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.'-ﬂ’reface'

Most books on methods of study have stressed
general ideals and theories. Few indeed are the texts
‘which provide the student with practical helps. For the
college " freshman or high-school senior, this volume
presents a brief summary of suggestions applicable to
his immediate needs. The authors believe that a morey
extersive book might be desirable. As at present orgdn-
ized, however, colleges and secondary schools, with rare
exceptions, could net make pract;cal use of & hxghiy
detailed or elaborate treatise in this field. Thé authors
have, therefore, endeavored chiefly to answer the stu-

dent’s urgent questions, What shall I do? and How shall

I do it? For the most part, only 1mp@rtant points have
been included. : "N\

In colleges‘and senior h1gh-schools, not enough em-
‘phasis has been- placed on Sthe mastery of the best
methods of study. This shortcommg probably accounts
for the results of a recent poll taken at one of the large
eastern universities, {©Of three hundred and twenty
seniors in the poll{“more than one-third admitted they
did not know how to study. To make the challenge even
- more pmnted two-thirds of the same group of three
“hundred and’ twenty seniors stated they required special
tutoring-fér examinations. Such unfortunate cenditions
" are b]bno means uncommon. They demonstrate effec-
twely the need of a brief summary to help the student
,\ach:eve all the success of which he is capable.

. The book may be used either as a text for system-

atic courses or as a reference book applicable to the

-various major subjects and activities of the curriculum.
Students should be encouraged to discuss the sugges-
tions offered, and to test the merits of recommendations
by trying them out in practice.

Q.
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[APTER ONE :

be Imparranbe of
FFICIENCY

“To be strenuous is to put forth greates’

effort; to be efficient is to put forth/less
effort, . . . Efficiency brings about greater
results with lessened effort; stréntiousness
brings about greater results with \ahnormally
greater effort.”~—Harrington EQ-nerson

. Why does osie individual learn more\ qmckly and

horoughly than another? The chief reasons for in-
fliciency In learning are carelessfiess and ineffective
abits of study. In many cases)'observance of a few
mportant rules would insuregticcess. Let us assume
hat you require ordmarlly About ninety hours to master
he important elements Qf a new subject. Would you
ot-like to achieve the) same results in sixty hours in-

tead of ninety? In:vestigatiogs have shown that most

ime if they sy\emWﬂaﬂ&:@ng:th

Qe_gmngi\:inglples of learning.

Spaeﬁ is not the only advantage of proper study
§h@d9 Effective methods help the student understand .

femember what he is studying. Most of the educa-

fonal handicaps of individuals are caused by failure fo
tudy in the best possible way. Many hours of needless

nxiety might be avoided through knowledge of a few
ractical suggestions. You may be more gifted in

From, The Twelve Principles of Efficiency by Har rmxton Emerson, Used

by permiasion of the - poblishers, McGraw-Hill Book Co., New York:

2\



2 Best Methods of Study

studying one subject than in studying another, but 'th:i::
correct application of your efforts will increase your en
joyment and success in all fields of education,

Consider a concrete example. You may read 51
chapter of a textbook several times, and still get ver].
little out of it. On the other hand, you may read B,
only once or twice, and get a great deal out of 1t
In the latter case, the chances are that you followc(
certain practical rules of study; perhaps, you crmmzed
compared, digested, asked questions,. found. guestmm
and answers, or applied some of the other procedur&
of efficient learning. It is, in fact, easier, tb Study in tI'u

right way than it is to use wasteful of partly successfnh
methods, \ )

i
¢

Everyone who needs tosdo) so can improve hi;',
habits of study. It is, however, necessary to dlscove:|
one’s most urgent requxrements Perhaps you need to:
perfect your use of reference materials, or your methods,
of reading. Perhaps you are not aware of the: most!
helpful hints for s<Cudy1ng a particular subject, Usefuh
principles angd /devices may be suggested. The con:
scientious app\hcatlcn of energy is mdlspensable Learn
ing how ta study should make your efforts more dlreef
and eﬁ'ecflve But you must select the hints ‘that wﬂl
be of Q‘reatest assistance in your situation.  Are you
re ickly, with good retention? Is your master}*
Jof sub]ect -matter complete, well balanced? Have yot

~ weak spots_in_special subjects? Find your hznuiu:aps.3
“tefer to study -helps relating to these handicaps;. and
aggll_us_@_hlnts tg.y_unrn, daily._practices..— - 4

Do not be satisfied with partial success. You eaﬂ.s
and should, learn all subjects you study, learn ’chemE
_quickly, master them thoroughly, and achieve 2 record
Ef all- round ability, Enough time should remain forl

R ob_bles, social activities, exploratory reading, and other,




Efficiency o 3

_constructive-experiences. The successful-student’s-first

: _'ga_l_rg,ﬁ._hﬁl&ever,__for the_efficient t completion of all-edu- -

cational tasks, Efficiency means doing things on | time,

- thoroughly, in_the_hest possible way, in the one way

that is best for you. To maintain such efficiency, you
should check up on your daily habits of study, plan

ahead, and select useful suggestions for expcrimental ¢
application. Systemaiic methods of learning may require mate
éffort and patience in the beginning; but soom, they bwa‘me

" habitual and efiective. _ \ \,

A few simple suggestions may increase; your effi-
ciency considerably. (1} Make up a schedhsle for your
studying. Discipline yourself to follow ygur'schedule, and
be sure that you allow enough timge: or each subject.
(2) Set aside a suitable place for yﬁur work and bepin
promptly. (3) Concentrate untf\you have finished at
least one major worthwhile tagk: (4) Keep up with your
daily assignments; better 5~t11i do more than is required.
(5) Limit your program, an,d everyday efforts to what you
can accomplish, bearing in mind that it is betfer to learn
one or two topics thhroughly than four or five topics in-
accurately or supérhicially. (6) Instead of worrying about.
.exammatmns’agﬁ personal problems, keep busy. Since
worrying afd daydreaming are futile and merely waste
valuable,\'nme, take constructive action to meet each
‘pro lem “do your best, and make the best of the conse-

: un



CHAPTER TWO

READING

2\
Some great men—Gibbon was {one and
Daniel Webster was another andithe great
Lord Stafford was a third~-alwiys, before
reading a book, made a short, #pugh analysis
of the questlons which theyi{expected to be
answered in it, the additions to be made to
their knowledge, and whither it wounld take
them. - I have sometime$ ‘tried that way of
‘ studying, and guiding"” attention; I have
never done so without“advantage, and I com-
mend it to you “—John Morley

Speed of Reading. As) g z le, outstanding students
are_quick readers. Speed“s important, for it perrmts

you to cover more ground or to review the same ma-
terials repeatedly within a ilimited period of time. Prob-
ably the best rule for the development of speed in read-
mg is to pract}ge, with the dehberate purpose of increas-

R

slo_xgmﬂ try to span a greater ter and greater num-
ber ofywords at a glance. Try to find the important
words)in a sentence. Remember, also, that if you skip
t@(:\much vou will miss essential points and waste time
m going back to preceding phrases or sentences. In‘_,_l
pther.mz:ds,-_rcad_slowly enough to grasp the ideasi m

- .which you are interested. ST

Speed of reading is less important with sub]eét-

- ‘matter that requires much reflection or analysis than
it is with material that is mainly informational in char-

_acter. A slow pace is usuaIIy necessary when studying

a difficult text. Even in such cases, however, a quick

overvlew, by sklmmmg rapidly through z chapter, may

4




Reading . . 5

bé highly desirable before you begin slow reading of
the chapter. Use good judgment in adapting speed to
the kind of book you are reading. It would be fool-
hardy to dash through one of Shakespeare’s plays.a
few times, and call it a day. This type of subject-matter
requires you to review difficult sections, ask questions
about what you read, think intensively about language,
style, characters, structure, and so on. Develop the

ability to read at a high speed; but use the ab:hty'
‘wisely, to insure the degree of mastery you wish te

acqmre A%

Rev:ews. Analyze a topic before reading” ahout it.

Benefit from. your past experience. Learnidg ‘is much

-

like the construction of a house on a sof?d foundation;

.'

and every useful idea you can thmk\cﬂ will serve as .

another basis for clear understandmg of what you read.
The words of a text would bevineaningless to you if
you had not seen them in snmlar context before, or if
you could not explain them? m terms of words you have
used in the past. In like manner, a quick review of
your knowledge about'é\toplc will help you master new
ideas and facts. A skident beginning the study of modern
European history\might do well to skim through the
main eventsand trends of medieval history. Reviews
should. not,be’overdone; consider carefully how much
you sh%tl‘el undertake when you begrin to study new
matena‘k

\On the other hand, when studying matenal requiring
thorough mastery, you should resist the temptation to be
satisfied with quick reading and casual reflection. Per-
haps you have understood the chief ideas of an author,
and painstaking review does not seem attractive. But
remember that superficial reading of a textbook does
not mean that you will remember its important points.
You must take time to think seriously about those points.

_True, there are books through which you may wish



6 Best Methods of Study

only to glance. But be sure that you de not mistake s)(fn:m:’ngi%
for thorough study. For the latter, careful re-reading isi
necessary, together with comparisons and contrasts, ,
critical reactions, analysis of implications, questions and j
answers.

H
4]
i
i

Careful Study Summarize what you read. Rek
state the ideas in your own words. Put a whole chapter
in a nutshell of a few sentences. You will then possess]
a new center of reference for further study of the”same’
or related materials. Digest; consider the ~rélat1ve 1m~‘
portance of items; associate details with.Jmajor points;
build a unified picture of the subject-matter as a whole. j
Go over the parts you like best: and\griticize the partsl
you disiike, A quick final re- rea{mg may be he]pful1

Self-Correction. It is often a good 1dea to testj
yourself on what you hay@ibeen reading. Ask your--
self questions, and refef 4o the text to verify your
answers. The best students generally stop reading, from;
time to time, to Afst themselves on what they have|
read. WheneverS they find they have forgotten vitali
points, they sf\dy more carefully. They find and correct!
mistakes thiéy have made in their mterpretatlon ofi-
the texty (& S :

Pe\;,lstence. You cannot expect everythmg you§
st\dy to be chock full of interest and drama. To achieve]
.raesults that are interesting and important, you may‘
have to read a certain amount of material that is dull,:
" uninspiring, perhapseven poorly wriiten, Try to mject-
life into such topics; connect them, if you can, with
more attractive subject-matter. The chances are thatl‘
as you proceed to master one section after another, the‘
~task will become tolerable if not really pleasant. .

|

Mechanics of Reading. There are a few points to!
consider regarding the mechanics of reading, - Titles
and top1cal headings g'lve you a key to the main 1deas‘

\
o



Keading : 7

of a text; if there are no topical headings, construct
them for yourself. . The professional standing of the
author may also be of importance. Has he written a
great deal? Has he changed his ideas? Does his record
show reliability ? . Would you expect him to be partisan
in point of view? When, and under what. circum-
stances, was the text written? Note the full name of
. the author and the latest copyright date. It is the COPYz
right date, usually placed on the reverse side of ti\le
title page, which is important to remember, not ‘the
printing date sometimes included on the title pagé‘ In
the preface, if there be one, note the reasons\guven for
writing the volume, and suggestions on how best to
use it. Be sure you have a good idea ofythe complete
plan of the author, Consult the table 6fcontents. After

you have read a book, try to discd¥er the reasons why .

certam chapters were placed ﬁrst and others last.

The Introduction. The mtroductmn is an important
part of nearly every booke \Mere, the author generally
‘introduces you miore directly to the subject-matter of
the volume. He gives\you an idea of his general point
of view. When rédding the introduction, try to answer
questions such as these: '

_ What aré the chief assumptlons made in the in-
troductlorﬁ\

.'I’&\what extent are these assumptions justified?
m;:\'j ‘Does the style of the introduction indicate labored
Writing that will require slow reading and careful
weighing of terms?

Would it be best to consult simpler works before

- attempting the study of thls text?

Adequate consideration o£ the mtroductmn should
help you decide the best way to use the book, and
how much you may expect ‘to get out of it.

L

Q)



i g
)
Y4

V2

Crarrzn

i

:«\1.

\\ 1

TABLE OF CONTENTS

Numberr in Perentheris Rifrr ta Pagrx
INTRODUCTION

Introduction to the Study of Goneral Prychology .........

The histarical background of psychelogy (1), The rise of ex-
perimental paychology {5). Paychology snd eommon-sense

{practical prychology). (7). Scientfic principles (). A peers
limiary definition of psychology (11), The development of)

objective tess (11}, Reference work in psychology (15},
Bibliography of general psycholegy (17}, 2

LY
FALRT A ¢
THE ELEMENTS OF PSYCHOLOGICAL ACTIVITY

The SI-R Formula (preliminarsy, dscussion) {21}, Psycho-
Togica! environment (223, Biologiesl consideradon of the
orgaeisny £23), Scnsirivity (receptivity) {23}, Reaction (24).
Tntegration (26). Summary {23).

Sensitivity {Awarenesflof Stimalation) .........cpimvermrene
Observation and clasififadon of sensitivities (20). Visust
sensitivity (sight) ‘(39). Auditory gensigvity (hearing) (33),
Qllactory sensizinity (smell} (36). Gustatory sensitivity (taste)
{37). Equilibfiumdsensicivities (staric) {38). Cutancous sensitivi-
ties (39} Kinsthetic seasitivity (11). Organic sensitivifies
(42). Fatiguc of seasiivities (13). Scasithvity adapration {43).
Smé{\fi{x as mass activity in awareness (43).

Reaction :
ryfenctice of reacdon (47). Mameeaion of reactioms (473, The.

N Anvestigation of natve roactions (48). The refex {49}, The

time of reaciion {30}, Conditiencd (learned) reacuians (51).
The organization of reaction (33} [nstinet, emotion, and habic
(53). Summary (55). .

Paychologizal Dy

The dynamie puint of vicw ia psychology{57), General dyramic
concepts {57}, Reactions {58). The driving simulus {60), Clas-
fieation ol motivation (60), The experimeniat investigarion of
meiivation (£1). Adjesument (63).

Reaction ¥ errcnnerins

21

29

47

57

Fro. 1. Note that this table of comtents hee subdivisi
bers in parentheses. These make it easy to loca
i::;m‘;diatell’y‘ An adequate ishle of
o e mibject, prior to studys

g Ject, pHor i Fing

8

ivitions indicated by page nmm-
te important topies of the hook
conients may be ueed to test one’s knowledge
the book, and also to review the material after
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1f there is a preface as well as an introduction, the
introduction generally follows the preface. Figures 2 and
3 are illustrations of these two sections of a textbook.
Note the differences in content between the preface and
the introduction. '

PARAGRAPH
DISCUSSES:

Authors

Scope

: Apﬁmach
Application

‘Materials

Application
Attitude of
Authors .
Content -

‘T'e whom vwolume

iz sddressed
Instructions ¢

PREFACE TO REVISED EDITION

This outline, constructed by, 3 group of specialista each an £ A

acknowledged export in the wpic hsa!gned [ !um, presents the mosp s,
imporont aed practicel tials of 1 paychalogy. The,
essenlials are submitied not {rom #ny one point of view, bu!,from
the diversified views of various scheols of thought. thlems and
conelusions are hased upon many years of expsnenoe i the prepara-
fion of teachers, and exitical analyscs of recent developments n the
science of psychology, The nut!me as a whols*chmpiises w bird's
eye view, lhoughm 3 "plctn:a,cf ital facis

pplicable 1o 4 andleamms i )

The au:.hm bave zemalyzed major fulﬁa and theories & ex-
pounded i in the popular textbooks in ;Bs( Béld. Students of educa-

Hen will, fore, find the jon admirahly smited to their
needs, regard!ass m’ 1he pa.manlar taxtbooks they may pnm M!
sections of the sutline were writies“in d. with az

scientific spirit. They reflect ‘well balanced matarity of vision, and
aml:ody nnt unly logmily .-lrrangtd standard subject matter, but
aleo i

This miued;gdilinﬂ also i lyses of recent develop
ments i edugational paychology. Sevesal new volumes have been
added as batic Sources and 2 comprchensive bibliography has heen
includedy )&a majar pts, facls, pnd el
ﬁ[.reen Bghdard textbooks have thus been mads nwnluble, lngv:ther

Bsyuopsis of contempotary theorties and datz.
N\, Abhough intended primarily for studests and teachers, the

walume contains inlormation of grenl interest W pareats and

} others concerned with educationsl problems. Each seclion is pre-

ceded by a pape listing the maic Fopies amalyzed. ko is recom-
mended that the reader refer to mech of these topics in torn; and
that he queation his knowledge of the topu:. both before and efter
reading its lum]r

5 8.
New Yok
November, 1933

Fie. 2. Note the marginal heaﬂmgs md:cntmg the mture of the matertals mv
cluded in a typical preface such as the above,

.The Index. As you read, refer to the index to get

more ideas about a point you are reading.

“.One topic.

wiil suggest -another: find and criticize- the a’uthq’r's



_.'\’\Comle {1798-1857) reverted to Aristotle’s fnductive method; de-

INTRODUCTION

THE SCIENCE OF EDUCA‘I'IONAL PSYCHOLOGY
Br
SamueL Smitn

A. Scientific Method and Educational Psychology
1. Genesis of Sclantific Method. ¢ \A
In primitive sotiety inquiry concerning the phenomend “of
nature was restricted largely to uncritical traditions and supersti-
tiens. Anciens religions, however, developed systematic Yeliefs as
to the meaning and structure of the universe. THa, ‘wonder,
fear, and hope of mankind found & welcome measure of seeurity and
satisfaction in the growth of religions solutions.add\faiths. Soon
the curiosily of man proved flexible and insatiable) ¥n-responss to
the demands of an inquisitive humen intellecrvbcreek thinkers or-
ganized a non-religious type of reasoning op\orderly l:;eculntion,
called philosophy. The genesis of psycholazyfrepresented a logical
step from erilical analysis of man's pldtéyin the world 1o a more
detailed and painstzking investigation\o# his characteristics. ~The
science of psychology Ens, thereforéy/sprung from the roots of
classical philosophy. Early philesophers were, in fact, the pre-
decessors and often the founders of physical, biclogical, and social -
methods and branches of research. Philosophers such as Aristotle
utilized two general method®ef inquiry, to wit: the logical-deductive,
deducing facts from generel principles, and the inductive-seientifie,
arriving st general principles by analysis of specific facts, But the
works of Atistotle! proved so profoundly impressive, clear, and
logical that his Afigjor convictions. were for centuries accepted as
authoritative ahdvirrefutable. The fact was ignored that Aristotle
himself beligved in and practiced the scientific procedures of abserva-
tion and experimentation. :
2. Chir: \ T of Sei
{/beaders of the modern scientific trend, such as Francis Bacon
{1561-1626), Galileo (1564-1642}), Rene Descartes {1596-1650),
\Nsac Newton (16421727), John Locke (1632.1704), and Auguste

4~ manded experimental proofs; and insisted on empirical evidence as
3 : ’

" F1e. 3. This introduction, part of which s féproduced above, is concluded on

a(l[litiona]lg'-ages with discussions of 13} Science of Pevcnelogy; () Methods of
Psychological Research; (5) Principles of Hesearch in Edugaytionalj strchnlogy;

--(6) Nature of Fduocational Psychology; T I 2 -
- tributions of Educational Psychology. vi ] '_ ) rub]%ms, Sebacls, and Con

i {4+ I



Rea.di'ng : 1

.reatment of these topics. You may have to look under
several headings, in the index, to find the subject-matter
in which you are interested. As a rule, numbers in
indexes refer to pages; but in some instances, they
designate paragraphs or other parts of the volume. In
the index, below, note the brief explanation of symbols
and the significance of bold type.

