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This leaflet outlines some strategies for preparing and sitting examinations and tests.  Examinations are 
opportunities for a large number of  people to be tested simultaneously about material they are expected 
to know.  The examiner has a marking scheme to work to and your job is to offer what will collect the 
marks.  Remember, examiners do not like answers that fail to address the question. 
 

 
 
 

 
• Make sure you understand the scope of the course, what the lecturer expects and what form the 

examination will take. 
 
• Make sure that you get the maximum amount of information the lecturer is prepared to give the 

class about the examination. 
 

 
 
 

• Lecture notes should be reviewed and main ideas summarized as soon after the lecture as  
 possible, and then frequently reviewed for 5-10 minutes. 
 
• Text books should provide meaningful notes.  Where appropriate, summaries of key points can be 

made.  Again, allow for frequent reviewing, lasting 10—15 minutes, periodically throughout the 
year. 

 
• Establish the central issues in each part of the course. 
 

 
 
 

This is a time for final consolidation and organisation, not for amassing new material: 
 
• Plan your use of time for the whole period, this should be many weeks or even months before a set 

of major examinations, and proportionately less before a course test. 
 
• Write a master timetable which allocates your time each day, allowing plenty of time for sleep and 

exercise, and then divide up the working periods between subjects. 
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• Make lists of definitions, key words, ideas and theories that you need to know. 
 
 
 

 
• Attempt questions from old papers ( some may be stored within the Learning Resource Centre). 
 
• Make up likely questions for yourself and answer them. 
 
• Refer to previous examination papers for examples of the kinds of questions which are asked and 

discipline yourself to write practice answers. 
 
• Listen to your tutor—he/she will give you valuable hints. 
 

 
 
 

• Check and recheck your timetable—make sure you know where and when the exam is and for how 
long. 

 
• Organise any necessary equipment—pens, pencils, instruments etc. 
 
• Review your notes briefly, but have a good night’s sleep.  Cramming may be comforting, but on the 

whole it is wasteful and self defeating. 
 
 
 

 
• Recognise that it is normal to feel uncomfortable beforehand.  You will survive, you may even  
 enjoy it! 
 
• If the exam is ‘open book’ or ‘seen’, make sure your notes are well organised. 
 
• Check your timetable carefully. 
 
• Eat a good breakfast, you are going to use up a great deal of energy. 
 
• A short walk or a brief look at your notes will help you to pass the time before an examination. 
 
• Arrive in good time, breathe deeply and try to stay calm.  If it helps, think of something you can  
 reward yourself with, once the examination is over. 

 
 
 

 
• Take your time and read the questions carefully. 
 
• Underline key words and instructions in the question. 

Test your work and get practice 

On the Day 

The Night Before 
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• Allocate your time carefully—if a question is difficult, return to it later. 
 
• As you read the paper, make notes of any ideas that occur to you for other questions—if an idea  
 is not noted it will probably disappear. 
 
• Legibility, clarity and good organisation of answers all help the examiner. 
 
• Leave a space at the end of an answer in case you need  to add something at a later point. 
 
• Check and check again that you are sure of the subject—one of the most common errors is writing 

on a similar but wrong subject. 
 
• When answering multiple choice questions, pick the alternative that is most nearly true—

remember, it is a relative matter. 
 
• Make sure you understand scoring i.e. if there is a penalty for incorrect answers, do not attempt 

questions you cannot answer.  If there is no penalty, make a reasoned guess. 
 

 
 
 

Check your whole paper.  Make  sure that you have at east attempted the required number of questions 
and all the parts.  Proof read as well as you can and cross out work you do not wish the examiner to 
see. 
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