of study and they are there to
assi st you when you wi sh to study further

Student Counsellors hel p you whilst you are studying. Their
function is to see that you receive up-to-dote material and ensure
that your lectures reach you when you require them

Qur tutorial department sees that your notes are current and

that any problenms you may experience with your studies are dealt
with pronptly and effectively. The department is al so responsible
for the nonitoring of your tests which is on inportant link in
your study chain.

YOU AND YOUR TUI TI ON

We believe that the part-tinme student needs to know that he won't
have wasted his tuition fee if transfers, business pressures or
nati onal service interrupt his studies. Therefore, you are
entitled to receive fromR R C

tuition, in each subject, for four years

fromthe date you first, received | ectures

in that subject. The only extra fee you pay

is asmll re-progranming fee if you fail or

do not wite the exam nation, but still w sh

to continue studying with us. The exact

amount is indicated on your fees guide and

enrol ment form

Read this carefully, as re-ossuronce. Note that your tuition
peri od does not begin until you actually receive your |ecture notes.
Thus, tuition for subjects for which |l ectures are not required at the
outset will only begin when you request your notes. The guarantee
ceases when the subject is passed.

(I'n sorme | anquage subjects R R C provides prescribed Hooks.

It study of these subjectsis delayed and the books have changed,

0 charge will be nade to replace them)



KEEP | N TOUCH

In view of the above, it is vital that you keep in touch with the
Col l ege. After each sitting, we send you a postcard requesting your
results and future study plans. Please return this to us advising
whet her you wote at the lust sitting and of your progress, and what
you intend to wite at the next sitting. If you do not receive this
postcard pl ease contact our student counsellors giving themthe
necessary dat a.

Wy is it so inportant to keep in touch?

tt Syllabuses may change as may | ows, practices and procedures.

R R C has a policy of nonitoring all such changes and of

revi sing your notes on a regular basis. |If you don't tel

us of your changed study plans, you won't receive the anendnments.
4-1-

Most exami ni ng bodi es adhere to a "6-nmonth rul e" whereby they
undertake not to exam ne changes which occur within 6 nonths

before a particul ar exam session. R R C undertakes to give

you the rel evant changes, depending, of course, on when you

are witing. If you don't advise us of your study plans,

you won't receive this information.

It’s inportant, also, to advise the Coll ege whenever you permanently
change your address.

YOU AND YOUR LECTURES

Your R R Clectures are designed to teach, and the anmount of nateria
i ncl uded has been carefully witten to neet the needs of your own
exam ni ng body.

Therefore, they are not office manuals for practical guidance in
your work, and they are not works of reference, indexed and
extensive. They are teaching Rogers, frequently revised, to nmake
your study eosy.

Too often, however, students have only a hazy know edge of, or
noddi ng acquai ntance with, the contents of R R C s notes.

DON' T FALL I NTO THI S TRAP

There is no padding in RR Cs notes. Your tutors distil for you,
fromtheir own experience and very w de reading, the essentia

know edge you require. Any repetition is deliberate - for

t eachi ng pur poses.
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It is therefore inmportant to study your notes with core, ensuring
that you have a thorough know edge of your subject.

FORMAT OF LECTURES

Lectures are bound into books and each book or set is coded

on the top right-hond corner of the first page. It is essentia

that you check these codes agai nst your Programme of Studies which
we describe later in this booklet. This will indicate the sequence
i n which the books should be studied as well as indicating when the
test at the end of the book should be submtted for marking. (You

will note that whenever |ectures are updated or revised the code
nunbers will change to indicate this.)
When consi dered necessary lectures will be suunorised. These

summari es and the progress questions that appear after each

| ecture, have been specifically chosen to highlight inportant
aspects. Please do them

Each set of lectures will usually contain a test at the end of

the book which you are required to subnmit to the College for
mar ki ng. Don’t neglect this essential step.

R R Clectures do not usually require reference to textbooks. They
are normally self-contained. This does 221 nean that you shoul d
not read as widely as you can - for background and for enrichment.
This is particularly true in business subjects, where newspapers
and Journal s keep you up-to-dote. In particular, the Journa
publ i shed by your Institute nust be read very carefully.

Perhaps this is a good place to enphasize the question of copyright
in the notes (which remains vested in RRC. If you let others
use your notes you are doing them a disservice, because they wll
not be registered on our conputer, they will never receive any
amendnments to the notes not other vital correspondence from us,
neither will their tests be marked by our tutors.