. ¢ \A
ey N
« OF SUBYECY | oy »
(DB s B T N
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183 sonalitr \w By g, wchi™ Ha ' &
atectiitt, Pice 5 sz, 74 ik, . ampathrs
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atn i S S 1

. g
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e e ea Bl T3
poorrad Bt gmetic, s s, Rl peunfer® 17, 130
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ey ¢ i 1, m ek 17 peielE, . 3
» Rt Yd,munrr- !:‘\ur;‘“ ‘i‘u’.n ety l“’f;'«lln‘r\;{u,.“ﬂm u?""ﬁ?ss; ﬁ‘;,‘“‘;q;‘\@v‘
3 Yoty very TRt g T A g, B8 e
g il e 235 i ke e, B
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wpe Ty AERE g AT NI

xol'i“_"ob,"l\'l_ﬂ!“"!l o u\.l:gsg. W Tt
i, 0 B 0 Lreino R

nﬁ 5] e

\“gi “um-* s nre "‘] mw“‘mums

Ao, 4 Tw\:ypes of indexes are reprodoeed ahove. Note that the bottom one
not onlyteeférs to pages and points ont definitions by the use of bold type, bu
also mémates the nature of each suh}uct by inserting abbreviations,

w\ \

\ Illustratmns, Charts, Maps, Diagrams, etc. The im- .
portance of visual aids cannot be over-emphasized.
Pages of tedious description may often be more ef-
fectively expressed in a single picture, graph, or map.
Modern authors rarely overiook an opportunity to use
these devices when writing text and reference books.
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It is, therefore, to your advantage to learn how to i;
terpret quickly and accurately, the wealth of informatig
concentrated in carefully constructed illustrative m
terials; Types and functions of visual aids are furthc_.
discussed in Chapter XVII. §

k!

References and Questions. Be sure you read ]
references and footnotes in the textbook, Insteadd o]*
glancing at such references, question their 1mport\ancq
and write down at once the names of books o whtc’n'
you should refer, A

Answer every important question m the text. 1.
you are doubtful as to the correei reply, write the.
answer, then look up the problemin‘one of the refer:
ences suggested by the author. Compare your answen
with those which he has givem™ '

L L

If the text has indicated which references or ques
tions are most sxgniﬁczﬁit (through bold-type heading:
or asterisks), concentrate on these; but if there is ne
indication of this kmd glance through the references
and questlons, cand underline the most 1mportant ones,

You- Sl'h&l.’lld know about several common methods
of makmg references; '

,ib«id.: this word means “the same,” and refers you

t\éif’the reference immediately preceding,

op. cit.: these words refer you to the last preceding
citation, or reference, to the book of a particular author,
For example, you may read “P_rofessor John Jones™ and
find at the bottom of the page “op. cit. p, 12" You
must’ then turn back in the footnotes until you find
the reference to the book by: Professor Jones; and you

. will there secure the title of his book. The page num-

ber after the words “op. cit.” in this example, refers tc
the page in the volume written by Professor John Jones.
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¢f. p. 10: these abbreviations refer the reader to an-
other page. They mean: consult page ten for further
discussion of this or a related topic.

Some books have references at the end of a chapter,
or at the end of the volume, You must then trace the
numbers from the page you are reading to the reference.
Before you read a book, consider the system of refer- Q
ences and construct a plan for using them. A

Other marks and abbreviations frequently used ih
books are as follows: N

* 1 1 call attention to footnotes, usually an smaller
type, at the bottom of the page.

§ usually indicates section. N

b2

e.g, from the Latin * eﬂcemph g:ra,\la means for ex-

ample. )
- etc., from the Latin “et peééra,” means and so forth.

ff. means following.

i.e., from the Latind 1d est means that is.

¢\
P pp.,“are abbreyiations of page and pages.
viz., from the}atin “videlicet,” means namely.

Glossarjes,’ Certain textbooks present lists of special
terms used; 'with their meanings. These words make up
a glossdry or special vocabulary for the text. Consult
.the glossary, as well as the index, whenever in your
readmg you are doubtful about the meaning of a term.

MYou may also copy the terms included in the glossary,
and test yourself oceasionally. If you do not know a
term thoroughly, look it up not only in the glossary
and the index, but also in the text itself. If you are
still a bit uncertain about the term, consult the dic-
tionary, an encyclopedia, or one of the reference hooks

- suggested by the author of the book. Make practical
use of the term; apply it in writing and discisssion,
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APPENDIX I

CLOSSARY"

Acetobacter (Gr.} Aerobic bacilli which secure their energy
by the oxidation of aleohol to acetic acid. \

Acetyl-methyl carbinol (Gr.) A keto-isomer of aldo] formed
from glucose by some bacteria and tested for by the A
Voges-Proskauer reaction, Ex.-Vibrio Cholera. - &\

Actinobacillus (Gr.) A small rod belonging to the genus@d

tinomyceteae. A\
Actinomyces (Gr.) Parasitic fungi with radiatingzm’fcelia
and small spores. O
Aerchic (Gr.) Requiring free oxygen for metﬁ‘b}ﬁsm.
Aerogens (Gr.) Gas-producing bacteria, ’
Agglutination (Gr.) Clumping of bacu&@a: in presence of
type specific antiserum, (See som\tiq}
Agglutination macroscopic (Gr.) . Test® tube agglutination,
- with flocculation seen with the'naked eye, when bacterizl
cultures are mixed with type $pecific serum.
Agglutination microscopic (ér;) Apgglutination using a
hanging drop preparation, to cobserve the clumping of
. _micre-organisms. (V\(i:déP Test) o
Agglutinin (Gr.) An aftibody present in immune sera which
causes agglutination phenomena.
Agglutinogen (Gr)\ The bacterial antigen used in specific
" agglutinafiafitests, . o
Agglutinoid (Or.) Heat killed. agglutinin which cannot
cause ggglutination, but can still unite with its corre-
) sponding’agglutinogen. |
. Alexjnt t.} Another name for complement which is a um-
{yerzal antibody found in the blood serum of all animals

- ¢\and humans,
: ;'%ﬂ’ergen (Gr.) Any substance capable of inducing a specific
AN . hypersusceptibility, :
“% “GR™ means Gr;:tk origin.

“L" means Latin derivative,
227

Fic. 5. Most textbooks of a technical nature include definitions of terms pecutiar

- to the subject. Althongh fully discus=ed in the text, the meaningz of these words

are pften included in a single section near the end of the book., Be aure you know
the. exact definitions of the words you use.

14
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- Appendizes, Supplementary ma,tenal:. of a statls- :
: tical, explanatory, or informative’ nature are often pla.ced
- at the end of the book, in appendixes.. Review such.
‘-materials carefully ; they may prove to he of great value
¢ in your study of the subject o N
T
; Varieties of Type. These xnclude the use: of bold
 type, italics, capitals, Roman numerals (I, II, III, ete. ))
. Arabic numerals. (1, 2, 3, etc.), letters (A B, C, a, byey
etc.), and parentheses, (), or brackets, £.°3. Varietxes '
. of type, and the spacing of the materials, gwe you an

' idea of the relative importance of different. pzn'ts of a - -

5. paragraph or section. They also help you d:scover con-
nections among 1deas R\

The most Important headmgs ara\generally prmted

in capitals or in bold type, Italrcs indicate 51gn1ﬁcant
~ points, The following arrangeim:nt is typlcal in. order
;of the importance of the su’bject -matfer: -

BOLD TYPE CAPITAL LET’I ERS

LARGE CAPI'I‘AL L\ETTERS
BOLD TYPE sn’mr.L CAPITALS
Bold type, smal.ler sizes o
Fealics 'I‘\. ;

*\~ - . . . C

: Ndnierous variations of this order are possmle Be-

come\vell acquainted with- the system used m the par-
tleuI'ar text you are readmg

~\\\,,
) ¥
W ;

\
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CHAPTER THREE

UNDERLINING

“Now some folks dislike my use gix
books in this way. They love their books
much that they think it nothing” short
sacrilege to mark up a books But to
that's like having a -child so)prettily dres
that you can't romp and pldy with it. Wi
is the use of a good bodok, T say, if it is!
pretty to use? I like ta hive my books sp

to me, and then I liketo talk back to the
7, —Phiilipg Brool

W

. Purposes of Underlining.’tﬁnderlfning is useful
the following purposes: a\ 3
1. To designate }af.édﬁ spots in mastery of subje
matter, N _ '
2. To indic{zf‘e important problems, facts, and ide
to be qﬁnsidered and remembered,
3. To,distinguish facts from opinions, and trut
from errors, '
7N S
\:"{}3"'1‘0 make a word, sentence, paragraph, idea,
L\ argument easy to locate, and :

N -

5. To point out selected passages, words, or fa
that will be needed for special uses, such as,
clinch an argument or to apply knowledge
practical affairs, o

Points to Underline. You may underline only in bo
that you own, including your reference books, and

* ¥rom The dAmericanization of Edward Bok.

16



Uﬁdcrfins;ng ' ) o

notebooks. Often, it will help you to read your own notes -
if you underline the most important points. Proper un- .
derlining shows a degree of mastery and a sense of
‘discrimination between what is basic and what is merely
.ornamental or supplementary. But you must use good :
judgment, avoid excessive underlining, weigh and con-
§51der before selecting key sentences, and adapt your '\
actlon to the purpose you have in mind. Read or writg),
-a whole passage before anderlining any part of zt \\ 2

: Underhmng of Weak Spcrts Use a red pencili When
.you have learned a point thoroughly, go over‘the red
;line with a black pencil. You may do likéwise with a
whole chapter; if you are not sure yoxk have mastered

it, underscore the title in red aite{ §hﬁic1ent rev:ew,
“mark it in black.. ' .

-

"

Underlining of Xey Facts‘ it is not enough simply to

.underiine the main. points you want fo remember. As 7
you underline, and later as you review the subject-
matter, supply from gour 1mag1nat10n or memory the’

3 supplementary 1tem\s\that explain or enrich the chief
ideas underlmed\Be satisfied only when you have a

g complete, comprehenswe, unified picture of the whole
story. Fillig‘details, in your mind, and be sure to grasp .

' thc conrxebtlons between one ma]or pomt and the. next

&derhnmg of Doubtfui Statements. Suppose you

read a statement you disbelieve or cannot understand,

o\ ex‘ suppose you write about interesting ideas of which you .

‘are not quite sure, Opposite each quest:onable state-
ment, place a question mark, preferably in the right- -
hand margin of the page. Underline these statements. -

{ Later, when you consﬁlf the underscored sections, you

i will know at ohce that the assertions are doubtful,
‘puzzling, vague, or untrue, If, after further study, you. -

éﬁnd the material clear and accurate, mark a ¢ross over

;
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CHAPTER THREE -

"UNDERLINING :

o e s ¥

“Now some folks dislike my usg\oi\u
books in this way. They love theip.b “kn“
much that they think it nothmg short 1}
sacrilege to mark up a books But tocr:
that’s like havmg a -child so, p‘ret ily dresst”
that you can "t romp and play with it. Wh!
is the use of a good boeknT say, if it it B,
pretty to use? I like to\hdave my books sp
to me, and then I ltk&to talk back to them-

—=Phillips Brooh

&

.. Purposes of Underhmng Underhmng is useful fcr

the following purposes: .\ é

1. To designate weak~ spots in mastery of subject
' _matter, . _._‘

2. To mdmat& important pfoblems, facts, and 1dea.
to be r‘\uéldered and remembered,

3 To distinguish facts from 0p1mons, and truth

fnom errors, :
E

ﬂxl‘o make a word, sentence, paragraph idea, o
A\ argument ‘easy to locate, and :i
A\ |

5. To point out selected passages, words, or fact
" that will be needed for special uses, such as, t
clinch an argument or to apply knowledge ¢
practxcal affairs,

Points to Underline. You may underline only in baoi
that you own, including your reference books, and i

* From The Americonization of Edward Bok.

16
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otebooks, Often, it will help you to read your own notes.

[ you underline the most important points. Proper un-
lerlining shows a degree of mastery and a sense of
lscrimination between what is basic and what is merely
yrnamental or supplementary, But you must use good .
udgment, avoid excessive underlining, weigh and con- -
ider before selecting key sentences, and adapt your '
tction to the purpose you have in mind. Read or Wfitﬂs\."
i whole passage before -underlining . any part of 1t )

N

Undcrhmng of Weak Spots. Use a red pencil, When'
you have learned a point thoroughly, go cn(er ‘the red
line with a black pencil. You may do likewise with a
whole chapter; if you are not sure yo have mastered
it, underscore the title in red; a{ter\sufﬁclent rewew," :
mark it in black o AN : '

Underlining of Key Facts.J.’t is not enough smp}y to
underline the main. pomts JOu want to remember, As’
you underline; and Iater as you review the subject-.
matter, supply from Qtr lmagmatlon or memory the
supplementary 1tems hat cxplam or enrich the chxef
ideas underhned Be satisfied only when you have a
complete, comprehenswe, unified picture of the whole .
story. Filldh'details, in your mind, and be sure to grasp .
the conneétlons between one major pomt and. the next.

%\deﬂmmg of Doubtful Statements Supposc you..
rqa.d a statement you disbelieve' or cannot understand,
\OT suppose you wnte about mterestmg ideas of which yon
are not quite sure, Opposite each questionable state-
ment, place a question mark, ‘preferably in the right- .
hand margin of the page. Underline these statements.
Later, _when you consult the underscored sections, you
will know at once that the . assertions are doubtful,
puzzling, vague, or untrue, If, after further study, you. -
find the matenal clear and accurate, mark a cross over
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CHAPTER THREE

UNDERLINING

“Now some folks dislike my usE”Bf nJ
books in this way. They love thégr books n;

much that they think it nothmg short
sacnlegc to mark up a book. But to
that's like havmg a child so "prettily dres
that you can't romp andmplay with it. Wi
is the use of a good.bouak, I say, if it is 4
presty to nse? I like tohave my books spz

to me, and then I h.ge, to tfilic’gsﬁk to thrr;
/ ps Broo

. Purpoeses of Underlmmg »Underlining is useful fcf
the following purposes:

1. To designate weak spots in mastery of sub;ect:

matter, o~ |

2. To mdzcgt} 1mp0rtant problems, facts, and nivea.E
to be eonsidered and remembered,

3 To distmgmsh facts from opinions, and truth.'

fram £I10TS, E

4\ To make a word, sentence, paragraph, idea, |:c
L\ argument easy to locate, and |

R

3. To point out selected passages, words, or fact‘;
that will be needed for special uses, such as, t
clinch an argument or to apply knowledge t
practical affairs. |

) Poin_ts to Underline. You may underline only in boatl.
that you own, including your reference books, and 1

* From The Ameviconizotion of Edward Bok. 1

16 |



Underlining " 17

tebooks. Often, it will help you to read your own notes
you underline the most important points. Proper un-
rlining shows a degree of mastery and a sense of
scrimination between what is basic and what is merely
namental or supplementary. But you must use good
dgment, avoid excessive underlining, weigh and con-
der before selecting key sentences, and adapt your
tion to the purpose you have in mind. Read or writg' "
whole passage before underlining any part of 1t \

Underlining of Weak Spots, Use a red penc.ll When
ou have learned a point thoroughly, go over the red
ine with a black pencil, You may do likewise with a
vhole chapter; if you are not sure you\}la.ve mastered

t, underscore the title in red after \su{ﬁment rewew,'
mark it in black

Underlining of Key Facts, it is not enough simply to -
inderiine the main. pomts you want to remember. As
you underline; and latar 4s you review the sub;ect-
matter, supply from yqur imagination or memory ‘the
supplementary itenis)that explain or eénrich the chief
ideas underlined) Be satisfied only when you have a
complete, comprehensive, unified picture of the whole
story. Fill i{ydetails,' in your mind, and be sure to grasp
the coz\ettlons between one major pomt and the next.

Underhnmg of Doubtful Statements Suppose you- '
.xea\d a statement you disbelieve or cannot understand,
ot suppose you write about mterestmg ideas of which you
are not quite sure, Opposne each questionable state-
ment, place a questlon mark, preferably in the right- -
hand margin of the page. Underline these “statements.
Later, when you consult. the underscored sectlons, you

will know at once that ‘the assertions are doubtful,

puzzling, vague, or untrue, If, after further study, you -
find the material clear and accurate, mark a cross over
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the question mark, indicating that the statement isg
longer open to doubt

Underlining of Passages To Review. Decide whetb
you may ever want to review the subject-matter y
are studying. If so, bear this possibility in mind wﬁ{
you undesrline. Select the points that will probably ™
important for the purpose of review, Use your, peu
in moderation, but freely enough to help you\ reg:
the essence of the text, at a glance, should you ret
to it at a later date. With certain kinds o‘f ‘materia),
may be a good idea to close the book now and then, ad

try to recall the content of the passagés you have unde

Imed _ \\

\Y
Underlining of Special Passages You may “jf-;hi‘

indicate passages for which, You expect to have an 1m§
7

portant practical need. Use the double line (

in such cases, When, 'underlmmg a textbook, list th

double-lined pages on ‘the inside cover page, for qui¢
. reference. Also designate very briefly, on the cov

page, the genﬁg}idea or use of the items listed.

Follow-Up Work on Underlined Sections. Properl
"useéd, undérlining is an excellent aid to students. B:
sure, hiowever, to analyze the underlined sections; suppl:

_ rea‘s\lons to them; criticize, evaluate, apply your ow
1{1&:}5 in some practical way; elaborate main points wit.
cLetzuIs imagination, and comparisons, :

N
.\~

/ Example of Underhmng. The fellowing passagtl
" afe underscored in accordance with the suggestions 0
- fered above. :

“Sociology may be divided into these subdivisionsij
. ‘Social Problems, or what is sometimes called Socid
Politics, seeks to diagnose and deal in a practical waj
. with current social problems. It has been accorded firs!
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place because the ordinary man becomes aware when he
considers these problems in (‘.OHCCtIVE exzstence that he
must reckeon with a society. :

“Human Ecology is concerned with man in the physi- .
cal, as distinguished from the cultural or institutional,
environment. The ecological order grows up as a result of

_competition and the coincident co-operation which in- ¢
evitably arise among individnals and peoples living to-
gether 1n a common habitat. Ecology looks at society ffd\':{‘
the point of view of population, its growth and decline, its
dispersion and settlement. From this point of vie:w ’éo'ciety '

appears primarily as a biological rather tha‘n a civic or
moral order.

“Race and- Culture looks at somety\hs the ethnologist
sees.it, that is as an association of 1n&1VJduals and peoples
each having a common languag®\and possessing at the
same time, as a result of mtermarr:age and mterbreedmg, :
certain distinguishing ra|:1aL tHaracteristics. These racial

characteristice become amportant as human association

and civilization expapd'since, under these conditions, they

are likely to be&ome the basis for natmnal class, or caste
distinctions. .

N

“Colleg‘givé Behavior is concerned with the rise of new
societiegand new social units, in so far as they are formed = -
in t}\ e(efforts of societies and social groups to act collec- -
twel’y Collective Behavior studies social movements

’.a,nd the tentative organizations by which they carry on
\“before they have become fully institutionalized. - Most

social movements tend in the long run to terminate 1n :
mstitutions.

£

“Socml Instltutlons has been regarded by some as o
the only proper subject of a sociological science. A soci-

ology so conceived tends to be identified with social C

anthropology . or- ethnology. . Ethnology seeks tb.studyi /
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institutions historically while sociology studies them
comparatively.

“Socialization of the Individual relates the person to
society, It shows what society does to the individual and
what the person can do with society, Man is portrayed as
the creature, carrier, creator, and manipulator of cultufe,

“It should be noted that the divisions inciuded ja this
classification of subject-matter are not indepgr(d?m\t of
each other, but are interdependent and overlapping.”! -

In this example of underlining, the main points are
underscored. Note the guestion marksd{in/the margin,
indicating the reader’s doubt concerning the truth or
clarity of the underscored material, \ Note also the mar-
ginal entry opposite the senten ¢/ tinderscored with a
double line. The reader evidently intended to consult
another textbook for informﬁtioh about the item under-

o N

lined. N
In your reading xqﬁ:%hould contribute your own

reactions to the subjéet-matter and list the follow-up
work you might do{\Underlining and marginal symbols
will help you toraecomplish these purposes. They will
aiso help you t » Teview any part of the textbook from

MK

1From “Introtaotion” by Samuel Smith to Mew Outline of the Principles of
.S‘mobggg{ ;ﬁiteﬁ by Alfred MeClung Lee, FPublished by Bar;fes & Noble, f‘m: o

&

g
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)TE-TAKING ~_

practical test of your understanding of the
material. You cannot say in a few words
what you do not know and thoroughly finder-
stand. It is a very thoughtful type of study.
. Relatmnshlps are more clea.rly seen when
the skeleton is divested of unimiportant. de-
taif. The labor of writing 3¢ reduced if the
thought is in coudensed form. You shoutd

strive, therefore, in tzl.kmgx notes to achieve -

as great condensation ‘a8 is consistent with
elearness.”—C. €. ‘Crawford*

N

£ X
2N\

. 3
“Boiling down ideas to a few words is a\

Time for Taking -Note\s‘.f'T'ake notes: when you .
ad or listen to an impdttant point you wish to re--

ember. If you. are réz}dmg and underlining a text-
ok that you owu\wnte down the chief ideas _you

wve underscored. {When listening to a lecture, observe -

e speaker’s emiphasis on an idea, as disclosed by his
ne of voicesdeliberate pauses, and repetition of a point.
hen re- 'at'P.‘the idea in a few words. Another excelle

1ggestic bout the topic beiore lecture

1d cheek your notes as soon as possible afte__j;h&lee’eu:e :
m{ may also take notes of ideas that occur to you: many

udents find it helpful to record such ideas immediately .

‘hile writing essadys or examination papers. Otherwise,

ey might forget their best thoughts on the subject,

Use of Notebook's. Loose-leaf 'h'oteﬁooks are .b.eslt.
nd the size 117 x 824" is generally preferable to other

From Metkods of Study by C. C. Crawford. Used by permission of the Avthor,

_21
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institutions historically while sociology studies then
comparatively.

_ “Socialization of the Individual relates the person &
society. It shows what society does to the individual and
what the person can do with society. Man is portrayed as
the creature, carrier, creator, and manipulator of culture.

“It should be noted that the divisions included in(this
classification of subject-matter are not independent “of
each other, but are interdependent and overlapping.”?

In this example of underlining, the main\points are
underscored. Note the question marks jn\the margin,
indicating the reader’s doubt concernimg¥the truth or
clarity of the underscored material. Alete also the mar-

ginal entry opposite the sentence &hderscored with a
double line. The reader evidenty’/intended to consult
another textbook for informatien“about the item under-

lined. o a

in your reading youw ‘should contribute your own
reactions to the subjeet-matter and list the follow-up
work you might do. o{jnderlining and marginal symbols
will help you to @aédomplish these purposes. They will
also help you to iview'any part of the textbook from
time to time. .“'.""_ : : '

1¥rom “I_nt:uép\sf.l'on” by Samuel Smith te Newe Outline the Prines ]
Socsology, gdited by Alfred McClung Les. Published by Bar:fes & Nom?r'n'c‘ of

O
o
*

..\: 3

o



| CHAPTER FOUR °

oL

“Bmllng down ideas to : a few words isa
practical test of your understandmg of the > M
material. You cannot say dn a few. word-s

- what yeu do not know and thoroughly mrder-- S
‘stand. Tt is a very thoughtful type of'stndy.
S Rel:monshlps are more clearly seén when -

.- the skeleton is divested of ummportant de- - -

tail. The labor of writing is réduced i the
thought is in co_ndensed form, “You should -
strive, therefore,” in taking{rietes to achieve- ..
as. great condensition 3§ is con51stent w1th

cleamess ”—C C Crawford*

®

Ttme for Takmg Notes. ‘Take notes when you -
read or listen to an 1rnportant point you w15h to re-
member. If you are reading and underlmmg a text-_

"book that you own,. Wﬁte down the chief ideas you
‘have underscored hgn hstemng to a lecture, - observe : _
‘the speaker’s empltasis on an idea, as- disclosed by his o
tone of voice, delgbe:rate pauses, and repetition. of a pomt."
Then re-stata\thé idea in a few words. Another exc o
‘suggesti 4 bout the topic before the lermm .
and che§§our ;otes as soon a _Q_QLlﬂutmf_tglheleem;e :
“You may also take notes of ideas that occur to you: many -
'studénts find it helpful to record such ideas immediately
%sghile writing essays or examination papers.. Otherwise, _

_they might forget their best. thoughts on the suhject L

Use of Notebooks. Loose Ieaf notebooks are best |
‘and the size 117 x 8/" is generally preferable to. other '

;‘ From Mathod: of Sindy by C. C.. Crawfoéﬂl. Usnrl bypmlsslm of f.he Altthor. :

§

w\.:
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sizes. Paste index tabs in several places, dividit
notebook into sections, and write the names of the
or subjects on these tabs, Write plainly, so thati
be easy to read, or better still, typewrite your
Use main headings, and indented sub-headings;
underline the most important items. If you have s

_ notebooks, paste labels on the cover page and.o
back of the binding. On these labels, list thessu
dealt with in the notebook. In this way,.$ Qoo
whether your notebooks are lying flat or are‘standu
end, you will be able to select promptly ‘the ont
want, RS

Use of a Card System. Keep-alt cards arrang
order, according to subject and%opic. You may e
_use indented sub-headings“o)\‘number the point
each card as follows: 1, 1a)\1b, etc., 2, 2a, 2b, 2¢
Insert special index casds, large size, or cards
. gummed tabs, to separa.te topics from one another
" te make quick reference possible.. These specw.l i
-cards should, of seourse, be filed in alphabetical’, 0
each placed at ‘t‘he beginning of a new topic, Asa

it is best to (Qdsert a new large card whenever a’

unit of subject-matter is begun. None of the cards st
ordinarily deal with more than one main unit of tho
"Be syxe’ to number the cards. If several cards deal

the ,same point, number the first one (1a), the se

¢ (1b), the-third one (lc), and so on. NeWi
deahng with the same item can then be numbered
" the next letter of the alphabet and inserted in_
- proper places in the series. |

' Organization of Notes. Put together notes v
belong together. If you use pages of a notebool
random, for notations, you will soon be confused b
disorderly arrangement of data. Systematize note-
ing; keep in one section all notes concerning one
and all notes related to one subject. It may be that:



Note ‘I'akmg . '55

data are useful t'or the study ot' more than ‘one subject o
If so, dev15e a cross reference system in the proper
place; in notebooks or in card ﬁles, 1nsert a blank sheet
or card, and indicate thereon the exact spot where ‘you
can locate additional data on.the toplc In ‘some cases, it
may be advisable to -make dnphcate copies’ of notes that
are useful in the study 0{ ‘several- sub;ects

Clanty and Brevlty In notmg a fact “use. enough
words or sentences so. that you -can later. return. to- the & W)
notation and immediately understand its import. Under-
line the significant items;. write: legibly :in. 1nk,. or
use the typewriter Clanty and brevtty are necessary
for good note—mal{mg \

' Language - Usage. When makmg--notes, explam'
} ideas in your own words. Put. down thé; Elgmﬁcant items |
you read or ‘hear in brlef points; cl\ar :complete sen- .
tences, and a simple vocabulary~ Avoid unnecessary
- words. “Abbrevidte only if youtfeel there will never be
any doubt as to what an’ abbrewatlon represents Com-".
mon abbrevlatmns mclude“ref (reference) et al. (and
~ others)y N ‘B, ‘(noted well), eg: (for example) bk,
(hook), S (therefore\J p.. (page) ; ete.’ (and so forth} ;.
q. {qgirestion) ; V.\(see) v..8.. (see above) vs; (agaznst), :
sc. (namely) sq. (the followmg) v (whlch see)

Remem‘bér that the construchon of too many notes
destroys t_‘heu' valie, - Restrict. yourself - to the essen-
tials \welgh -and - consmler ‘the ' -relative’ 1mportance of
zten’ls select the chlef facts and- Ideas avmd repetltlon

s\ Sources of . Informatlon Wnte down the sources
Jof the original material wh1ch you are summanzmg in -
your notes.. Later, :you' may wish. to refer to-these
sources, and you w:ll also know to whom ltems of data
should be credited. . S :

_ if you make notes in. the margxns of a textbook to
summanze the content copy these notes' in: your note:
. book. You'may then. h_a\re a rough outline of the boak,

L
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in your own words, to be reviewed at a glance. Indicate
the pages from which the notes were copied.

Review of Notes, Your personal reactions to data
should be included in your notes, briefly and to the point.
From-time to time, you may review such material and
compare it with your current impressions, Review many~,

notes at one sitting, thus unifying them in your mind
The review and revision of notes, immediately a{ter{uﬁ-

1ng them, are especially advantageous a O
/’s”
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CHAPTER' FIVE

. - B LN

“Summarizing is difficult work. In its)

. .highest form it becomes a.rare literaryoar::‘ as

- well as a beautifu} evidence of clear thinking,

" The man who can seize upon the esskntials of

‘a situation, 2 case, a book, andgeport these

briefly and at the same timeSclearly is valu-
able to socicty.”—_Ha]l-Q}l\Ks_E?_.

Advantages of an Qutline.  Qutlihes ‘may be brief
resumés of a particular topic, or they. may be complete
summaries of entire subjects,ﬁ"}‘-itit_:h".ﬁas'___cd'mpréhensive
printed outlines. of-.variouszfsﬁbjects.l_ Compared with
notes, outlines are more ac‘;équa.te,__int:li;de supplementary
materials, and pres?nt" 2 more systematic, . better co-
ordinated organization of data.’ Several groups of notes
‘may be made,the Starting point or foundation of an

outline. A goddloutline presents an excellent bird’s-eye

Nt 4n

view of a;sﬁbject,'facilit_ates review .of any part of the
subjeqkﬁ}és the relative inipof_tanci: of different topics,
and ,@ggests many references for further study,

PR \3-."' The Form of an Outline. A loose-leai ring- or spring

notebook, with sheets 117 x 814", is usually satisfactory.
Use a systematic arrangement of items, with main head-
ings, subheadings, and subordinate headings. The- fol-
lowing is a suggestive form; = . . .. .-

* From Smmiséd Sindy in the Secondary S:ka
by permission oi the publishers, The Aacmillan Company, New York,

1 For examples of zuthoritative printed summaries, “see eral titles in the
Lollege Outiine. Series, published by'Ila._r‘ne_a & _Noiqie Incfvh{ew Yof-i. hl

ol by A. I, Haﬂ-Quesu Uaed .
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OUTLINE OF TOPIC «occvvvinitinnnn.... (Name of topic)
 Introductory:

Purpose or nature of the subject-matter.

General:
Specific:
pecific PR

Sources of the data: A
1. P
2. ' ~\
3. ete I °
Y. First main idea of the topic bé‘i';ﬁg outlined,
A, ngmﬁcant fact, oplmq(:,, or evidence sup-
porting this idea _ {©
1. Sources Ieadfng;fé A
2 Important ditem relating to A
a. Subordqnate data in support of 2.
b. Additional data in support of 2
R ‘@) Item relating to b
L\ (a) Item relating to (1)
(b) Second item relating to (1)

N/

A (2) Item relating to b

\ ‘3§ Another significant fact, opinion, or evi-
N\ " dence supporting main idea T
. - 1. Sources leading to B
. \" - 2. Important item relating to B
3. etc.

C. Ete.

* IL. Second main idea of the topic being outlined.

A etc
B. etc. .
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Concluswns (or summary of chtef pomts)

3.
4. eté,

Chief references

N

Note that in the above example, the ltems are m— "x}
dented according to their relative 1mportance If an 1ten1 \/
requires more than one hne, the rest of the 1tem is. al*sd
indented so that the first word of the second Tine i§ st -
helow the first word of the first hne All 1nden\.1t10n'-',
should be small, but large enouch o be ‘exident at &
glance, :

Uniformity in OQutlining, ~“Whatever system of out
lining you adopt,. use it umformly an alt’ your studies.
It will soon become habitual and \Will serve 252 basis for -
straight thinking.- It will gw‘e you ‘confidence i in“your-
self, Systematic outhnmg frees the mind. for creative
effort, helps determme\when a_unit of WOI‘k has ‘been

satisfactorily perft\mEd and guldes the processes of
logical dehberatmn . -

The Lengfh of Outhnes The length nf ‘an. outlme :
should dep\nd on the purpose in" mind and “the nature
of the subject-matter. If you ant:elpate the need of ‘a.
tho,rough study ofa topic; include “as ‘many televant

pmnts as possible. All statements should be clear, bnef
hnd easy to locate; - '

Arrangement of Items It is generaily best to start .
a new page for a new division of 2 subject. The use of
explanatory footnotes and references at the ‘bottom of
notebook ‘pages is recommended “After outhnmfr all
the topics in each section of an outhne you may con-
struct a general summary of the chzef conclusxons for
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the subject as a whole. These items may be follc
by a list of challenging questions or problems,
further study, and an adequate hlbllog'raphy of refer
material.

Determination of Subdivisions. As you read or
ten to an exposition of a topic, distinguish the m:
from the less important ideas. Set down the signifit
idea first, then the points most closely related to it.)]
will soon have a complete list of the esseunal 5
ordinate topics; then go on to the next mam idea.
for any reason, you do not have time to)insert any
these subordinate concepts, continne™ \mth the m
facts, but leave a space, or write very brief directi
for adding the sub-topics at the%arhcst opportun

. When listening to a lecture, rqm\xember that it may Iz

be difficult t0 recall some ¢fy‘the items you failed
note down. Be sure to wru.te a word or two, mdxcat
the general import of the ideas omitted, :
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CHAPTER SIX "

REVIEW-ING B

“Of two men’ w1th the ‘same outward

N
- experiences and. the same: amount of mere { O\

*". native tenacity, the one who thinks over his'
. exper:ences most, and weaves them into 5¥6:
.. 7 temnatic relations "with. each other, witl he \the
© 7 ome w1th the best memory -
o . —--W:]ham james*

The Necessny of Rewews. After you have thor-
oughly studied a sybject or'skill, it is ger@*ally fiecessary
to review it at 'proper intervals to re‘bam your mastery
over it. Furthermore, after the lapse of time, _you may
return to a topic with fresh enthusxa,sm, new powers of

interpretation, unexpected benefits. Rewewmg presents N '

an opportumty ior greatly ennched 1earmng

“Time Dlstnbutzo (of Reviews.: Review. 1mmed1ately
after you feel oY have learned the material. :Review
again and again, a¥ the practical nieed arises for using
the subject matter you have mastered. Finally, and most
important séview at frequent intervils, so that you will
avoid tgyintellectual strain’and . inefficiency of cram-
mm%Keep a record, preferably in 2 notebook, of the
main items you have learned and those “you have re-

p mewed You will then be able, at a glance, to decide
“which topics - -you should review once agam, and how

much progress you aré makmg

Caution. ~Careless rewews perm1ttmg repetition .

oi errors and’ vague prejudrces, are w0rse than no re-

* From Psycholo, Ci
th?.- publulm-s, "'ﬁ:ﬁ ._:Era hyNngmm Jam Used. h! permission of
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discussion, practice, writing, and teaching. Their value

30 Best Methods of Study

views at all. In reviewing, be sure you understand ever,
idea, and relate one point to another, thus forming a uni
fied view of the entire topic and subject. React to th
materials you are reviewing, apply them to practica
problems, devote more time to important points an
weak spots than to subordinate units, In other words
plan your reviews carefully. '

The Question-Answer Review. This way of rewiew
ing has attractive possibilities, but requires the exerciss
of good judgment in the selection of the important ques
tions to answer. Wherever possible, compdreithe qites
tions you select with those in text or reference books
or in printed examinations. In this wa¥k/ you will verif
your choice of significant points to'\yeview. After an
swering a question, check the acc{tr}cy of your response
Concentrate especially on these)parts (of the subject

' concerning which you failed, te/ask questions, but whic|

you discover to be important® Review at least once mort
the points you omitted dn giving answers to a questior

" Finally, select and review the chief questions an
“answers.

. _o\ .
Emphasis ofi \Weak Spots. It is imperative that you
discover which\ctspects of a subject or skill you are nof
sure you lraye thoroughly mastetred. Find the causes o
such deficiences and resolve to prevent their recurrence

i In. oitlie?nwords, give special, critical attention to th

weak“spots in your process of study. Review, review

s\ F :
reyview, carefully, accurately,

Supplementary Types of Review. These includ

are obvious. Imvestigate the need of further study o

' paﬂicu_lar items? as indicated by your capacity:

to discuss the subject-matter intelligently,
to mect life situations requiring mastery,
to write about the main topics, and

to teach others the relevant items or skills.



Reviewing T

You may, perhaps, feel that you have learned a subject
effectively, without finding it necessary to discuss, prac- -
tice, or teach it with reasonable efficiency. Never-
theless, practice trying to use your learning in these.
-ways, so that you may benefit from the excellent oppor-
turutles afforded to review the essentials. :

- The Use of Discrimination. Tt would, of course, be
jabsurd to try to veview indiscriminately all that you have ()
}leamed in the past, You have probably mastered. ce(-
‘tain points so well that special review is unnecessary.
‘Some items are less important than others; a £ew inay .
.be of vital import in your immediate situation> “Many
Enotations should be filed away, for referetice purposes

only. ‘A great deal of what you have stuﬁ}ed should be _
3left for consultation in reference work%\ '

In short, you should use dlscrlmmatlon in select—'

‘mg the materials to review, Rewew per:odlcally, those'.
aspects of a subject: '

1. Which you are W0t sure of, but will
probably need\in further study, o
: 2. Which goiyknow well, but feel it is' . =
important to over-learn fcr mcreased S
retention, and -
3. W}nch may form the basis for new .
~\points of view, enriched appreciation,
& \ “and creative work of your own.