You,in turn, will be infringing the copyright |aws!

YOU AND YOUR QUESTI ONS

Your courses are witten with core to avoid doubts and difficulties.
If (and it’s rare!) sonmething is not clear to you, what do you do?
(a) Read it again, carefully. You'll often solve the probl em
yourself and feel a sense of achievenent.
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(b) If you still experience a problemwite to us and define

it : For exanple -

"In set AA9, lecture 3, page 8, second paragraph it is

said that ... ...... . But on page 6, third paragraph

of the sane lecture you said that "

Expl ai n your doubt or difficulty thus.

(c) Always try to advance your own explanations for the difficulty.
This hel ps your Tutor to assess the extent of your know edge.

(d) Post your question, after you have witten your nane, address,
course and student nunber on it, to the Coll ege.

(e) Go on to the next part of your studies, |eaving a narker

at the point in question. You will receive a witten reply

to your query in due course.

ALTERNATI VELY, if you require "energency aid" or don’t really need
an answer in witing, use RR C s Tutorphone system At any tine
of the day or night you can ’'phone us and receive a reply within
24 hours. Please follow the instructions on the grescribed
Tut or phone form and renenber to provide all the details specified.



STOP

and consi der what we have said up to this point

1

i.)

R R Cis here to help you succeed in the friendliest
possi bl e way, based on 56 years of experience in the
educational field;

You 222 succeed if you work hard and renmenber the rewards

at the end of it.

But 192 nust play your part. You MUST -

(0) arrange your own examination entries with the

exam ni ng body;

(b) become active in the student affairs of your Institute;
(c) advise R R C of any changes to your study plans. When

do you plan to wite? Did you in fact wite?

What were your results? Wien do you intend witing

agai n?

(d) advise us, also, of change of address.

(e) study everything in your R R C notes extrenely carefully
(there is no padding - everything is essential). Also

i mportant, to give you greater background, depth and
enrichment, is to read current press and journals,
especially your Institute’ s own publication

Your success depends on cl ose co-operotion. Wite to us

with your study problenms or alternatively, use the Tutorphone
(remenmber to follow the instructions on the prescribed form.
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YOUR PROGRAMVE OF STUDI ES

VWen you enrol with the Coll ege you are sent a Personal Programe
of Studies (see blank illustration on next page; which details :
A. The Code of the Course for which you are enrolled;

B. Your nane and the address to which all your correspondence and
| ecture sets will be sent;

C. Your personal student number which should be used at all tines;
D. The nane of the exam ning body for whose exam nations you are
st udyi ng;

E. The nonth in which you plan to wite your exam nations;

F. The nanme of the subject(s) you are studying at this stage;

0. The codes of the lecture sets which you will be studying in
the sequence in which you should study them and

H. The suggested dates by which you shoul d have compl et ed studying
each set and submitted the tests which appear in the back of nost
set s.
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Thu. PROGRAMVE OF STUDI ES coded (:3 ha boon prepared ior

(du D(::

unvunuumssi Af r u- vunuunnunaxqgl I n

Your Student Nunmber Is _ and we have progranmed you to wait: the
oxammahons of | he

N-AUJ U NUVMBER NAME | ND SPECI AL NO E:

st (ONE of Spurn

Punk suuun mun 1:315 BY | HKSL DANS

PLEASE READ YHF | NSTRUCYI ONS ON 1HE REVERSE

Not e: You should read your own progranmme now and note the instructions
on the back of it - and follow themcarefully at all tines.

In order to Use this Programre of Studies effectively you need to
renmenber the foll ow ng:

1. Each book of lectures (called a set) contains a nunmber of
different |ectures. Each set has a distinctive code on the

I ndex Page: eg. 3A2. This code is the one used on your

programme of studies to identify the subject to which it

refers and when it should be studied.

2. The Col | ege undertakes a continuous updating policy and thus,
fromtime to time you may be sent either a conpletely new set

to replace one in your possession or a supplenmentary note which,
when studied in conjunction with on existing set which you

al ready have, brings your |ectures conpletely up to date. In
such a case the code will change eg. from BA2 to 8A3.
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Normal |y the lectures you need are sent to you in two separate
Despot ches - the FI RST DESPATCH i medi ately after your enrol ment
is accepted and the SECOND DESPATCH a little later but to reach
you by the THIRD test date (see H above). If you need the

| ecture sets sooner you have nerely to let us know. Wth

every despotch (or up-doting of material) you will receive an
advice slip detailing the codes of the sets encl osed and the
reason for the material being sent to you.

The tinetable dates at the foot of each of the six colums (see
"H') are suggested dates not deadline dates. Thus if you are

ei ther in advance or behind of your schedule plans subnit your
tests whenever conpl eted. Hovever,if there are less than three
weeks to your exam nation date He cannot guarantee to receive

a test, have it marked, and returned to you in tinme. This is
one of the mmjor reasons why your tinetable has a 3 to 4 week
gap at the end. Another inportant reason is to ensure that

you have adequate tinme for revision before the final exam

Vital information is contained on the back of your progrmmne

of studies. Please read that now

PLEASE ALWAYS FOLLOW | NSTRUCTI ONS

VERY CAREFULLY
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and now

A VWORD ABOUT MONEY

When you enrol you are given an option of paying the full anount
for the course or subject inmediately, or paying the course off on
our instal nent plan.

In order to ensure that your paynent reaches us safely and is credited
to the correct account, please note the follow ng :

1.

Do not send paynents of any kind with test scripts, returned

| ectures or queries. Send your paynent in a separate envel ope

by REG STERED POST to The Accountant P O Box 910, Durban, 4000

or to any R R C Branch.

Al'l cheques, postal orders and noney orders MJST BE CROSSED and
made payable to the Coll ege.

DO NOT SEND CASH PAYMENTS UNLESS REQ STERED.

Retain your counterfoils and postal slips for future reference.
ALWAYS return the detachabl e portion of your statenent or quote
your Student Reference Number.



HOW TO STUDY
EFFECTI VELY
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A. TIME, YOUR SERVANT

Your task is to make the best use of your time. Concentrate on
using it nore efficiently, rather than finding nore to use. \Wat
counts is not the tine, but what you do with it! Here are

our suggestions.

| BE CONSI STENT |

Don’t | et anything uninportant force you to put off studying, when
you have planned to. Always start a study session at a fixed tine.
If you persevere, it will soon beconme a habit.

BE PRACTI CAL

You can’'t work for long hours without breaks. Split your studies
i nto periods of about 45 minutes each, with small breaks in

bet ween for exercise, refreshnent or sinple rest.

Don’t study every evening. You owe it to yourself and your
famly and friends to relax and enjoy their conpany.

BE PLANNED

Wul d you build a house without a plan? O course not! It’s

just as essential to plan your studies, studies that will affect
your career and future.

Jheck your Programme of Studies to see when your R R C tests
have to be conpl eted

Wite down the nunber of weeks to the exam nation. Deduct for
revi sion, holidays or other commtnents. You're left with

ef fective study weeks.

Based on these facts, prepare O TOTAL PLAN as detailed in
Appendi x |

This will enable you to see how nuch tinme you can devote to each
set of |ectures and when your tests should be subnmitted.
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Each week plan a timetabl e based on your Total Plan and
your assessnent of your progress. Details of this appear
in Appendix Il under the title of

THE WORK THI S WEEK

This weekly tinetable will enable you to set yourself

i mediate and realistic targets.

We all work better if we can see inmediate targets - this week
i nstead of next nonth. And one lecture is easy to master

where ninety woul d be al arm ng.

But nost inportant of all is the feeling of achievenent as you
wor k off each week "done!"

A PLACE TO THI NK

We work best, and think nost effectively, when we’re at ease in
fam liar surroundings. Plan for this : find your own regul ar

study pl ace, where your lectures will not be disturbed. Mke
a rule that, when at hone, you'll always study there. Very soon
the habit of returning to it will "switch on" your mind to

receptiveness.

Organi se your study material, your papers and your pens. See that

the lighting is effective, the chair correct, the surroundi ngs qui et
and confortable. Let nothing come between your mnd and its work.