TR YT

i s

“

.;Q Prel:mmary 'I‘ests. Test your knowledge about a
topic before studying it. List the points you have pre-
viously learned ahout the subject; then compare the
list with authoritative summaries or other reference
sources. Write down some of the main questions about
-which you need to learn. Test yourself on these after
the first few periods of study. Preliminary tests are -
-especially useful just before taking up a new unit of

subject-matter. Try to forecast points you would expect
to find in new units, :
E
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Outline Tests. Outlining is not the best forn
measurement, for it overemphasizes memorization.
outlining from memory is helpful in study. It pen
the testing of the power to recall salient items of a I
unit of subject-matter. Develop, from memory, outl
including main topics, evidence, sub-topics, and sou
Then use reference material as a basis for correg
and revision of the outlines, A\

2\

Achievement Tests. As the term implids,) achi
ment tests relate to the measurement of~the stude
previous accomplishments. After com lgtmg a task,
vestigate the extent of your progress)“Construct ¢
tions about all main points, write thelanswers, and
them against notes or reference%rks. In many
jects, standardized printed tes}s are available whe
you may compare your progreSS with that of thous:
of other individuals. Underline gquestions you fai
-answer correctly and review the relevant data repeate

Many achieverment tests emphasize the so-ca
“new-type” questiéhs. The following examples pres
the most popular’ forms illustrated with sample questi

Cr.:imple‘tlcﬁx< The Roman god of war was named.__
Enumeration: List the members of the President’s Cahi
Dlag(ammatu: Draw a diagram showing how electric po

is obtaided from a waterfall.
A iation: The approximate number of elementary sch
se United States,
\ True-False: The Chinese armies defeated United Nat
forces in December, 1950,

Multiple Choice: Pure water is
{a) an element {c} a compound
(b) a mixture . (d} a solution

. Identification: \Vr;te an M before names of musicians

an S before names of scientists.

Kreisler
e Pastenr

Urey
—Caruso
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- Reviewing F 3

Cross Out: Cross out the pumbers that do not belong in the

llowing senes.
510204050608[) 160, 320

Sequence: Number the following events in arder of the:r

equence.

Boxer Rebellion

' Matching: Match each item in Column I with the 1tem n -
Column 11 to which it is related. Wnte the correct letters in

t‘ne parentheses.

| (2) Thomas A. Edisen 1. Mﬂltary 1eader
- (b} Jascha Heifetz 2. Inventor _..._._..._........_...(~-
{c) Dwight D, Eisenhower o N\. .

Analogy: Knowledge is to ]ndgmcnt as possess:on 1s to

—( ;;.}, ™

Congress of Berlm Mwlionroe Doctnne T

(1) law (2) acquisition (3) use (4) ignorance (5K\djspossesszon __ -

For matching questions, begin with t.hc €asier omnes,
This reduces the number of possible ahswers for more -
d:f’ﬁcult questions. Similarly, for comp?mon ang mzdrsp!e—'

mlza:ce probiems, work on easiery ifems may remmd you L

l’of answers to remaining 1tem5

the most significant iqrm of testing. Trace the relation-

. Review through Experience. Prompt appllcatlon of L
what you have learned to‘practmal problems is probably. - -

::.hlps between data\learned and realistic personal and- .

civic problems. ﬁ.pply theories to your experlence

Use of Réview Books Now Available, Comprehen-
sive prmbe\d. outlmes, by eminent scholars, are available

for man¥ college subjects, including American, Europ-
ean~and world history, geology, economics, chemistry,

{hysics, Shakespeare’s plays, psychology, biology, Eng- ..

lish literature, journalism, education, etc! A .number

of well-writien outlines of high—schodl' subjects are also _' '

obtainable, Change these printed outlines to meet the
needs of your situation. Use them as 2 starting point
for creative a_nd advanced work as well as for reviews.

I Collepe Owtiss Series published by Barves & Noble, Ine.
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CHAPTER SEVEN

WRITING

“Bad writing may be due to 2 bad
or it may be dug to a failure in expje
that comes from bad thinking or bad-En
or both. If the idea is bad, ;pbthl_ng
be done except burn the raaniiscript
discourage the writer from iﬂfi:ctng
wandering words ovpon, @) sociely al
written and talked to,fhe”point of dis
tion.""—Henry Seidel Canby*

Basic Considerations. To,:’,’bf]'te well, you 1
think correctly, appreciate full}; understand adequ

L
2.
3.

4.
A&

o\’ .

and clearly. A few sugge§tions are fundamental
‘everything important ygmu\write, consider:

Purposes yro;i;have in mind,

Types of reader for whom you write,
LogighlMor psychological arrangement
of, material,

Elimination of unnecessary or confus-

2ing words and items; inclusion of all
> .essentials,

Corrections and revisions, especially as
to the choice of the best possible
“phrases and vocabulary, and
Standards of accuracy, fairmindedness,
and neatness, '

_ ‘Types of Reports. It is often a good idea to !
© with the

explicit purpose of writing a comprehen

* ¥From Better Writing, by Henry Seidel Canby. Used by permission o0

publishers,

Harcourt, Brace & Co., New York,

34
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report. Reports should be concise, stressing the major .~

problems and facts. The book repors is a common type .
of report, in which you should state the.title, author,.
objectives, arguments, main points, and essence of the
volume; also selected problems, characteristics, and your
own reactions. Another type of report is the committee
report, which should state names of committee members
and officers; purposes, places, and -dates of meetings ;A

contributions of individuals; points of view, procedusés ™™/

used in committee work; accomplishments, difficulties,
and plans for the future, The précis is a brief summary

Q!

of an argument or topic, and should includelevery im- C

portant point: Précis paragraphs shouldbé\concise and

convincing. Y, SRR
Essays, Articles, Theme Papers:‘\‘Essays an'c_l_thém_é -
papers are generally brief expogitifpris of a topic. - Intro-.

duce your subject in the first¥patagraph in an interest- L
itg way. Show a preferengéfor short sentences; using, .

However, a variety of.%entence structure. ' Comnect
each passage with thefreceding sections of the material.
Follow an outline,.{ic\»t necessarily elaborate; then, criti- -
cize and revise your work, Question the value, position, -
and language obeach sentence, making sure that adequate
space is givew to important ideas, and not too much to

subordinate’ideas. As a rule, the middle sectioﬁséhoﬂid '
prese{t}j'our main arguments, Quote sources in foot-

notes'and grant due credit to individuals or works

make what you write practical or lifelike, including
points you believe will interest anticipated readers, and;

_.definitely helpful to you. Offer opinions not as incon- |

e &

\estable facts but only as tentative judgments. Try to

adapting your choice of words to their ability and -

experience,

In revising your work, bear in mind the factofs
which distinguish effective writing. 1s your raaterial
new, significant, specific, and practical? Is it original? -
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Can it be improved by additions or deletions? Are the
main ideas emphasized? Is each sentence clear? Is there
enough variety? Do the opening sentences stimulate
attention? Are all points organized into a unified whole?
As you rewrite, experiment with new approaches and new
ways of expression, , _
Hints for Examinations. DBe calm about examina-
tions. Remember that they have constructive purposes,
such as the guidance of your future study, the rectlﬁw,n
tion of weak spots, and the stimulation of syste;n\atxc
preparation. The following suggestions should, elp you
demonstrate the extent of your progress m a subject:

1. Read and follow all directions carefully

2. Look through the whole test, noting
the parts that seem most\ghﬂicult

3. Do the easy parts first,\as well as the
parts that count most, ‘unless you are
instructed to answer the questions .in

. order.
4. Before you answer a question, read it
again to mgl& sure you know its mean-
' ing and’implications.

5.. Rejech the temptation to guess the
ans%e'r unless you have an honest basis

jchr believing it to be probably correct.

\6\\\"Whenever you can do so quickly, asso-
w\" ciate questions with each other and
e ) with as many :mportant ideas as you
} " can develop. -

7. Write legibly; waste no words; waste
- no time, but do not hurry too much.

8. Take time to go over your work, in
every part of the test. You may dis-
cover omissions or errors,
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4

[n examinations which require extensive writing, you .

may do well to jot down a few words, on the test paper, -

suggesting the chief points to be considered in your . -

answer. This procedure may help you systematize the .

answer, indicating a comprehensive mastery of the topic.

Everi in new-type tests, which require you only to. check' o

the correct answers, very brief notes of this kind may .
Ee useful to unify and clarafy important 1tems

Research Documents. The subject you choosé \J
should be one for which you can develop genuine e}

thusiasm. It should be neither too easy nor too d(ﬁicult
‘Before making a definite choice of subject, try t8.find out

whether you will be able t6 obtain enough\mformatwn :

from convenient sources to permit com{lc\mon of your
study within a reasonable time. AN, :

Plan your research work careiully, bearmg in mmd
that you will have to prepare afoficise, readable report,
covermg the following pointss. (1) definition of the prob-
'lem (2) your basic assumptzons, (3) experiments or
%other activities of research conducted; (4) subjects and.
isearch; (5) the sfepsor procedures used; (6) the facts
‘and other data accumulated (7) your conclusions: (8)
the probable value of your findings.

;- To p\\‘epare a sat1sfactory research document you will
‘haves st consult many books and other sources; keep a

;om}nlete record of the nature and value of each source .

Sofinformation ; consult previous research in the same field
as well as authoritative literature, to check the validity
.of your basic assumpions; analyze critically your -proce-
“dures, data, and conclusions,  In writing your report,
avoid discussions that do not contribute specifically to

“the study, but include ‘all essential material, The length

e it

.of the report will depend on the subject investigated and
the evidence needed to support your conclusions.

imaterials or equlpme\t\used for experiments or other re-
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CHAPTER EIGHT

THE LIBRARY
and Reference Books

O\

e\
“Meek young men growip’in lib
believing it their duty todeéept the
which Cicero, which Légeke, “which ]
have given; forgetful tliat*Cicero, Lock
Bacon were only youfig men in libraries

they wrote these bogks.” o
. x.\\-}-—RaJph Waldo Ex
Importance of the Library in Study. Wher
consider that at least 80%.of all learning- involve
use of reading materials, we sometimes wonder
more time is not deyoted to studying the use of b
and libraries. Students are not permitted to experi
in a chemistry {aboratory without suitable prelimi

. instruction pu“the use of apparatus and materials.
- most studcn\ts" have learned too little about the e

ment ofthat most universal of all laboratories—
library\Fack of such knowledge has accounted for 1

.iﬁt;lﬁ:q\iéncy' and failure in mental work,

A\ Consequently, this chapter is devoted to a discus
“and description of the library as it is found in sch
' .colleges, and cities of the United States. It describes

organization and arrangement of materials, the

- catalog, the Decimal Classification, and certain |

reference tools essential to the learning process.

- Library Organization, Although American libr

differ in size, quality, details of organization, purp
etc,, there are certain elements common to most libra

38
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For example, the quarters of all libraries mclude readmg
rooms and book stacks. The bock stacks may be “open-
shelf,” that is, accessible to the public, or they may be
“closed shelf,” in which case the pnbhc is not permitted
to go directly to the book shelves. There are found,
usually: an order department, where books are selected
and ordered; 2 cataloging department, ‘where books atre.
prepared for the shelves; a circulation department where

books are charged out to readers; and a reference depart..§

ment, where advisory and mformauonal senrlces are
offered. SRS &

Regulations governing the use of Iibr_ai'y .i_i‘l:aterials '
are now fairly uniform. Certain types of' fngterial may
be used only within the library: periodicals, reference
books, documents, valuable and rare IIEEIS Most. of the
remaining material is circulated, usuaﬂy for a penod of
one or two weeks, and is subjeet t6 renewal for at least
ene additional period. To en{orce prompt return of ma-
terials on dates due, a2 chargmg system is- employed
which may include a bofrower’s card, a book pocket with
a charging card, anda'date-due slip. Failure to return a
book on or before%e date usually brifigs a fine of from
two to five cents per day overdue, Books in great demand
by classcs of students or by groups of readers are placed

on “reserve” and circulated, frequently, for short penods
varyméxfn length, . o S

Types of Material. For convenience; hbrary ma-
tenals can be grouped into circulating and non-cireulat-
ing materials. As a rule, most books may be borrowed
for home use. These include fiction and the various
types of books sometimes referred to as “class” books.
Reserve books may be borrowed for home use under.
testrictions limiting the period from a few minutes before

closing time to a few minutes after openmg tlme the -
next mommg '
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The following types of material do not, as a rule,

circulate:

- 1. Reference books. These books are usually shelved
in the main reading or reference room. They
are intended to be referred to for specific in-
formation rather than to be read through from

cover to cover.

2. Periodicals, Neither current issues nor bound
volumes of back issues circulate genmhy.
Newspapers are in the same class. .

3. Government publications, learned socrety pubhca—
tions, and other materials issued like periodi-
cals. This class of publlcafions is known as

“serials.” AN
Pampkhlers kept in the verfiéal files.
5. Rare and restr:cted books kept in the vault,

You should locate these various types of material as
soon .as possible in the: Yibrary which you expect to be
‘using during the year’

Arrangemen’t\"o? Materials. Over 9% of all Amer-
ican libraries atéyclassified by the Dewey Decimal Classi-
fication. This/ is a subject arrangement for material
which makes possible speedy location of a library book.
The sydtém was invented by Melvil Dewey, an American
hbran}n in the latter part of the 19th century and was
raprdly adopted not only by libraries in this country, but
also by libraries abroad, by .certain review periodicals,
and by the International Institute of Brussels which is
engaged-in the compilation of a world bibliography. In
effect, therefore, the Dewey Decimal Classification con-
stitutes a sort of universal language for scholars; and
mastery’ of its essential features will provide the student
with a h:ghly usefu] study tool,
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The D. C. system as the Dewey Dec1mal Clagsifica-

tion is called, divides all of mans knowledge into ten
classes, as {ollows.

000 General

100 Philosophy -
200 Religion
300 Social sciences
400 Philology

500 Scieace . .~ ¢
600 Useful arts S o - C
700 Fine arts . . PN
800 Literature e \ 3
960 History S _ '",\

Each of these ten classes is d1v1ded mto ten d1v1smns,
for example‘ \\

030 encyclopedlas, 070 educatlon-—-—ax two  divisions of
the 000 class - -

‘150 psychology; 170 ethics—»are dmsmns of the 100
CH.SS

330 economics; 370 educaudn—beiong in the 300 (social
: science) class \

420 Pinghsh language ish c11v1510n of the phtlolog'y {400}
) class

510 mathematlcs\ \540 chemistry, 570 bwlogy—are sci- .
ence di 10115

- 630 agncultur 3 640 home economlcs—are useful arts
.. . divisians

750 painting; 780 music—are fine arts dmsmns

820 ugltsh literature; 340 Frem:h literature —are litera-
re divisions

\2-6 ‘travel; 930 ancient hlstory——are h!story divisions

Eath of these hundred dlws:ons is further subdlvxded

sir“fto 10 sections, for example: " :

\ 4 In the 310 (mathematlcs) sect:on, 511 is aritbmetic; 512
‘algebra; etc..

In the 780 (mus;c) SECthﬂ, 781 is theory; 784 is '.focal
' muysic, ete. -

In the 930 (anc1ent hlstory) sectlon, ‘931 ia China; 9232

- Egypt ete. e
Now each of these’ 1000 sectlons is iurther subdwzded
into 10 sub-sections, and each of these 10,000 sub-
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sections is further subdivided into 10 sub-sub-sections,
etc. Thus you can find a number on the back of a book

which reads
51221 (“Rve twelve point twenty-one”)

.and means
" Equations, 1st to 4th degrees.

Well, what of it, you ask. Can any one be expected
to go around carrying 100,000 sub-sub-sections in, his,
head in order to find a book easily in a library? Fottd- |
nately, that isn’t necessary., By means of an interesting :

mnemonic scheme developed by Dewey it i,sfﬁossible to |
learn the meanings of only a score of fignres and with
this little learning to locate books o\nQ wiany subjects

quickly. : 7\

S

|
|
|
|

What figures should the av,ex‘aga library user know
~who has no intention of becoming a librarian? Well, he
should start with the ten classes given at the beginning
- of this discussion, and thefi“memorize the following gen-
eral form numbers: . "% ,

01 in a numbef\means “philosophy of”
philosoph¥ Yof history is 901; philosophy of science
R - 501&"_' oL '
“ 02 in a~1iumber'means “outlines of”
202 ’means:out_line of religion; 702 outline of art:
o .03 ity ‘a number means “dictionary of”
o (V- thus 803 dictionary of literature:
N 04 in a number means “essays about”
R\ % 404 essays on langunage:
()" _ 05 in 2 number means “periodicals on”
905 periodicals on history:
OGii:; s%’ number means “society transactions and proceed-
" 506 scientific society proceedings:
07 insg number means “study of” or *“teaching of”
307 study of social sciences; 807 teaching of literature:
08 in a number means “collections”
808 collections of literature:

09 in a number means “history of”
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[f you don’t want to remember all nme of thesc remem-
ber 03, 07, and 09. = .o Lo

After this there are Just two sets o{ specxal form ~ -

numbers. First, the so- -called veovraphlcal numbers._

England is always 2 .
Germany is always 3 - -
France is always 4 |
The history of Europe is 940, e
 The history of England is 942

The history of Germany is 943 o o - o PAYR

The history of France is 944 A oM

In hterature, where most of the numbers are. devnted

to Europe anyway, the contment number is tgg).ken for .

granted, and thus,.

English hteratm-e is 820
German literature is B3¢,
; French literature is 843

!f:
t

:
-
-
E.
:
t
3

- forms: . o 0 LW
poetry is always 1. = W88 . . o o
drama is always 2\ - T :
fiction is always N

essays are always\4

given, walk m{to your library and go- dlrectly to the
shelves Locf\mg these miscellaneous books will be easy :
Goliime of plays by G. Bernard Shaw (822)
ill Durant’s Story o,f P&:?o.fop};y (109)
The Bible (220) :
" :_’\‘ " Thomson's Outline of Scietce’ (502)
&.'\ Yy Cheyney's Hmor:,r of Eﬂghmd (942)

| In many public libraries two classes of books frequently
" are given no numbers.. Fiction is’ mereiy marked “F”
" and arranged alphabetically on- the shelves . by the
authors’ last names, Blograph} may be marked “B,”

The other set of form numbers relates to hterarv

Now, assumihg you have memonzed all the ﬁgures -

02,7 or “920” but it is alwa.ys arranged alphabetlcd“} .
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not by authors, but by the name of the person sb
whom the bock is written.

Baooks are, therefore, arranged on the shelves of mu
libraries by the Dewey Decimal classification in nums
ical order, and in each number, alphabetically by autho
‘For intelligent use of library shelves a minimum master
of this universal scheme of library classification is urgs
In addition to the numbers already mentioned, j:he\fnl
lowing will be useful for reference: A\

310 Statistics 850 Italian literatre
320 Political sciences B60 Spanish ljterature

390 Customs, costume 870 Latin liferature
423 English dictionaries 950 History of Asia

520 Astronomy 960 History of Africa

530 Physics 070 Hi}tory of North Ameria
540 Chemistry 980 Fistory of South Ameria
550 Geology 2973-79 History of United Staf
580 Botany . 810-19 American literature
500 Zoology 2N 610 Medicine

720 Architecture 93 " 620 Engineering

760 Engraving o) 670 Manufacturers

790 Anmusemegts © - 690 Building

Index to Materials. The index to the Americ
library is the ‘c}arﬁ catalog, often called a dictionary cats
log, which/ds found in-a special lobby or in the mai
reading rooin arranged in rows of drawers. Event
many ,geasoned scholars this library tool is still som
thing\af an awesome wonder. But it, like the classific
tieuvScheme just described, is built on comparative]

' .:s'i:mple principles.