A sound mind in a sound body is still a sound maxi m

Keep as fit as possible : regular exercise will rest the m nd

and rel ax the body. Be aware - if you find you are not concentrati ng,
stop. Renmenber the short breaks between study periods which wll

give you a chance to refresh yourself! Above all, avoid a

physical slunmp as this discourages an alert m nd!
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WORK ELSEWHEREI TOO

Your thinking times will be best done in your study pl ace,
but you '11 al so want

revising tinmes, when you' re recalling what you' ve |earnt.
Do this anywhere - office, bus, park -

by learning to shut the outside world out

of your mind for even a few m nutes

and testing times, when you re answering questions. Since
your exam nation will be in public, get

used to working like this : why not

attenpt your R R C Tests in the |ocal

library, if you can?
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B. A LOOK AT MEMORY

Grant Loudon, R R Cs Principal from1948 to 1983 and now
Educati onal Consultant, has a hobby : taking part in quizzes.
He's often referred to lightheartedly, as "one of the Three Wse
Men". People say he has "a photographic mnd." Wat does he

say about menory?

"A photographic mnd is extrenely rare, and | certainly

don’t have one. | recall things because |I'’minterested
or because they are linked to other things, or (quite
of ten) because |’'ve practised the art of recall. | don't

beli eve we ever really forget anything : the problemis to

find a way of 'getting it out of storage.’” That is the

art of recall.”

Thi nk how effortlessly a golfer recalls past rounds, or a cricketer

ol d scores. Watch how a not her renmenbers events . ..... "it was
early January nine years ago because it was after Helen's
birthday ...... "

Renenmber, we | earn about things -

by seei ng;

by heari ng;

by speaki ng about them
by witing about them
and, of course, by using other senses |ike taste, touch and snel |
These are our "input" nethods, and the nore of themwe can use in

our study, the foster we shall learn, and the nore readily we
shal | recall.
We also will usually renmenber something we have fully understood as

a connected whole (like a theory) where we m ght easily forget a
col l ection of separate statenents.

How can we use these factors? Many of us have devel oped our

own net hods of recall, with varying degrees of success.
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Here are a few techni ques that may hel p you.

1
To renenber a group of facts, nake a word or a sentence
whi ch regresents themall, and then renmenber that word.

(This is called a "Mienonic"). You have al ready

encountered this nethod earlier: "SPEAR' helps to

rem nd you of your original objectives!

Wite your own summaries. Don’t just sit and read. Studies
have shown that witing it down hel ps the nmenory! You m ght
find that summarising your sunmaries also helps. This is
cal l ed the "Funnel and trigger" method which diagranmatically
woul d | ook like this :

Summary 4

TRI GGER __,

The trigger "rel eases" the detail for expansion. You need
only recall the trigger because, like the first link in

a chain, it will "pull" the other ideas out of the nenory

store. The trigger can be a mmenonic or sentence or even

a |l ogi cal arrangenent of words or phrases.

You may occasionally wi sh to check your summaries with those
provi ded by your tutor at the end of each lecture.
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3. A good way to test your know edge of a subject or lecture
is to start with the main idea and to build around it,
rather |ike patchwork. Here, you re-arrange our facts and
ideas into patterns or lists of your own. You then get a
"bird' s eye" view of the concept.Let’s use your desire
to study as an exanple : (You will also recognise the
connection between seem ngly di sconnected aspects).
I ncreased
famly
benefits
Speci al
Pt .
| - ' Student
Servi ces
Achi eve-
ment
EEEEHHHHHEHHHEE! |
You could extend this, ad infinitum
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4. A technique which is quite effective for understandi ng and
recall is to read out |oud any notes you don’t understand
or which you are trying to commt to nenory.

Do you have a tope-recorder?

Try this experinent

(0) Wite down your Sunmary.

(b) Read it on to tape.

(c) Tear up the Summary.

(d) Listen back to the tape.

(e) Rewite the Summary from nenory.

(f) Re-play the tape, and check the Summary.

(9) Tear up the Summary.

You' Il have used on one set of facts the "inputs" of seeing,
heari ng, speaking and witing - and you will have said

to your mnd

"I know it now: I'mtearing it up."

Try it!
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C. THE MOVI NG EYE

Readi ng, of course, is the key to any correspondence course.
It’s your way of discovering what your Tutor is saying.
Surprisingly, many students don't stop to think about this.
Here are four ideas

1. TH NK WHI LE YOU READ. Have you ever watched a copy-typist?
She can read and type pages of witing, getting all the
words right, and not understanding it at all. 122

nmust work over the material in your mnd, as you read,

so that you do understand.

2. READ IN THE RI GHT GEAR. Not all readi ng need, or shoul d,
be at the same speed. Your purpose will tell you

whet her it should be in

(0) Top CGear - Fast, skimm ng along, getting

the general idea.

(b) Third Gear - scanning a little nore slowy,

| ooki ng for points and facts.

(c) Second CGear - moving nore slowy, follow ng

a narrative.

(d) Low Gear - Slowy; critically, powerfully

anal ysi ng detai l

3. READ FAST TO THINK. Moyst of us read very slowy and rather
badly. The sl ow reader nay understand | ess: he is so

busy | ooking at single words he may be mssing the

nmeani ng of sentences.

4. RELEARN TO READ! How nuch study tine would you save if you
could read twice as fast? YOU PROBABLY CANI All you

need is deliberate practice : every tinme you read, no

matter what it is, try togo alittle faster

A SUGGESTI ON

You should be reading this Guide in | ow gear!

:a3% .9 j
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D. A MND IN FOCUS

The student who says that he really cannot concentrate, has
never really tried! Yes, we nean that! You 222 learn to
concentrate, which nmeans nothing nore than the ability to devote
all your thoughts and attention to one subject for a limted tine.
There are three steps to take every tinme you sit down to study.
1. Recall your reasons. Rem nd yourself of your mpotives for
study - and the rewards at the end.

You’ ve promi sed your famly you're

studyi ng. You' ve proni sed yourself

you' Il finish this work now.

Keep your word.

2. Cear the line. Have near you a bl ank sheet headed
"Afterwards". If you remenber

anyt hi ng you should do, jot it down

and forget it. If sonething

irritates you, wite a note about

it for later action - and forget it

now.

3. Be active in interest. Don't ever just sit and read. Wite
notes. Replon. Mark points.

Conment. Summorise. This activity

keeps your interest alive.

When you have | earned how to

CONCENTRATE you have sol ved

the central problem of how

to STUDY.



24.
| magi ne you' re faced with a new | ecture. Wiat do you do?
1

6.

Thi's

wil |

SURVEY it. Read rapidly over the material. Get an

outline of what you' |l be studying. Your nmind begins to focus.

UNDERSTAND it. Read it again, noting main points, questioning
the train of thought, marking your |ectures with lines for
enphasis; make charts, lists, or your own di agrans.

NOTICE it. What go we nean? Just this - nowis the time

to l ook for your personal significance in |inking together facts and
argunents. Notice what nethods hele you to understand.
SUMVARI SE it. You can now reduce the material to very brief
not es, because each word you wite rem nds you of all the
thought-1i nks you' ve noticed. Conpare with our summary to
check whet her you’ ve absorbed the rel evant facts.

EXERCI SE it. Now make use of what you’' ve mastered. Tackle
some progress questions. Rewite ports of your sumary,
fromnmenory. Check back to see how cl ose you were. Revise
(mentally) in the bus or at work. Check back | ater

TEST it. After a few days, do the Test on the material, or
tackl e again a progress question, fully and in witing.
Vhenoni ¢

SUNSET

assi st you in remenbering these vital steps.
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E. TESTS FOR STRENGTH

As the weeks of study pass, what do you need nobst? nore tine?
nore readi ng? nore determ nation? NO You need to know -

that you ARE | earning; that you CAN answer questions. Only
this can give you the confidence you need as the basis for
further study.

THAT IS WHY YOU SHOULD TACKLE THE TESTS, found at the back of
each book.

There are other good reasons, too. You probably need both -
THE DI SCl PLI NES

- of TIME, planning to get the Tests done by the due date

and so mark off progress on your Tinetable;

- of TUTORS, who will review your work, guide and criticise
your approach, point out where further study is needed;

and

t THE EXPERI ENCES |

- in RECALL, where the nmind has practice in producing the ideas
and the facts it has mastered,

- in READING the questions, onolysing them and decidi ng what
is required of you;

- in RESPONDI NG correctly to questions, planning your answers,
assessing the tinme you can spend on each, and reviewing it
when you’re finished.

Many of the students who "give up" have sent in no tests at all
They have never given thensel ves a chance of building the
confidence that practical, constructive assessnent can bring.
Successful students have found the marking of tests a great
hel p.
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In short, your tests are the nost inportant part of your studies.
SOVE SUGGESTI ONS

1. Treat themseriously! You' re teaching your mind to recall

pl ease therefore don’t copy fromthe | ectures and tine yourself.
Your tutors allocate tinme periods for each test. |If you

find initially that you cannot set aside a full two- or three-
hour period at a single sitting then try one question at a

time. When you have completed the test, indicate the tine

taken. Later in your studies you should, of course, practise
sitting the full 2 or 3 hours at a single session in preparation
for the final exam

2. Wien answering questions use any type of paper except bound
books and number answer sheets in sequence.

Leave a margin on your script for your tutor’s comrents.