¢\ . ’
. The first and most important of these principles
the alphabetic arrangement, - With few exceptions, cat

_cataic_igs are arranged so that authors, titles, subiects
and cross references are in one alphabet. The filing i

* generally based on alphabetic order except in the follov

ing cases:

1. Historitfal'subjects are arranged chronologically. .
. 2. Abbreviations are filed as if they were spelled out
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3. Articles like #“the” and “a” in a title. are disregarded.

4. Names beginning with “Mc¢" are filed as though they
began with “Mac.”

5. Alphabeting is word by word tather than letter by
. letter, so that

New York comes before Newark
New Hampshire comes before Newfoundland.

There are other little rules, many of which you can not
hope to remember. But the warning behind these rules
is obvious: do not easily admit to yourself that a certain$
book is not in the library until you have carefully can-
vassed the card catalog

£

There are at least three possible placés St \he card
catalog where your bhoolk may be indexedh Mt may be
found under the last riame of the authof{under the title
of the book, or under the subject of ¥he 'book. Generally
speaking, the author card contams the most information
about your book and is, therefor'e, known as the main
entry. In most libraries, cards printed by the Library
of Congress in Washington are used. Here is a Tepro-
duction of an “L.C.” ;s@rd, and an interpretation of it:

\l“

N

Shores,lms 1904—

asié reference bocks; en intreduction to the evaluation,
(stidy, and use of reference meterials, with special emphesis

\ on snme 200 titlés, by Lonis Shores .. Prellmmary ed, Chl-
N\ cago, American library association, 1937 .

\ Y . x, 406 . 254, s

AN\ Planographed, . .

o o

" 1. Reference buoks B, 2. Lihrarles—-Rererenoe dept 1, Amer-
iran Iibmry assoclarion. 1r Title,

3744062
Library of Conmess | 21005849 '
———Coprd.. o .
Copyright . & 104012 | | (3825 A a1

;:m.sﬁ The card ‘reproduted above has been reduced from the normal size’ of
x L]

Be sure to look at a, copy of the book listed on this card. It will hell‘-l
you to select the hest referenu book for every purpmc.

N

O
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On the top line is the author’s full name, and only
his date of birth, followed by a dash, indicating that so fa

" ag known he is still living. The second line reproduces

the title from the title page exactly. The three dots indi
cate that something which appeared on the title page

" has been omitted on the card. This is only the prelimi.

nary edition of the book. The next three items compnse
the imprint, that is, place of publication, publlshsr, And
date, exactly as they appear at the bottom of the title

‘page. The line below is called the coilzmon,, a.nd tells you

there is a preface of ten preliminary pages numbered in
Roman numerals, and that there are’406 pages of text.
The size, or height of the book Q,Sver 25 centimeters,

' This preliminary edition has been planographed.

o,'

Below this line are, 1tems of interest chiefly to li-

. brarians. Headmgs i. ‘and 2. are subjects under which

you can find catalo&cards for this book. In all there are

at least five cardS\m the catalog for this book under the
- following letfers® “author (S); subject (R); subject (L);
- . publisher, (AY; title (B). The number Z1035.549 is
' .the'Libt‘ér)'f of Congress classification; and 028.7 is the
" Dec lxqufi classification, which is usually typed in the

N\
E _u,pper left hand corner as well. By means of the number

\

“":'37-4452 the librarian orders this card. The remaining

/ number is.a copyright number, all books copyrighted
being registered in the Library of Congress.

In addition to author, title, and subject cards, the
average card catalog has “cross reference” cards. There

©  are two kinds of cross references:
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;r . In which the reader is
. referred from the
Twein, Mark - name or heading un-

see . der which he loolked -

to the name or head-
ing under which the
book is entered in the
card catalog.

l . Clemens, Samuel Langhorne

and ' . L
. N

In which thé reg.tfér is
referred from® the

School libragries, see also heading un\ier which

Children’s Literature he foundvsome ma-
Libraties, Children’s terlal\to other refated
Libraries and Schools heddings under which

‘hémay find addition-
{ .al material.

™

Periodicals and Indexes. Although the card catalog
frequently lists periodicals inlthe library, it almost never
indexes the contents of théSe periodicals. For this purpose
there exist “cumulatwe\”\indexes issued in periodical and
book form. The most-frequently used and therefore the
most useful periodital index is the Readers Guide published .
semi-monthly and cumulated frequently into monthly, bi-
monthly, serm-'annual annual, and biennial volumes, It
Is an i éx) to over 100 American and. Canadian peri-
‘odicals(rn ost frequently found in American libraries and
in &mencan homes. Among the magazines indexed are
«t‘lf: 'American, Ailantic Monthly, National Geographic, “Time,
S““’df?? Evening Post, etc. All articles are indexed
under subject and author (in some cases under title)
and-in one alphabet much as in the card catalog.
It is, therefore, possible to locate a current article by
Sinclair Lewis in the Readers’ Guide by looking under “L., "
It is also possible to find several articles on the Ten-
essee Valley Authonty by looking under “T." It is: -
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important to understand the short form of reference§
these indexes: Sci Am 149:843-5 Ag ’33 means Sciens
American, volume 149, pages 843 through 845 in the A
gust 1933 issue, :

Another more specialized periodical index is
- Internasiondl Index. In spite of the fact that the covers
this index are colored tan and those of the Readers’ G
are colored green, even advanced students make Ao)di
tinction between the two. Whereas the latter infexes |
. American and Canadian popular magazines;the In
tional indexes over 250 American and foréign scholary
magazines, largely in the fields of lagghage, literatun
and history. Qtherwise, the arrangemant is the samef
both indexes, except that the Ir}tr@étz'ana! appears ol
bi-monthly, : \

There are special perjiba‘i&al indexes ‘for wvario
fields. Examples of indexég‘to the periodicals of sped
subjects are: '

Education Isdqx‘: >

Art Index .

- Industrigl{drts Index (technology and business)

Publicdfiairs Information Service (P. A. 1. 5.) (Socil
. Sciences)

(Rericultural Index

) \.-\S'om_e indexes of special interest because they dift
Juhiorm are the New York Times Index, the Book Reu

these is really an index to all news of the Times, In th
_x:n'dex, a citation IT 1:7 means section two of the Sundaf?
Issue, page one, column 7. The Book Review Digest is mot
than an index to book review periodicals. Under ead
current book a digest of the book is given in 2 paragragh
whif:h is followed by excerpts from leading reviews. Fd
lowing each excerpt, a figure indicating the total lengfﬁ
- of the review in number of words is indicated, and, whi
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, more interesting, a plus for favorable or a minus for
nfsvorable reviews is added. The Motion Picture Review
ipest does for movies what the Book Review Digest does -

or books, with the addition that actors, actresses, direc-

i3, and other contributors to the production of the film -

ére listed. .
| Qeneral Reference Books. A reference book is not

patt to be read through from cover to cover. It is
lﬂzieﬂy used to refer to for specific information. Among

#it most commonly used reference tools are dictionaries,
wyclopedias, yearbooks, atiases, biographical direg ™

wries, aed miscellaneous handbooks. ¢

The two most frequently consulted unabridged’ dic-
onaries are the Merriam-Webster New Interngtional and
wnhend Wagnalls New Standard. Although theylook alike
1 size and general format, they differ inythany respects.
ehster’s was first issued fully a half century before its
tal If you compare the two dictiqﬂéi’iés you will note
hese significant differences among-Gthers:

Webster ~ Funk & Wagnalls .
Divided page: chsolete ,< All words in ore
and certain other less . alphabet.
- used words at bottom\’., Proper nouns in same
; oper nouns in seépa- S alphabet.
- rate alphabets in back. Commonest meaning of

Oldest meaning: of word given first,
- word giver Brst., . '

) 79\ - : . C . E
* The mostsschiolarly dictionary of the English lan- _

bige is thesfamous Oxford English Dictionary which was
‘enty years in the making. Its special feature is word

»

bitorg Wlstrated by nearly two million quotations from

% great literature of the English people.’ o

Six encyclopedias are especially distinctive, recom-

"ended by ‘librarians, and found in most libraries. En-
opedia Britannica is a twenty-four volume set un-
matched for scholarship by any other similar work in
be English language. To use it most efficiently it is

fpertant to recall that the index is in the last volume-.

£\
2N\
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and that this index points out a half-million subj
When you realize that there are only 40,000 articlk
the encyclopedia, you see at once the importance «f
index for locating information on 460,000 subjects i
Britannica, subjects for which there are no separate artk
Annual reprintings with revisions keep the Brita
up-to:date. An annual Book of the Year is also issug
cover current events in all fields.

The Encyclopedia Americans is a thlrty-volume sol.
like the Britannica, the Americana uses cross referen
instead of an alphabetic index, to brmg ot topics
which there are no separate artlcles

Twa school encyclopedias thatare bemg used wi

in hbrarxes are Compron's P:ctared\\ﬁ'ﬂcycfopedm and W

Book Encyclopedia. Compton's fqll‘bws the Brizannica arra

ment, with the added feature{of 2n index in the back of ¢

. of its fifteen volumes. World" Book uses the cross refere
s scheme in its mneteen VOIume set.

_ Two good one- veIume encyclopedias for quick re
ence are the Colunibia, arranged alphabetically, and
" Lincoln Libraryop Essential Information, which is classifie
' arrangemenkand has an index. A revised edition of
_Cofumbza svas published in 1950,

&mong yearbooks, the three most frequently :
ethe World Almanac, the Statesman’s Yearbook, and
(American Yearbook., The first of these includes a summ
',j'f;in facts and figures of nearly every human activity du
\ ) thelast preceding year. The second is concerned pri
. rily with the governments of the world, and is arran
' . in three parts: British Empire, United States and pos
sions, the rest of the world arranged alphabetically
country. In the American Yearbook can be found a re
of progress during’ the last year in the sciences, 0
sciences, arts, and humanities.

For the location of places, a gond atlas and gazet
. are essential. One-of the best small atlases is Goc
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School Atlas. Rand McNally publishes an excellent World

* Adlas in three editions. A gazetteer is usually part of a
good atlas as well as of the two American unabridged
dictionaries and of any good encyclopedia. The last-
volume of the Br:tmmca is divided between the index and

- an atlas. ~

To locate living famous persons of American nation-

elity consult Who's Who in America published every two~ A
years. This volume must not be confused.with Who's
Who, which is a British annual. For m{ormatlon about
famous Americans of the past consult the D:gnamry of
American Biography.

On the shelves of the reference roon{\m any hbrary
vou will find hundreds of other reference books, There
are about 4,000 standard reference“t;tles No one can
hope to know them all very well. “The ones herein de-
scribed should enable you to zmswer ninety per cent of
the questions you will be qxpected to answer. For the
remaining ten per cent cotisult Basic Reference Books, the
book described on the Qatalog card discussed earlier in
this chapter (page 45): It contains descriptions of the
200 reference boo\s most frequently used in- school,
public, and col{ege libraries. :

You shogid build your own practical library of refer-.

| ence w ks ‘o be kept on your desk for immediate use.
In addition to books adapted to your special needs, your
ibrdry ‘should include at least the following works: '
O A good desk dictionary
' A thesaurus (Roget’s International Thesaurus
is “a complete book: of synonyms and
antonyms'”) -
A handbook of English usage
A world atlas
Handbooks in special subjects
Foreign language dictionaries
Bibliographies



CHAPTER NINE

S'mdy of
ENGLISH

“In the long run the secret of stqd'y‘rg\-
sides in our ability to bathe our thought,
our task, our lesson in the streain, of in-
terest. The way to study successtully and
joyously is to be interested in fhe thing that
claims our attention.”—F. C,‘Lockwood*

ENGLISH COMPOSIT{ON
I

The Importance of Practice, .It"is said that some
persons have a natural gift for writing, and that others
-are naturally handicapped in this field. Yet, many of
the most skillful writers hawé* had to work laboriously
before they could develop \ilie proper style and content.
Regardless of the extent of one's natural gifts, the safest
and best way to ingure efficiency in composition is to
‘study and pmcti&q,;\

Careful Choice of Topics To Write About. There
must be a great number of diversified topics in which
you are interested. But at the .moment, perhaps you
cannot think of one special topic about which to write.
If s‘:q,s'hse a logical system of reference. Think about——
N A, Personal Affairs: what you saw or
) heard; what happened to you; successes

you enjoyed ; ambitions you developed ; dis-

~ appointments you encountered; problems of

- a personal nature; interesting trips; comn-

versations; peop_le you met; emotions, fears,

* From The Freshman a.tmi His College by F. C L.
of the publishers, D. C. Heath and Coy, New York o Ccd DY permission

52
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beliefs, attitudes; and so on. Surely . m -
thinking about these types of experience,
you will find- many topies to write about.

B. Impersonal Interests: events and prob-
lems in the fields of government, art, music,
science, philosophy, literature, recreation,
business, economics, education, recent -his-
tory, and so on. L

'\
List a number of topics in which you might be lnter—
ested. Jot down two or three ideas about each of them,

."\”

(hoose a topic about which you feel you ha\(e some- .

thing really substantial to say. You are now’ ready to
begin the preliminary work of composrt\&n

If you have a topic assigned to-you, associate it
with some of the factors under A ob B,

Systematic Organization _ M’ *Ideas. The proper
organization of your thoughts® is a necessary foundation
of your composition. Practiee orgamzmg your ideas in

a variety of ways, always bearing in mind.the following
questions e N

\

1. How camI begin so as to stimulate the
reader\s interest?

2. W'ﬁ*a’t are the most important pomts to
\develop in the body of the composition? "
How can interest be sustained?

~O 3 In what order should these pomts be
N\ ) presented?

4. How much $pace should 1 give o_ne item-
as compared with other items?

5. What would be the best way to brxng_
the composition to 2 cIose?

QOutlines are excellent helps in o'rgamzmg your thoughts.

When you begin to write an essay, you should almost



\

. jnvariably construct a number of different outlines so

" Bess Methods of Study

that you can choose the best. Be sure to think about the
preceding five questions whenever you make an outline,
Of course, you need not follow a systematic outline
rigidly ; vary from it if you find the style or content will
be improved thereby.

Adaptation of Material to Many Types of Readera
It is good policy to practice with topics that may b€ of
interest to several types of readers. For exa.mple, the
topic of proper family relationships is of mterest to

* children as well as to adults. Why not write ’two essays

on such a subject, one addressed to ch:ld&eﬂ, the other
to parents'r‘ Another good experiment\is to read an
editorial in your daily paper, notmg\\‘pémts with which

" you agree and those with which ymr disagree. Then re-

write the editorial, using your ewn words, and bearing
in -mind the different kinds, of“readers who may read
the paper. Try to make y‘duf article more convincing
expressive, and practlcal “than the original, and more

~appealing to the types of readers involved.

Evaluatlon’ th;o\ugh Companson with Work of
Others. Some ‘of”the best writers have learned most
through repcated comparisons between their work and

" the work, of‘dther authors. Here are two kinds of exer

cise suggestwe of the best way to practice such com
parlsqn‘

v 1, Usmg only two or three words, jot down the

:ma.m idea in each sentence of a well-written composition.

\

" Choose a long composition for this exercise so that you

will not remember too many of the author’s words
Without looking at the original, rewrite the ideas
in your own words. Use the best words you can find
Consult the dictionary and the thesaurus. After you havt
finished re-writing the whole composition, compare your

results with the original. Note especially the differences
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in organization of content, choice of words and sen-
" tences, and sentence structure. Finally, re-write your
" own material to improve its effectiveness and style.
This time, you may use some of the words of the orig-
jnal, but not the phrases unless you enclose them in quo-
‘tation marks. Try to equal or excel the skill of the
author.

2. Analyze a well-written essay, and list its special

merits. Consider: R
N
a. choice of words,
b. variations in structure of sentences and
paragraphs, : o

c. flow of ideas, and how it is obtamed

d. phrases that make a paragragh\hxghly
effective,

e ways in which the author holds the
reader’s interest, and 0"

f other factors that m,aICe the essay excep-
tionally expressiye or convincing. Are
the materials and’ style practical, con-
cise, reahsf{;:’\ﬁlled with variety, loglc- _
ally persgas e? :

Now put the esédy” aside. Re-write the ideas, without
totes, in yoursown words. Compare each paragraph
~ with the original, Note differences in organization, struc-
ture of gentences, word selection, connecting links be-
tweemtparagraphs, etc. Re-write, and compare again
’ .tﬂth the or:g-ma] : -

" The Development of Spontanelty Spontaneity is
ote of the vital factors in writing. Practice writing
about all sorts of topics that come to mind. When you.
getan idea, write one or two paragraphs about it. When'
you meet interesting people or have unusual experiences,
write about them. At first, you will pmbably want to
tevise everything you write, correcting over and aver.
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I Soon, however, the best work you have done should be-

come more nearly habitual. As you write, think of the:
best possible words, and recall the kinds of revision you
found successful in previous attempts,

Free, quick expression and effective style are. gener-
ally the results of patient, attentive practice. Remember,
however, that practice makes perfect only if it is careful, critivd
practice. . Write frequently, until you can write with
greater ease, avoiding meanwhile as many defths a4

~ you can. - Read aloud what you write, and try to. make

it natural, eliminating flowery language dr a stiff

_ pedantic presentation. (¥

a

You should follow an outline, though not slavishly,
The most effective writer is he whowwrites freely, relat-
ing one part to another in a umﬁed artistic whole, re-
working phrases or entire paragraphs to secure the best
effects. -

Standards of Writingy Style and Technique. Although
you should write spontaﬁeously, you must still follow
certain necéssary stindards of style and technigue, espe
cially the foliowmg

1. The style should be your own, never an artificial

_imitation of’someone else’s way of writing. Write so

_ that youg\friends will say, “That’s just the way I should

have expected you to express it.” Natural style is 2
matter of using words with just the right emphasis and
phtases with exactly the type of logic, thinking,. feeling,

(and swing or rhythm characteristic of your manner of

'.l

self—expressmn

* 2. There ought to be only one major story of
central motif in a composition. Every paragraph should
bear a definite relation to the main idea; and every
sentence should be connected with the chief points of
the paragraph. In this way, the whole composition,

and each of its parts, will be unified by a number of
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inter-related ideas, well arranged, progressing from in-
troductory to expository and closing sections.

3. Try to express every point just a little more
efiectively than the terms in which it first occurred to
you. Think about what you are going to write: ex-
periment in your mind, with various words, phrases, and

" sentences, until you can set down a natural, {orceful
paragraph,

4. After completion of the first draft of a2 com-.&
position, select the parts you believe to be the we'akgs;."
(oncentrate on the improvement of these parts. Then,
review the whole composition. Put it aside, and let

some time elapse before you revise it again,

5 Use a variety of sentences, somenbrief, others
longer. Too many short sentences pro&uce an abrupt
dtift style; too many long ones giwe’ the effect of
monotony and artificiality. Adjusf, the length of the
scrtences to the ideas you wishefo express. When two
or three brief sentences together with one or two long
ones seem to give the proper results, use them. A long
sentence may be excellent if it is well constructed with
phrases that contribug::\to its force and unity.