3. Fill in your name, address, student nunber, your course,
course code, and subject, as well as any other information
required on the tests and REMEMBER TO ATTACH THE TEST TO YOUR
SCRI PT as wel |.

4. Your corrected script, 0 nmodel solution and the test you
attached will be returned to you. LEARN FROM YOUR TESTS

Exam ne your tutor’s comrents; conpare your work with the

nodel solutions. Use your tests also for the purpose of
revision.



27.

THE END OF THE BEGQ hNI NG

We have given you pointers in this guide on HONTO STUDY and
further suggestions on exam nation techniques in our bookl et
cal | ed HOW TO PASS.

Toget her, these two books are your foundation stones!

Keep them on your desk at all tines and refer to themfrequently.
"How to Pass" will becone vitally inportant to you as you get
cl oser to the exam nati ons.

DON' T let the exam ner say this of you :-

"Candi dot es who were unsuccessful in the exam nation failed
because they had done little or no preparation”,

BUT RATHER

"Successful candi dates showed evi dence of careful preparation”.
We know that your will to succeed will spur you on to achieve
di stinction.

You have nbde a start on a path to future security for yourself
nmdywr f mdh.

Remenber these words

THERE ARE NO ENDI NGS

ONLY BEG NNI NGS

17 039
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APPENDI X |

YOUR TOTAL PLAN

Start by noting

(a) numrber of conpl ete weeks between now and the date of exam nation.
(b) which weeks will be difficult or inpossible for study.

(c) number of separate study subjects.

Next, do a line a week plan. Qur exanple is planned for four
subj ects: yours may differ. After each seven weeks of study,
(i.e. in the eighth week), allocate about a week for revision
(1.9. week nunber 8). After each four weeks of study, use a
dark line to rem nd you to check progress.

Then, fit in the letter-codes off your Programre of Studies, if
possible a little in advance of your RRC Tinetable dates, in the
weeks you will finish studying them
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Here' 5 an exanpl e:

VEEK

WK STARTS SUBJECT A SUBJECT B SUBJECT C SUBJECT D

1

JUN 20

ZP3

WEEK AVWAY ON HOLI DAY

Hol i day

Use the teor-out blank pages overleaf for YOUR OMN TOTAL PLAN.




APPENDI X 1. PAGE 3.

FOR YOUR PERSONAL USE ( TEAR QUT)

YOUR OAN TOTAL PLAN

Use this blank in the way suggested. It can accommpdate up to 36
weeks of study,and five subjects. Tear it out and use it.
SUBJECTS

WEEK

STARTS
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YOUR OAN TOTAL PLAN

Use this blank in the way suggested. It can accommodate up to
36 weeks of study, and five subjects. Tear it out and use it.
SUBJECTS

VEEK

STARTS

17 039



APPENDI X |

THE WORK THI S WEEK

Your TOTAL PLAN is used to show you what portion of each set you
shoul d master in a given week. As an exanple, |ook at the week
starting August 8th. You would plan to do during it:

First quarter

Second fifth

Second third

Third seventh

0 Four weeks allocated to conmplete 8C2, therefore 1 of 8C2 per week.
4

You are now able to plan a detailed Tinmetable for your week. Here's
an exanple, for a student who takes Friday evening off, relaxes

on Sundays, and prefers evening study. He plans about 12 hours a week,
enough for nost part-tinme students.

Week beginning : 8th August

2P3

THU BY8 BC2

NO STUDY

0930- 1230

Do Test on 382, conpleted | ast week

NO STUDY

But check your overall progress and repl an

Note the short periods and the ten-minute breaks. See how each
subject in turn gets a chance of being first in the evening s

st udy.

Use the blanks on the foll ow ng pages to prepare for YOUR WORK
TH S VEEK



APPENDI X 11. PAGE 2.

FOR YOUR PERSONAL USE ( TEAR QUT)

YOUR WORK THI S VEEEK

Here are four blank one-week programmes, to be used for your planning.