6. Choose words carefully, considering many be-
“fore deciding whigh are more effective. Avoid exaggera-
-tion, and try« g use phrases that present your ideas in
2 simples dipect, smooth-flowing fashion. Reject ex-
Pressions’%at have been overworked. Do your best
to.sﬁ\t‘:u’f'e the effect of freshness and naturalness.

) Standards of Grammar and Usage. You should, of
tourse, keep on hand a manual of language usage, a
d1ct1onary, and z thesaurus. Consult a reference source
whenever you are in doubt about punctuation, diction,
sentence structure, and the use of particular words. (The
chief points to remember about punctuation are presented
on pp. 64-72.)
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- In writing, be sure that you use the correct sequence
of tenses in sentences. Make your subject’ and verb
agree.. Use parallel construction for paraliel ideas. Avoid
split infinitives, indefinite references, and incorrect shifts
in your point of view. As for punctuation, your mai
effort should be to improve the flow of the composition,
contribute to its rhythm, and make it easier to read
more forceful and impressive. Frequent inspection ol
the punctuation used by the best authors will Eelp.\

Oral Expression. In conversation and Qub,lii: spezk
ing, agree with others so far as you _imeerely can
Avoid the chronic debater. Organize~your thoughts
express them modestly but carnestly,\d€fend them tac
fully and reasonably. Avoid t}}e\\eﬁect of authority
pomposity, or declamation. Speak slowly, distinctly
but with sufficient rhythm and’ emphasis. Put idea
in a nutshell, a key sentende; followed or preceded b
brief illustrations or related ideas. Practice speakin
before different types\ of imaginary audiences. B
natural in tone of yeice and in gestures. Avoid humo
unless it is apt, to the point, appropriate to the occasior
a.reinforcemefitlof the point or argument you are mak
ing. Show respect for the intelligence of your audience
no matter{Ayho they may be. Tell your message briefl
and coneliide. '

: ENGLISH LITERATURE
) Literature and Reality. Literature is worth whil
in so far as it reflects life. We are all interested in livin
realities; ‘we enjoy skilliully-arranged language tha
makes characters, ideas, messages, and plots lifelik
A good story is not necessarily true, although most ¢
the events of fiction have remarkable parallels in re:
life. But a good story seems true while we are readin
it, unless we stop to consider that we are, after al
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reading onlj' a story. Literature is a high art when it
" embodies many of the qualities of life so skillfully that
even the fantastic seems real.

Careful Reading. Intensive reading and critical re-
fection are secrets of the appreciation of literature.
Hrer you have read prose or poetry, question yourself as to the
wnce of what you have read. What was the mood of the
work? Was the work pessimistic, optimistic, conserva-
five, practical, filled with many moods? Whom would.$
your deseribe as the most interesting characters? Ther
most real? Compare people you have known with those
dout whom you have read. Study the ideas{of the
author and of his characters. Consider the matives of
individuals, their methods of self—expressmm the merits
of their points of view.,

Literary Style. You may gain e,n’r‘iched appreciation
of an authot’s work if you pause tetensider his most ex-
 pressive phrases, his choice of wards, and the flow of his
composition. In time, as you’ fry to analyze the styles
of the authors whose works you read, you will learn to
recognize their writingse fhrough their characteristic tech-

- mques, Select and m&nonze some of their best passages,

the ones most appealmg to you.
N \

In analyzmg‘ style, note the most effective passages,
_those with{giore emotional strength, courage, humor,
depth of \thought, sorrow, fear, desperation, and other
moods,ithose with greater feeling, poetic qualities, and
y Eﬁggestweness Compare several works of the same
mithor, Compare the work of one author with that of
others. Read zloud and, in some 1n5tance5, memorize
choice passages.

Analysis of the style and literary qualities of litera-
ture should not be carried to an extreme: But discriming-
ton among particular phrases, sections, characters, and fdeas 1s
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an important mtegra! part of truc appreciation. . To appreciat
fully a brilliant selection from Shakespeare, for exampl,
you should grasp the intensity of emotion, unity o
organization, aptness of phrase, and diversity of moods
- —all the vast differences between such literature and
commonplace writing, Do not read to analyze; analyz
and compare, so that you will the better enjoy and
understand what you read. .; A

Choice of Books To Read. If you are studymg the
history of literature, be sure to read extens1ver the
original works of each period. It is not eadugh to lean
about the lives and views of authors; nor even abou
the content of their writings. Yeu'must read their
novels, poems, short stories, essays, §peeches, and plays
Only in this way can you really)master the history o
" literature. Read quickly; tﬁen, retead more slowly and care
fully the most interesting andy ;mpre.mw works,

To keep abreast of i;he best modern literature, cot
sult book reviews, newSpaper criticism, library lists o
new books, reports{of book clubs, and literary journals
Do considerable(browsing in the library. Perhaps you
- will find thap miany appealing books have been under
estimated by “critics, whereas others have been greatly:
over—rate& Use your own judgment, applying the }ug}:eﬂ!
standaydsido your selections. Remember that the best selier
"~ of t\day may be the forgotten book of tomorrow, Real
_ eSpeclaIIy the authors and types of literature you be
‘(ligve may have lasting value, the compositions that
) influence most your ideas, emotions, and sense of keet

appreciation,

~ Imagination and Appreciation. Some readers lessen
their enjoyment of literature by refusing to follow where
the author leads, They resist the current of a book, with
constant challenge of its probability as a true accourt
of life. They keep remlndmg themselves that they are
reading about imaginary characters.
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" When you read fiction or poetry forget everything
wutthe material itself. You will be conscious enough that

itis not reality. A description of a battle is not the battle

#self. But imagine the events about which you read,
just as if you were 2 witness to them in real life. Give
| your imagination and emotions free reign. When you see a
peaatiful painting, you do not need to consider whether
it is representative of an existing scene. You note the

ut and skill of the painting, its dominant character and

meznings, relationships that are the product of a sensi-\
five hand and mind. In reading a literary passage, atténd
likewise to its beauty, action, ideas, language, and’tela-
fonships. Think with the thoughts presented¥ by the
author, feel with his characters O
70\
A great author once said that the.characters he
created in his books were to him much,more real than
the people with whom he associated), “To get the most
cut of literature, you must live w1th it and in it, without
arfificial reservations, skept:cal “abstractions, or seli-
limitations. 2z

Reaction to Liter: ture.\ Write reviews or resumés
of the books you read.\'Study the author’s style. Set
forth your ideas z}.b’pa.it his characters, plot, language,
and point of view. ‘Write as if you were a newspaper
¢ritie, revxewmg the book for your readers. Compare
your cnt:c“\scns with those of other eritics.

Dlscuss the books you have read. Tell your friends
'350111 the qualities and content of works in which they
wht be interested. Ask them questions about the
lterature they have read.

A book repors deals with a given piece of literature,
more in detail than a book review does. When you study
W important book, write a summary of its content,
ogether with your reactions to each major point. In
time, you will have a series of extensive book reports,
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to which you can later refer. Reading a good report yo
have written about a book is the next best thing t
re-reading the book itself.

Social and Personal Background of Literature, I
you know the social environment and personal back
ground of an author, you may better understand th
significance of his work. If you have read the histos
of the Puritans, you will be able to appreciate how th
literature of their period fits into the charactert oFdh
people and the conditiong of their time. A study of cu
rent history will help you “spot” the propagatnida as we
as the beauties of contemporary works, Read periodica
and books that will provide 0pportun1t1es to study man
sides of controversial points of vnwr

Value of Keeping a Record \A literary diary is &
excellent device which can help.you to keep track of you
changing tastes and standards Note the dates whe
yvou read the book, the name of the author, publishe
etc., and a brief react:on to the volume as a whol
This procedure is a gded check on the extensiveness i
well as the quality ‘of your readings.

"N

"\ JOURNALISM

- The, Field of Journalism. Journalism deals with th
daily and” weekly newspapers; periodicals; trade jour
nalsg“newsmagazines and magazine digests. The sug
gestions pertaining to English composition may apply
the study of journalism. We may, however, consider

‘few special hints.

Analyses of Current Events. Study the pres
descriptions of local and national, as well as inter-
national, events. Re-write these descriptions in your ows
words, preferably in a notebook. If you review you!
notes, from time to time, you will broaden your back
ground for the study of journalistic methods and
processes.
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Development of Writing Skills, Try fo ecquire the

dility 1o write quickly, but in an effective, ovganized fashion,
dout every question, problem, or experience that could possibly
b inseresting fo others, With constant practice, you should
won be able to write almost as readily as you speak.

Value of Professional Contacts. Make 1friends
among reporters, editors, and other journalistic workers,
Listen to everything they have to tell you about their

methods, problems, and experiences. Visit them at

lome; visit their places of business. In other words,
follow up as many professional contacts as you r;\ag

Value of a Broad Background. Remember that
journalists benefit from a study of stenography, govern-
ment, art, economics, history, philosoplijv’y literature,
science, business management, businesg\law, marketing,
womposition, public speaking, mathematics, and modern
foreign languages. Any of thesg{subjects ‘will be an

N

important asset to you. |\



CHAPTER TEN

Minimum Essentials of
"PUNCTUATION

- “No man can write really well who\s
not punctuate well; who cannot vita\fly"me;
- every punctmation mark as cleafly and
vigorously as he means any word.”
WSc-Arlo Bate

: L
The easiest way to learn how to"‘j}unctuate yot
writing effectively is to forget about ries and concentra
on meaning. 4 mark of punczuati%;b a eonventional symb
with a definite meaning, just as @ a)itien word is a symbol with
definite meaning. Effective punctiiation is essential to goc
writing because it gives thg.}jéader certain meanings whi
are not explicitly statedeby the word-symbols. You m
write either “He died? or “He died.” but only yo
choice of period Jquestion mark will tell the read
preciseiy what your v_.rords mean.

7

. Since each’ mark has one meaning and only on

effective gitsictuation is relatively easy to master, Unde

: stand't{lc’ meaning of each mark, fix it firmly in you
mindyand then write exactly what you mean.

. '.f'\ In the following summary, each mark is defined ar
#3its correct usage is illustrated by examples.?

\

BEGINNING AND END PUNCTUATION

_ In written English, some device is necessary to sho
readers where one sentence ends and another begins. T

* From Talks on Writing Enrglish by Arl . tmisai ]

-publishers, Honghton Mifflin Companl;', B!;)sotn]g.a tes. Used by pe siom o ¢

I }:}:r 2 fuéi c{{itﬂ;sswﬁ,_consu]t Pm?c!uaﬁon: A Praciical Method Based
eaning by Rabert Brittain (in ¢ M i i

| M Nog]e, T n (in College Outline Series) pudlished by Pam
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svoid having sentences run together in a meaningless
jumble, we use four familiar punctuation marks.

Capital Letter. This familiar symbol means Simply,
“This point marks the beginning of a new sentence.” Do
wt confuse it with the nonpunctuational capital letter
ued in spelling proper names or with the capital often
pund at the beginning of a line of verse. These do not )
ffect meaning, and are therefore not marks of punci)
fation. : ) N

7 { ?

The Period. The period means, “This is the"é}cl of a
wmplete statement.” Do not confuse it witl'\tbe- abbrevia-
i point, a device of spelling which shows, that a particu-
lir group of letters is not a completed Wc}rd-symbol but
anly a shortened form of the word. O

Examples: Mr., YML.CA,, Conn.  _\ \

- Also, do not confuse wi;h‘ih’e decimal point, a spelling
device used when we wrijg % decimal fraction in Arabic
figures. ¢ N\

5\

Examples: 2.57 H08

N/

The Quest@m Mark. This mark means that the com-
pleted Ser%x’e is cast in the form of a question.
'E:m‘p'ﬁ Where are the snows of yesteryear?:

A N : . . . .
“\\The Exclamation Point. This mark means that the
NOTEgoing sentence is expressed with great forceiulness.
If speaking, you would exclaim it emphatically. Use this
mark with moderation; overuse indicates hysteria.

Example: Keep back from the fire!

Sentence Fragments., When a fragmentary or in-
complete statement (word, phrase, dependent clause)
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makes complete sense by itself, treat it like a sentenc
using appropriate beginning and end punctuation.

" Ezamples: As yoﬁ were. Help! So what?

THE FIVE PRINCIPAI INTERIOR MARKS

" Inside the sentence, many situations arise in whic
the meaning is not made completely clear by the }5:0(51
zlone, and to communicate our meaning exactly-we ts
a variety of marks. The five most common onés Jccoun
for the great bulk of punctuation in ording(r)'r' writing
Master these thoroughly. Note carefullyf,that three ¢
them contain the comma symbol, eithep\alone or in com
bination, but that each is a separg%,and distinct marl
with its own meaning, ' S

P
NN

The Single Comma. The single comma occurs wit!
comparative rarity. It means, “At this point a small ele
ment has been omitte,di'fi'om the sentence,” and the
omitted element is alWays one the reader can easily
supply for himself.{ '

Examples: ax)sfo err is humszan; to forgive, divine, (b) Th
house was large, handsome, imposing.

In thi? second example, each single comma indicates

- the qn:;is}sion of the conjunction “and.” In a series like
this\hen the final conjunction is inserted for smoother

r¢ading, it is generally better to insert the extra single

(¢omma also. (Example: The house was large, handsome,
) ‘and imposing.) Some editors omit the final comma, but
. when any element in the series is a compound it is vitally

hecessary; therefore it seems best always to use it

(Example: He had red, blue and yellow, green, and gold
batloens,) '

Do not confuse the punctuational single comma with
‘the comma-like symbol used in writing large numbers
with Arabic figures (e.g., 125,793). '
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'The Pair of Commas., Used more frequently than any
sher mark of inteior punctuation, the pair of commas
i pethaps the most important punctuational symbol. It
neans, “The element enclosed within this mark of punc-
yation is not essential to the grammatical structure of
e sentence, and it is placed in such a position that it
thanges the normal order.”

modifiers, When you interrupt or change this normal
wder by inserting a nonessential element, you myfst use
wmmas to warn the reader. Because of the strihicture of
o language, interruptivé, nonessential elgam}nts occur
ina wide variety of syntactical situations; The following
are the principal ones. O '

1. Nonrestrictive clauses requite the pair of commas.

Ewmples: (2} John, who neyer“stopped to think before he
ated, ran off immediately towards the firehouse. {The dependent
thuse breaks the normal urd{r%y separating verb from subject.
Alhough it modifies the subject, it is not an essential modifier;
the sentence is perfectiyclear without it.) (b) He locked upon

ir. Robbin, who had (léss money than he, with ill-concealed con-
tempt. >

9.\ )
But not{fﬁat restrictive clauses are not set off.
N\ .
Examgier: (a) One who never stops 1o think before he acts is
i tg"do“some foolish things. (The dependent clause stands be-
dwedn Stbject and verb, but since it is an essential modifier of the

sibject, there is no violation of the normal order. (b) He despised
evtrybody who had less money than he,

2. Words in apposition are always interruptive, non-
gssential elements,

Examples: {(a) Dr. John Doe, President of Blank College, was

the first speaker. (b) She asked Judge Robinson, the delegate from.

the Civil Liberties Council, to make his report.

The normal order of an English sentence is: subject Oy
+ith its essential modifiers, verb with its essential modi- {
fers, and object or verb complement with its esse'nti:al'.;

N\

Q
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- 3. Transitional words and phrases have no gra
- matical functioni; they are merely bridges from one ide
to another. Therefore, they have no normal position |
the sentence and always separate two elements whm
belong together.

Examples: {a) This book, for ex_amp]e, gives a good summa
of the matter. (b} The girl in the blue dress, as you say, dane
well. ‘ .

O
4, Words of direct address are nonessent‘ial an
always interrupt the normal order. N

Examples: {a) ThlS point, ladies and gentl{men, is very i
portant. {b) Come here, John, and give me*athand with this bo

5. The name of a geographléél' area immediatel
following the name of some locah\w within that area, an
the name of a year Immedlately following a date withi

~ that year —these are conventionally regarded as gran

matically nonessential . elernents which interrupt th

™

Exampk: {a) H\‘hved at 301 Down Street, Boston 16, Ma
sachusetts, for many'\wears. (b} She was born en January 27, 193
at four o’clock i 1 the morning.

6 A \v.hrect quotation is regarded as a nonessentia
mterrufptwe element, although this usage seems purel
. a o%wentlon

2 :'; Example: Johnny was shouting, “Last one in is a rotten ez
¢35 he dived into the pool.

Note very carefully that when the nonessential, i
teruptive element comes either at the beginning or 2
the end of a sentence, only one part of the pair of commar;
wisible. The other is absorbed by the stronger initial o
terminal mark

Examples: (a) As a matter of fact, this pie is not very goot

" (b} I have eaten better pies, as a matter of fact.
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Such nonessential elements change the normal order
pecanse normally the first thing in the sentence should
be the subject with its essential modifiers, and the last
thing should be the object or verb complement with its
essential modifiers.

Examples: (2} When she had finished with her chores, Mary
went to bed. (b) Mary went to bed when she had finished her
thores. {Thete are no commas in the second example becanse the{

modifying clause is exactly where it belongs.) N\
Ny

The Comma Plus Cobrdinating Conjunction This
mark is normally used in only one situation: that is, in
the middle of a compound sentence. It medds,/ “At this
point one independent clause has been comgpletely stated,
2nd the second is about to begin.” \\

Exemples: (2) John has gone to the mbviés, but Herbert is at

tiome. (b) Let us not be too hasty in elr ‘judgments, for there is
more to this than meets the eye. \™

The Semicolon. This tark has exactly the same
meaning as the commal plus cobrdinating conjunction.
Either may be used ¢¢ show the mid-point of 2 compound
sentence; the differe ce is purely rhetorical. '

Exampley: (.a):\J'c;hn has gone to the movies; Herbert is at
home. (&) Letndnot be too hasty in our judgments; there is more
to this than meets the eye.

N :
Fhere are two important variations.
'\ .
) 1. To clarify the meaning of a complicated sentence,
one may sometimes arbitrarily raise the comma plus con-

junction to a semicolon plus conjunction.

Ezample: The musicians began to beat upon a weird collection
of instruments, including a drum made of elephant hide, a hollowed
log, and a kind of tambourine; and 2 beaatiful dark-skinned girl,
after the noise had been going on for several minutes, rose _s_wiftly
and began to dance, ' :
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2. When the elements in a series are long and con

. plicated, one may sometimes arbitrarily raise the sing]

- comma {which shows the omission of a conjunction b
tween elements in the series) to a semicolon.

Example: He was proud of the fact that he had written ot
book about India, filled with elaborate descriptions of scenen
architecture, and unusual customs; a longer book deseribing a jou!
ney through South America, in the course of which he wag ly
for nine days in the Andes; and a whole series of tra.vel\arhcle
for various magazines.

o".,
3

The Colon., The colon means, “Th‘é'“‘rords whiel
follow will give a fuller explanatiom @f@what has jus
been said. \\

: (2) Johnny behaved wety'badly: he shrieked, mad
hideous faces, and threw his puddid@\on the foor. (b) Mrs. Jame
- found herself in a quandary: shé could neither pay for the un
wanted goods nor return themi to ‘the shop. (c¢) Please remembe
to bring me four articles; a ct‘)mb a razot, a toothbrush, and a cak

- of soap. A\

It is customar?\ to place a colon after the salutatior
at the beginning. bf a formal letter or speech, This ha
nothing to 46, with punctuation; it is merely a forma
convent:cm,

Exam\pk.r Dear Sir: Mr. Chairman, Ladies, and Gentlemen

2 8

~\' OTHER MARKS OF PUNCTUATION

The Single Dash. This is exactly the reverse of th
colon in meaning. It means, “The preceding elements in

this sentence explain more fully the statement now to be
made,”

Examples: (a) She could neither pay for the unwanted good

. gor return them to the shop—she was indeed in a quandary. (b)

A comb, a razor, a toothbrush, and a cake of soap—these are the
four articles I want you to bring.
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Parentheses, When used to enclose any element in
| ; sentence, this mark means, “The normal order of the
| sntenceis here changed by the insertion of 2 nonessential
dement so phrased that it shows little, if any, gram-
matical relationship to the rest of the sentence.” This is
2 much stronger mark than the pair of commas,

Exsmple: The entire city (population 47,000 in 1931} was
placed under martial law,

Pair of Dashes. This extremely emphatic ‘mark
means, “The normal order is here interrupted with' great
violence, either syntactical or emotional.” O

K70

Etample: The growing pressure of popu!ati}d'—London rose
from around 100,000 at the beginning of Elizabeth’s reign to double
that number under her successor—had lofig.since pushed the in-
habitants ontside the circle of the wallg, (S

L™
™\
RN

Note carefully that sarfietimes only the first half of
the pair of dashes is vidible, This is the case when a
sentence is violently broken and never completed.

Exmplm“Hel,p!{'. ghe screamed. "He is—" The roar of the
tren drowned hes, voice.
NV
\'§“ '
Quotation Marks. These marks mean, “The enclosed
ejgméﬁi'compri:ses the exact words of some person whom
Gheuthor is quoting.” Single quotation marks enclose a
Quotation within a quotation. '

Examples: (a) “Julius Caesar,” continued the speaker, “was
dlways ready to boast, ‘I came, I saw, I conquered’” {b) The
German expression is “butterfly weeks,” 2 detightful giddy term,
far more delicate and witty in its connotations than our sentimen-
tal “honeymoon,” (Note that this writer is quoting the exact
words of a whole group of people. This use of quotation marks
applies also to slang when used in formal writing.)
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The Brackets. The element enclosed within a pai
of brackets is an explanatory remark inserfed into .
quotation by the quoter. '

Examples: “Handel,” says Dr. Brown, “was the only Englig
composer [Handel was English only by adoption] who can b
ranked with the supreme masters.”

If you ever need to use parentheses within paren
theses, you should arbitrarily change the inner pau‘ o
parentheses into brackets to avoid confusion, \ ™

7%
3

Three Dots. This mark means, “At this point, cer-
tain elements are purposely omitted from/the quotation,
but without any suggestlon of wolen\ce.

. Exzample: (a) “Well 1t is hard, bl}bI * His voice trailed
away into an inaudible whlsper (b)‘“Love the Lord thy God..

<N

[and] thy neighbor.” A}

“

SOME NONPUN&TUATIONAL DEVICES

The Hyphen, CFhis is a spellmg symbol used to join
_two or more wokds into one compound word, or at the
end of a linefwhen a word is broken into syllables.

Examp}é;? (;t) a three-year-old child (b) forty-seven
N
The Apostrophe. This is a-spelling symbol used in
writifig contractions, possessives, and some plurals; it
ogénerally indicates the omission of one or more letters.

4 Examples: (2) can’t (b) the hoy's hat (c) the boys hats
{d} five X's 4 . © Y

Remember alse the following nonpunctuational de-
vices mentioned earlier: the abbreviation point, the deci-
mal point, the comma-like symbol used in writing large
numbers, and the capital letter used in spelling proper
names or'at the beglnnmg of a line of verse,
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_Sm.dy of
THE FINE ARTS

N
2 A\

“Stated simply, every artist tries to cond{™
vey what he is feeling, Inspired by the thing®
that is moving him. he invents ways{dand
means of expressing it, often at the ¢ost of
long-continued and herculean efforts, “Thus,
technique is not 2 fixed thing withMsnchange-
able rules, but a new inventign\for  each
work of art with rules of its\own that ex-
tend no further than that work”

——-A.lgx}ndre Devignes*

Nature of the Fine Arts, The.fine arts include
achitecture, music, painting, pqe&y, sculpture, drama,
ud dancing,” The fine arts are kinds of activity which
express our creative impulges and appeal to our sense
of beauty or pleasurable appreciation. Fine arts deal with
the ideal, the imagine {_the free efforts of the artist to
achieve the aesthetic\effects he desires. The artist takes
pleasure in produing; the witness or consumer of art
tikes pleasure inobserving. These pleasures are quite
apart from thé” practical utility of artistic work. The
professiogal > musician is an artist not because he earns
money. by means of his art, but because he gives beauty
fo-dibers and can himself appreciate the beauty he

duces, '

Spontaneity. Spontancity is an essential element of all
the fine arts, Even proiessional artists cannot succeed
simply by mastering set rules or techniques. You must

————————

* From Ishtar of the Seves Gaotes by Alexandre Devignes, Used by permission
of the publisher. .
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form the habit of expressing yourself as best you cay
Draw spontaneously. In music, stress rhythmic moye
ment, Remember that the important method of the artis
is that of doing things on impulse, stating his own mean
ing in terms of the particular medium of the art, Py
-all your thought and energy, all your attention and inte;
est, wholeheartedly in the art you are studying,

Progress from Simple to Complex. You willewast
time and become discouraged if you attempt tagks“tha
are far too difficult for you to accomplish, \I#f" music
for instance, begin with the melodies you\can readil
understand; then, you may proceed to study those jus
a little more difficult. So, too, in painfing or sculpture
it is best to begin with the simpler fammliar objects. Ever
if you are not studying to becoq'\é.an artist, but only tc
get acquainted with and enjoy the fine arts, begin witk
the works you can easi ly master. dbove all else, never become
discouraged. Others have leaBfted the most difficult or in.
tricate aspects of an arti\Vou can learn them, too. By
arranging your efforts\ift a scale of gradually increasing
difficulty, the tasks{that now seem insuperably beyond
your ability, will'become relatively simple to perform.
Patience and hard work are the chief requirements.

- Emphasis’on Meanings and Effects, Every art has
rules and:t\echniques. It would, however, be a great mis-
take .tq‘éssume that the important part is the technical

~aspect’ On the contrary, the important part is the mes-

sgge of an artistic work, its meaning, its total result, its

seffect as a whole on the consumer of art. It is, of course,

X

) necessary to master certain techniques in music or in

graphic art, or in sculpture, But these techniques should
be used for only one DUTDPOSE: f0 improve the meaning of
the work as a whole. Technique is 2 means to an end, not
an end in itself.

Instead of stressing rules, methods, and techniques,

"import_ant as these may sometimes be, emphasize the
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anposite general message of your work of art. If you
g dawing or studying .a portrait, devote your atten-
fon mainly to the larger general effect, the meaning as
swhole, the message. Later, you can inspect outstanding
fugs, colors, and rhythms. Still later, you can attend
i the harmonization of each detail contributing to the
weauty of the production,

" Vaty your methods of work. Never be satisfied unsil
o seeure precisely the effects, the final pleasing results, you L0
s, Follow the example of the genius, who possesses-
ifisite patience, not resting until every minute point
gives him the exact meanings and outcomes he ig eager
o achieve. Q'

Expression of Experience. In learnjrig\’an art, be
sure to-be sincere in your performance.,\ Just as you
wiite or express opinions that are tn;ljr: YOurs, S0 express
yar real emotions, thoughts, an@s character through
your art work. Avoid insincerity,lartificiality, and “copy-
uf’ efforts. If you have nolmessage to deliver, or if
you feel disinclined to express yourself, wait until a
more opportune occasiod arises. On the other hand, it
‘may be possible to get'yourself into the mood for crea-
tve work, Make sureYhoswever, that it is an expression of your
aperience, your feelings, your persondlity.

Rhyt ";a;d Cobdrdination. Both in appreciation
ad in pfoduction of art, rhythm and cobrdination are
inporfamt. Concentrate on these two aspects of the art
Jafare studying. In music, phrase rhythm and rhythmic
movement (particularly, body-movement or eurythmics)
ae to be emphasized. Become sensitive to every 1.1ar--
mony of tone or color. In creating art, strive to achieve
the same kinds of rhythm and codrdination which you
observe among great artists. Note the swipg and bza.lax:lce
they have achieved. Practice until you secure similar
results for yourself.
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Participation in Group Activities. When studying
music, you may learn a great deal by taking part in
orchestras; other instrumental ensembles, choruses, glee
clubs, and types of exhibits and performances may als
be very useful. In the beginning, you may find it neces.
sary to take minor parts in group work. Do not hesitate
to assume 2 subordinate position. Remember that the man
purpose ir to Ieam as much as possible from your part:apanoq

Specialization in One of the Arts. It is ad “excel-
lent policy to get acquainted with several of. the arts,
At least, you should learn to appreciate thé chief forms
of art expression. Try, however, to specla?hze in one ot
two of the art subjects. Do your best both to appreciate
and to create. In music; for msta@e you may learn
to enjoy the best productions, to~p“er’form on some favor-
ite instrument or to sing, and\to compose your own
selections. Do not be misled -by the superstition that
some persons cannot learn; everyone who can learmn

‘to speak, can learn to appreciate music and perform it

creditably, through sene musical medium or another,
Find the art you like best and in which you can attain
most proficiency{_The rest is careful practice and hard
work. You miay or may not become a first-class artist;

-but you will’beécome a discriminating consumer and effec-

tive perfoumer.

Value of Careful, Planned Practice. In fine arts,
careless. practice must be avoided. Be sure to practice

/'the right way, forming the correct habits, and chang-

" 4

ying your technique to achieve superior results, Follow

instructions accurately; observe the methods used by
skilled artists; do not imitate everything they do, but
try to secure similar effects. Finally, schedule your
practice time, and adhere faithfully to the schedule.
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Study of
FOREIGN LANGUAGES O

7'\
L 3 Y
“Apply each rule of grammar m speak-
ing, reading, and awriting. anze new
words and idioms through use Lractice con-
versation. Learn to use Frenel\in life situa-
tions.”=~F, M. du Mont \‘ !

Choice of a Foreign Language. F\r most purposes
of 2 practical nature, you should carefully consider the
alvisability of studying at leastwo modern foreign
languages, such as French, G@ffhan, Italian, or Spanish.
German is useful if you expect to do much scientific
research, French is valuable in the study of the humani-
ties and the social sci&ﬁces. There are many families of
languages, such as “the following: Indo-European, Se-
mitie, Hamitic,,.~Ural-Altaic, Dravidian, Malay-Poly-
nesian, Caucasidn, Bantu. The Indo-European family
inclides Greel, Latin, Romance languages (French,
Spamsh\Eo\rtuguese, Italian, Rumanian, etc.), Teutonic
langyages (German, Dutch, English, Flemish, Scandi-
13vian languages), Aryan, Armenian, Baltic (Lithuanian,
“Lettish, and Slavonic tongues), and Albanian. It is some-
fimes best to limit oneself to the study, at one time, of
linguages belonging to the same family.

Some educators are skeptical about the wisdom of
devoting years of study to Latin or Greek. On the
other hand, it is frequently asserted that study of the -
 classical languages assists one’s command of English.
Unfertunately, few students acquire a working mastery

77
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of these languages. Those who condemn the study of
‘Latin or Greek maintain that it would be best to spend
_ the required time on the further study of English. These
critics assert that most students quickly forget what
they have learned of classical languages, never master
them efficiently, and fail to secure benefits comparable
to the great amount of work required. There are how,
ever, many worthwhile advantages to the study of an:
cient languages, especially if one can learn to thmk in
terms of the language, and live with it. At any, rate, you
should read translations of the great classical, ‘master-

pieces. O

Acquisition of Feeling for a Language. What does
it mean to have a feeling for a langu‘age? First of alj
it means to be able to apprecmt‘e\ dnd use its rhythm,
the swing of its phrases. Second it means to be able
" to think in terms of the language, giving the words and
phrases just the correct emphasxs, and speed of delivery.
It means also to be able,to grasp the meanings of sen:
tences as wholes, wrthout having to dissect or analyz
each word, and without translation. Last, feeling for
a language m\ dlves the formation of many habits, so
firmly fixed, ~through attentive repetition, that we ex
press ourselves readily and spontaneously in speaking
and m.qntmg the language The accent, swing, pitch,
and_tore qualities in speaking become habitual, as do
-also¢értain fine distinctions between oral and writter
expresswn in the language. ‘

) You can acquire 2 feelmg for a language by listening

to its rhythm and practicing its rhythm; by thinking iv
the language about daily affairs, other subjects you are
studying, abstract ideas, etc.; by reading, listening to,
~and expressing complete sentences as wholes, not by
trying to build sentences up word by word; and by using
the language correctly, so often and in such a variety
of contexts that you form set habits of expression.
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If you acquire feeling for a language, mastery of its
ssentials will come to you easily, It will be a. simple
matter to enlarge your vocabulary, and you really will
remember what you learn. Without this natural feeling,
your study is bound to be laborious, and results less
permanent and less effective.

Review of Other Subjects in a New Language. One
of the best means to insure thinking in a new language
s to review in that language what you have learned in' N\,
history, literature, science, and other subjects. If you
are studying French, why not think in French aboitt the
high spots of other subjects you are studying?, Also talk
and write, in French, about what you haveearned of
other subjects. You will find this pract;gc one of the
most successful methods of acquiring a\real mastery of
2 foreign language.

Value of Thinking in a Foreygn Language Read
aforeign language without tog much reference to Eng-
Ish You may find this policy slow and difficult at first,
but you will get results. AWhen you do translate, try to
re-state the material in th’e foreign language first, using
your own. words ; theh,"Wou may translate it into English.
In this way, you Will make active use of the new lan-
guage, without’t6d many artificial relationships between
. the new langmge and English. The way to learn to use
alangua :éad:ly and correctly, is to use it in a natural,
cotrect, *rhythmlc fashion. . You must think and fecl in terms
Dfikg linguage you ave studying. In German, for instance,
“the-words “Ich habe das Buch” should signify a special
fieaning at once, and should not have to be translated
into “T have the book.” In French, the sentence “Je
suis un homme” should be a natural significant idea to
you, without the need of transiation inte “I am a man.’
Translation is like a crutch; you never learn to use the
language spontaneously if you rely too often on such
[ an artificial aid while learning the language.
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The Mastery of Grammar. Foreign languages
should not be learned merely on the basis of grammar, -
Grammar should be a supplementary source of refer-
ence. Grammar explains why the language is used in
the characteristic forms and particular constructions it
assumes, Consult the hints supplied by your grammar;
but be sure to apply these hints in repeated natural use |
of the language. It is possible to speak English wel,
without studying grammatical rules and the 1solated con>
structions usually emphasized. Just as English grammar,
however, helps you improve your English, by application
in speaking, reading, and writing; so the grammar of-a
new language helps you master that latighage through
similar application of grammatical p\gmnples

Use of Familiar Subject-Ma:tt&.' Another excellent
method of learning a foreign tépgue is to read material
the content of which you alrézidy know. This method is
unfortunately neglected jamost schools and colleges,
but has been found of thie greatest value by individuals
who wished to master a new language quickly and effi-
ciently. If you knqw a story thoroughly, you will search
for the meanings.and ideas when you read it in a foreign
language. If possible, make some use of a dictionary ir
-the same forelgn language. Sometimes you can use an
all-French)” or all-German, or ali-Spanish dictionary, :
when feading in the respective foreign language. Concen-
trateon the author's ideas and his message as @ whole. Use the

alltfore:gn dictionary to verify meanings. When yon
\get acquainted with a new word, apply it in writing
speakmg, and thinking, in a variety of context, and
always in the new language.

- The Importance of Rhythm and Pronunciation.
Acquisition’ of feeling for a language is helped by
smooth, correct rhythm and the type of pronunciation °
characteristic of the language. Listen carefully to natives
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.o they speak the language; listen to phonographs
ad radio lectures in the language; repeat what you
iy, Ask for eriticisms and corrections of your tone,
grett, pronunciation, phrase rhythm, and expression,
lote the many peculiarities of emphasis and delivery
yhen you hear natives converse or read. Practice until
jou can secure the same distinctive results. Experiment
rith the position of your tongue and the action of lips,

fie results you want. In silent reading, try to eliminate™
fpmovements; try to grasp a whole sentence at a glance

flo, read orally, for the gist, without stopping to
mlyze individual words. \/ '

Value of Writing. Begin writing irKéi?n'ple terms,
nd use the “all-foreign” dictionary\ Sometimes as a
wuree of new words, If you cannot qﬁd’erstand the defi-
dtions, you will then have to chs;i:lt a bi-lingaal dic-
tnary, Use the same method }Wi{en you want new or
spesior words in a foreign.lafiguage. Write about all
uts of topics. Write about eurrent events, other studies,
prsonal affairs, sports{ books, travel, music, art, and
her interesting subjects. Ask natives to criticize your
wotk. Read many’,;Well-written stories and essays in
the foreign lapgudge; then re-write the same stories or
ffees, in yoGr)6wn words, in the new language. Read
nd re-weite business letters and excerpts from foreign
Tenspapers.

oy

'Value of Conversing. If you can possibly do so,
“Hinage in frequent conversations with natives of the
wevant foreign country. Try to restrict all discussion
% that everyone will speak in the foreign language.
Have dinner with friends who can speak the language
vell. Form or join a language club or group so that you
Will have constant opportunities to converse. Ask your-
self questions and answer them, alt in the language you

N

k N

ath, 2nd glottis. Continue to practice until you secure, "

\
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are studying, e.g., “Ich habe das Buch.” “Was habe ich?
“Ich habe das Buck” “Wer hat das Buch?” “Ick habe das

Buch,” :

The Importance of Repetition. The president of
one of the largest and most successful systems of lan.
guage schools in the world has maintained that the(
average adult requires about thirty-five repetitions.to
master a new word with a fair degree of eiﬁciéncy( Thit
number of repetitions may not be necessary for” some
words, but others may need even more. It ic'important v
use a new word in connection with many differcht'ideas. Write
the word in a sentence; say it in a senfence; read it in
a sentence; think it in a sentences Then, repeat the
whole process many times, Do thé'same with idioms,
and with whole phrases. You will soon develop an ex-
cellent working vocabulary, \ .- '

Abundant Reading. ~We have ‘suggested that you
read familiar materials™in the foreign language you are
studying. Read als6\a variety of subject-matter: news-
papers, periodicals, textbooks, fiction, essays, referenct
works, and poetry. Read for the gist of the material
Then writepitrthe foreign tongue, your reactions to what
you haye tead. Skim through a great many essays and
storiep{ﬁuen re-read them more carefuily., As you read,
avjqa\"all reference to English. Also, read aloud from
time to time. Listen to natives reading, and re-read
(aloud the same subject-matter you have heard them
’ read. :

No Single Method. Do not take seriously the
advice of those who urge you to learn only to read
or speak a foreign language. If you study correctly, you
will learn to read, speak, and write proficiently. Con-
v'ersatior_i will help you read and write; writing and
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dng properly will help you speak. The wrong
pethod of learning leads to a one-sided emphasis on
mding to the neglect of oral expression, Insist on _
sudying languages in a variety of ways, through con-
4t reading, speaking, and writing,
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‘CHAPTER THIRTEEN

Study of
MATHEMA_TICS

N

£ X
2N\

“Mathematics takes us into thg region

: .. of absolute necessity, to which, not only the

' actual world, but every posmble world, must
’ conform. »__Rertrand Russekl

Nature of Mathematics. Mathematlcs is a science
dealing with number and space pm\esses—-realuy in
its quantitative aspects. Branchés of this science are
arithmetic, algebra, geometry trigonometry, differential
and integral calculus. Arithmetic deals with the simpler
‘number relations and problems of reasoning, Algebra is
a condensed and modified extension of arithmetical res-
soning. Geometry deals with the properties of space
Problems and relahonshlps of plane and spherical triv
angles are the ubject -matter of trigonometry. Differen-
tial calculus/treais of the successive differences among
the termg(df a series of quantities; integral calculus
deals with the reverse process, deducing magnitudes

from¢®htanges in their series. There are also numerous

\

. otlfer specialized fields of mathematics.