Ten: out and Fill fhemin as you need them They can accommopdate
Up to six study periods a day.
Week Begi nni ng:
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APPENDI X 11

TYPES OF MULTI PLE- CHO CE QUESTI ONS

The three basic types are as foll ows: -

(a) TRUE/ FALSE SELECTI ON (Al t hough not strictly "nultiple",
it can be included for the sake

of conpletion.)

(b) SIMPLE SELECTI ON

(c) MULTI PLE COVPLETI ON.

Here are- concerning each of them -

Wth a true/ Folse selection 1 only two possibilities are
presented and you nust decide whether 0 statenment is
correct or incorrect.

You will be instructed on the way in which you nust

i ndi cate your choice. Some possibilities are -

the placing of a cross on the selected word, TRUE FyLd
by rlnging the correct word, TRUE w

or - by deleting the incorrect word. FALSE

A separate answer sheet nay be provided, or the question
paper, with the appropriate selections, ndy have to be
handed in for marking.

A question will present a nunmber of

statenments, probably lettered Ea) (b) etml or nunbered
El) (2) or (i) (ii) eth

You will hoye termark off your selection according to
the instructions given by the exani ner
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You nmust NEVER i ndicate MORE THAN ONE | etter or nunber.
Agai n, either separate answer sheet may be provided or you
may be required to nake the sel ections on the question paper
itself.

e.9. Select the correct statenment. Indicate your

sel ection by ringing the appropriate letter.

1. "Huur goat voor kooe" is a legal termwhich

neans:

a. A lessee has no rights against the

pur chaser.

b. A property rented nmay subsequently be

pur chased.

A purchaser is generally bound to recognise

a |l ease granted by a seller.

d. Hiring is preferable to buying.

e. An agreenent of |ease is superseded by

an agreenment of purchase.

A mlti-le-comletion question offers sone prescribed
conbi nati ons, each combi nati on being represented by a
nunber or letter.

Again, only ONE |etter or nunber nust be selected in the
nmanner prescri bed.

e.g. Select the conbination of statenments which

nost accurately describe the conposition of

the Estate Agents Board. Ring the correct

letter.

1. The Registrar of Estate Agenci es.

2. Between nine and el even nenbers appoi nted

by the Mnister of Economic Affairs.

3. The Mnister and Secretary of Econom c

Affairs.
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4. Between twelve and twenty menbers appoi nted
by the Mnister of Economc Affairs.

5. A chairman and vi ce-chai rnan appoi nted by,
and responsible to, the Mnister of Economc

Affairs.

6. A chairman and vice-choirnman el ected by
t he board.

(a) I, 4 and 6

Qlh 2 and 6

(c) 2, 3 and 6

(d) 4 and 5

(e) I, 2 and 6

THE EXAM NER S | NSTRUCTI ONS ARE CRUCI AL!

It is of the utnost inportance to determ ne exactly what
the exam ner requires of you before you start answering the

guestions. You will be given instructions on the way to
i ndi cate your selected answer. Follow these instructions very
carefully’ - otherwi se you will be penalised. Gve close

attention to any exanples that may be given, and foll ow those
exanpl es.

Make sure that all required information is given on the sheet of
paper that is to be handed in

| F YOU KNOW YOUR WORK . .

Then this system of assessment has the Foll owi ng advant ages over
essay-type questions:-

(a) It is a quick and effective way of denonstrating to the
exam ner that you know your work.

(b) Multiple-choice questions do not require a flair For

witing or gift of expression, which are often required

to obtain good marks in an essay-type question

(c) You are able to score very high marks. Essay narkers

require an exceptionally high standard of work for a

candi date to score in the 80's.
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(d) An answer is either right or wong - this type of marking

is not liable to the subjectivity of essay marking.

| F YOU RE UNPREPARED or have "SPOTTED' - BEWARE

If you have a general, as opposed to a detail ed know edge of the
syl labus, if you have "spotted" sections of the syllabus and

i gnored other sections, the following difficulties should be noted:
(a) It is easy to | ose marks that you have gai ned

on correct answers unless you are conpletely sure

of your facts.

(b) Your answer is either right or wong. No credit will be
given for sonething that is "al nbost correct.”

(c) There may be some questions about which you know not hi ng.

In this type of question you don’t have an opportunity

to wite "around"” the subject, or to "pad" which ES! earn

you a is! marks in an essoy-type question

(d) The questions may appear deceptively sinple because of your

| ack of in-depth know edge of the syllabus: you may not see

the full inplications of certain statenments!
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