S

("y" Choice of a Branch of Mathematics. Arithmetic is,

4 of course, the most familiar field of mathematics.
Algebra and geometry are also of considerable value in

the study of the various sciences. The other more in-

. tricate subjects of mathematics are of less importance

to the average citizen. Critics of these advanced subjects
assert that probably almost all whe have studied them
have soon forgotteri what they learned and have made

84
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‘fitle or no use of it, unless it be to teach the same ma-
erial to others, Mathematics is indispensable in certain
wcupations, such as engineering research, navigation,
aud machine designing, We may assume, moreover, that
1 general knowledge of two or three branches of mathe-
- matics will sufficiently strengthen the average person’s
sill in dealing with problems of number, space relations,
wd business affairs, Unless, therefore, you can develop

mie a practical need for intensive mastery, limit your-
#if to arithmetic, and two or three selections §rom
among algebra, geometry, trigonometry, and caleilus,

Review of Arithmetic. Buy an inexpensive arith-
metie fundamentals test, and test yourse}-f’*&\m your mas-
try of fundamental processes (addition, subtraction,
multiplication, division) and the use(0f"certain common
omputations and measures (in;gfes"t, metric weights,
lnear measures, etc.). Find your weaknesses and con-
centrate on drill work until ym;i.zire sure of all processes.
Construct and solve many“problems requiring repeated
e of the numerous te,r\in\s and combinations.

Review also the various types of arithmetic prob-
lems. Improve yoUu¥ skill in quick analysis and solution
dtproblems. Read a problem through rapidly fisst; themn,
amlyze it sotas to determine what is given, what is
require‘(i;%a the processes to use. Form a habit of search-

ing for fﬁe key to a problem, the decisive point fo be cleared up

lems, write down the important steps as you go along;
in this way, you will avoid the necessity of retracing
your work repeatedly whenever you come to a difficult
part of the problem. Check all computations carefully.

-l parts balance.

|

Verify the terms of your final answer by comparing with’
the factors called for in the problem. Apply your
wswer to all the parts of the problem, to be sure that .

N

aspecial interest in the study of this science or antici-{™

';Pff?!?'pffri;e element needed for its solution. In solving prob-

\‘
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Construct a great many of your own problems simi-
lar to those in the textbocks, to insure sufficient review
of the subject. Try to increase your speed of computa-
tion, making use of as many short cuts as possible. For
example, suppose you wish to multiply two numbers

" such as 70171 and 69847, If you place 70171 below 69847

as follows ;g?;i you will need to multiply only by.}
and by 7. This procedure is of course much morg(efi:

_cient than placing the smaller figure, 69847, undemeath

- and multiplying 70171 by each of the figures i m 69847,

Analyze your figures before beginning to compute then,
use the short cuts. ~\

Study of Algebra. When you are" studymg algebra,
be sure to understand thoroughly e\ }y new concept and
process. Practice until you are €xpert, before proceeding
to the more difficult steps, Theuhost important factor is
the bnilding of a good foﬁf:datlon In dealing with
algebraic problems, cxamme all facts carefully, determine
the required points, and the equations most probably
successful. In som {¢ases, a difficult problem may be

. simplified by subs@ltutlng numbers for symbols, or by

estimating and ‘experimenting with a probable answer.
Try to find the, uital poine, the key to the problem. Bear in mind.
always every one of the facts given, If you are still un-

~ able to fnake progress, after considerable effort, consult

o

sumti”r problems in the text. At times, it may be advis-

-abie\to take a rest, and begin afresh with the problem

as \a- whole. It may also be helpful to assume an answer,

‘and see how the facts of the problem would be related

to each other when the assumed answer is introduced.
Verify your final answer by fitting it into the problem
so that all parts balance perfectly‘

. I you are careful 'to advance slowly from simpler

-to more difficult algebraic processes and problems, con-
~ structing and solving numerous exercises and problems



Mathematics 87

o your own, similar to those in textbooks, you will have
]ittie cause for anxiety, With success, you will find
st the subject will increase in attraction and become a
tighly interesting study. There is a certain intellectual
pleasure in successful solution of puzzling or challenging
problems, :

Study of Geometry. Review frequently all axioms
ad first principles of geometry. Analyze all axioms,
fieorems, and problems with great care. Practice writs
i in your own.words, the various steps of each axioim,’
fieorem, and problem. Be careful to study every. one
of the propositions and problems of your text; qtljfe’rwise,
pu may later find yourself baffled and at\avloss as
o the cause of your difficulty. Draw all sorts’of figures,
mmbers, angles, letters, and lines, to_help’ you picture
tery step and point of a theorem orproblem. Be sure
you tinderstand, and can apply every: térm, step, process,
and principle, ' NJ
Geometric Theorems (Propositions). Review the
xioms and propositions y0u have previously studied.
Analyze propositions to,\ﬁ}ul: the facts given; the facts
rquired ; how each face’may best be illustrated; every
step in the proof, aridythe reasons for every step. Be sure
you understand Ye¥ery point; reason out each step; then

review, outlingyand analyze what you have learned.

ﬁppl.}\\’przopositions by drawing your own figures,
stating:s:tJme of the dimensions, and requiring yourseif
’Eizﬁ’n'd'others. Also, explain propositions in your owsn
wirds: then write each step, revising your language
b insure brevity, clarity, accuracy, and careful illustra-

tion of all steps. Finally, make up problems whose solu- N

tions require the application of the geometric theorems
you are studying. ' '

Occasionally, review the geometric  terms with

N

£ )
{ "\

\

which you have worked, drawing figures tO'Wh_iCh__YOﬁ__ - 

tan apply the terms.

1
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Use a code system to list the theorems you have
studied. In this way, two or three words will represent
a theorem. This procedure will help you review all
theorems, and recall them when you need one of them
to solve a problem,

Method of Solving Geometric Problems. Analyze
the problems to determine the following: the facts given;
the terms used, and the significance and meaning of gach
term ; what is to be proved; possible connectmg\ links
between the answer and the facts given; the pcobable

- processes, axioms, and propositions involved{ ™

Estimate the possible answers to a.pf'oblem. Draw
all figures carefully. Try to recall vdrious propositions
that ‘might apply, and experiment,gvith them, pushing
every application until satisfied that it will or will not
work. Draw a variety of helphilVfigures,

It is best to restrict yé’iirself to problems not foo

far in advance of the theorems which you are sure you

. have mastered thorough’ly Try to find the key to 3
problem, the one point which, if proved, would solve
the problem. Praetice with many similar problems, with-
out nec_ess'arily\sbiving each one, but guickly finding the

- key principlé.ér point involved.
A\

If pod meet with dlfﬁculty, per51st Try to find
exar& ples of similar problems in the textbook. Rest 2
while; and start all over again. Do not give up unless

. ot know you have selected a problem far beyond your
\ 5tage of progress. Review axioms and propositions, as
" well as difficult problems you have previously studied
- It is best not to ask for help unless you feel that the
situation -is definitely hopeless. Once you have been
assisted to sclve a problem, however, construct many
similar problems, and solve several of them from time
to time, until you are positive you will not forget the
relevant principles, 111ustrat1ons, and processes. It is
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Jo excellent practice to try to solve problems in a
ariety of ways. DBe sure to verify every solution and
erery step in the proof. You should have a good reason
for choosing a particular line of attack. At each point
make certain that what you have done is reasonable and
wnsistent with familiar experience and with all the
waditions stated in the problem. Ask yourself whether
gery tesult of your computations and equations is O
logical. Before doing the final computations, howcver"\\
list all the theorems and equations which you plansto
usein solving the problem. Finally, modify your Ianguage
md ways of presenting a proof to make all st\epg in the
solution brief, clear, logically placed in relatien"to other

: 2\

steps, and neat in appearance. N
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CHAPTER FOURTEEN

Study of
PHILOSOPHY
RELIGION PSYCHOLOGY

N

N\
o\‘

“What is the first business of \ane who
studies phllosophy? To part w{th self-con-
ceit. For it is impossible for, anyone to be-
gin to learn what he thmkq that he already
knows.”-—Epictetus

Study of Philosophy. Phllosthy presents the
ideas of man about the world ds“a whole and about
the fundamental problems ofs\buman life. Philosophy
hus various branches, such 2§ tﬁetaphysms (dealing with
the nature of reality or e:xlstence) logic (the laws and

* problems of thinking) 4 ethics (problems of value and
moral behav:or) ; eplstemology (investigation of how
man acquires knowledge — theories of the nature and

~ origin of knowlédge); and aesthetics (the study of the
appreciationdand nature of beauty). Everyone should
study phil\oéophy, for everyone necessarily has some

. philosophy or view of the world and should benefit from
the best thinking of mankind on this subject.

R\ n general, there are two ways in which philosophy
~has been written and studied: the historical, or system-
\“building; and the problem, or piece-meal. Study the
subject in both ways. Consider the chronological de
velopment of philosophical systems as a whole, and of
each major problém; also study problems as such, using
historical references as sources of data and suggestions

Re-state ideas in your own words. Compare one ides
- ‘with another, one system with another, one point of view with

o0
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ather, Srudy oll sides of controversial questions, The student
of philosophy must have only one loyalty during his
study of this subject, a loyalty to truth; and he must
be prepared to follow all lines of reasoning to their ulti-
mate conclusions,

Review often the ideas of which you are not quite
sure, Review, from time to time, the high spots relating
toa system or a problem of philosophy. Construct brief .
autlines, draw diagrams, criticize and make up your own{ %
 mind, write your reactions. Consult encyclopedias,
theses, journals, and other reference works. Refuse“to
be pessimistic, skeptical, or subject to one exaggerated
mood. Problems in this field of knowledge thay never
be completely solved; all decisions are but' tentative
stimates based on the contemporary dgources of in-
dividzal minds; be philosephical abet)all moods and
ileas, On the other hand you may, after due considera-
tion, be justified in acquiring a feeliftg of certainty about
fndamental conclusions in phileOphy.

Study of Religion. It is"n’c; accident that the most
noted scientists of all ages* have been deeply religious.
They, perhaps, even @§ rhuch as specialists in religious
tducation, have appreciated the limitations of human
reason and the wgﬁderful mystery of the universe.

Religion /§§ concerned not merely with outward
forms, ritegand worship but especially with the funda-
mental fighiefs and attitudes of the individual. Religion,
while 3t necessarily involves the use of language and
iudgment, emphasizes faith and free choice of your

vitw of human existence,

Most religions have certain basic t:onside.rat.ions in
common, such as: belief in a universal pr}nmple or
Deity; respect for and observance of high ethical stand--
ards; a profound faith in the brotherhood of man and -
the value of human personality; and affirmative solu- |
tions to the perpetual problem of immortality.
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You should participate. in the religious experiences

- . offered in educational institutions. Wholehearted interest

in this field can hardly fail to benefit you, not only ase
student but especially as a human being.

. Study of Psychology. Psychology has sometimes-
beern defined as-the science of mind and behavior, It
deals mainly with purposive activity connected with
emotions, thoughts, feelings, memory, habits, mstlncts,'
and the like, There are many schools of psychology,‘and“
the student should become well acquainted with the

.views. of each school. For this reason, it is nécessary to

use a number of textbooks rather than only‘dde. A good
summary of many texts on psychologyis contained in

““An Oautline of General Psychology "*\A reading of this

outline should indicate to you the {Eﬁ’eral characteristics-
of the subject and the high desx ability of studying it

' mtenswely : .\,

Analyze and write about psychological laws and
theories in your own ‘words, then revise your sum-
maries, using the termmology of the science. This pro-
cedure will go far{te insure real understanding as well
as retention of the sibject-matter. Observe the operation

~of psychoioglcal laws and factors in the behavior of
" others. | -

) Dis;;ﬁés psychological problems with other students;
writé\your reactions to the views of each school of
thq@zg 1t in connection with the major topics of the sub-

cjéet. Compare and contrast the ideas of various authors

) fegarding disputed points,

Perhaps ‘the most 1mp0rfant test of sincere effort

and- Iearnmg, in this field, is the extent to which you
‘practice the principles of the science. For example, you

may read about the laws of readiness, exercise, and

.'_j_Pubnshed by Bames and Noble, Tnc, New York. .
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eEect;ff yoﬁ understand their significance, you should
sethem as guides to your methods of studying, not only
o this but also in other subjects. Construct notes and
mjtiines; review them frequently; build new ideas on
fiose you have previously learned; attempt only as much
s you feel you will be able to accomplish. Consult en-

gelopedias, journals, theses, and other reference works. 2\
~\
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CHAPTER PIFTEEN

Smdy of the
PHYSICAL

BIOLOGICAL SCIENCES

3 N

“The scientific method is concerned with

how things do happen, not how they osght to

: happen. Knowledge of the way \things do

" happen, with no ifs, ands, or Luls“gllows us

to deal more effectively withour environ-
ment.”—S8tuart Chase* N\

Science is the study of the envitdmment, especially
in its relation to man; in a broade "sc}lse, it is the search
for verifiable truths about mamn¥ard nature. Based on
observation, logical reasoningy and experimentation,
science has definite laws 'at{d' principles verified by ob-
servation and experiencet™\Everyone should know some-
thing of both the mainicontent and the method of the
chief sciences. Yaty ‘should become acquainted with

:hy with living things) ; chemistry (the
study of the goﬁipositiOn and molecular changes of sub-

. stances); physfes (treating of the laws common to dif-

ferent subsfances) ; astronomy (science of celestial bodies-
sun, mgﬁns’, planets, stars, etc.) ; and geology (physical his-:

- toryxof the earth and man as disclosed by the study of

'ndgks and fossils). You should probably make an inten-
(give study of at least two of these sciences.

Each science has developed certain general concepts
and scientific principles. Make certain that you fally
understand these generalizations.” Concepts such. 3

" energy, force, inertia, gravity, relativity, oxidation,

. = From Tyranuy of Words by Stuart Chase, Used by permission of the pulr

- lishere, Harcourt, Brace & Co., New York.
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ndioactivity, elements, compounds, atoms, molecules,
nd combustion should be mastered through reading,
spplication in writing and discussion, and wherever pos-
sible, through observation and experiment.

The scientist defines his problem carefully; gathers
iata relating to the problem; forms reasonable hypothe-
ss that might explain the facts and answer the problem;
mies out his theories under controlled conditions; ob~(\J)
werves, records, and interprets the behavior of changirlg)
factors in his controlled situation; comes to a concldSion
which is verified by application and logical proof;‘er else
ficarded, Aftack all problems and expetiments in
stience in this objective, scientific fashion\,

The best way 2o learn to appreciate and understand scientific '
method it to practice it until it becomes habitual. '

In many instances, it will béfpossible for you to
Jurn through experiments. Seize every opportunity to
{0 'so, for there is no syp‘éﬂor method of learning.
Experiments réquire, however, adequate preparation,
including a careful dehnition of the problem, study of
ll facts given, and “systematic planning of each step.
Read your text heth’before and after completing an ex-
periment. Do #h®’ work neatly, quickly, and accurately,
tosely observing and recording facts, conditions, causes,
and resu§;~f'Know the reason for every action in the
txperiment, taking no step until you understand its
pirpdse. When following a formula, grasp the meaning
[ o each part of the formula, before application. Draw
tomplete diagrams and pictures, whenever they seem
ugeful,

_In your study of biology, physics, or chemistry you
Wil learn many facts and principles that can be useful
in everyday affairs. Much that you will learn can be
ipplied, for example, to problems of diet, v_e.ntila.tio_n,
ud other factors important for health.
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- Besides doing as much observing and experimenting -
as you can, do a great deal of “free” searching to find
problems to solve. Investigate the numerous problems
of industry, agriculture, etc., and their relation to the

* various sciences. Follow up each of these problems,

making use of reference works and every opportunity
to observe, read, discuss, and experiment. ’

Review your previous work in arithmetic, algébs’
and geometry. ‘A common weakness of studefits, in
studying the various sciences, is the need for. adequate
mastery of elementary mathematics. For exaimple, in the
study of beginning chemistry, a knowledg\e of fractions
and percentages is assumed.

Keep a systematic, contin dgs record of your
scientific experiments, readmgsvand principles, together
with observations, reactlonS, and special reasons for
every step or decision. Analyze the significance of
every conclusion, &N :

ay
SN g
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cgAPTER SIXTEEN

Study of the
SOCIAL SCIENCES

A

aGacial studies teaching is inadequate(ib

young people do not form the habit, of

weighing values, and of choosing values) to

which they can hold in the midst'©f con-

fusion and conflict—in short, if ,t’h?y do not

build day by day a. defensibje philosophy
of life"—Jchn A.'I—Iockett“‘\.
. Vo \d

Social studies have to do with the’\fa’éts, conditions,
problems, and customs of groupsibf men, or human
beings in their social relationship&® The most important
of the sacial studies are econprﬁi'ts, government, history,
geography, sociology, education, and anthropology.

-Economics. Ecqn\éﬁics deals with the production,
distribution, and cohsumption of wealth, and with the
practical conditioh® of life. There are many schools of
thought concering problems of economics. Study all
points Of}Q@J; including the extremes of conservatism

. and raﬁi&aﬁsm. As in the case of the other social
Studié:s}, be skeptical of authors who claim to have dis-
!...‘cd{ér'ed uniform laws; consider such discoveries tenta-
\E‘:e suppositions or theories. Even in the casc of so-
called basic ideas concerning prices,' wages, demand and
supply, diminishing returns, and the like, there are many
conjectures, unknown and uncertain factors. Beware of

* From Joha A, Hocket?s “Are the Social Studies Skill Subjects?” appearing
in S0CIAL EBUCATION, I\S!ay 1938 issue. Awerican Book Company, publishers.
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accepting, without critical reflection and comparison
among diverse schools, any particular pomt of view; ; get
acquamted with them all.

_ Concentrate on practical applications of a theory.
If you are analyzZing a generalization or so-called law,
try to see how it can be applied to explain economic
conditions in various countries, industries, or localities:
An excellent way to begin the study of a topic is (to,
relate it to prevailing conditions or events, e.g, Lo
temporary relations between labor and capital™in a
special field, or the movement of foreign tra&e, or the
condition of large segments of an agr1culmral popula- -
tion. Statistical tables showing wages\and hours of
work, over a period of years, may be the best way to
begin the study of business cycles,{ Base general state-
ments on facts, and test them byreference to facts.

 The drawing of diagrams;\construction of outlines,
and such original work agithe keeping of a diary of
economic events of thc‘f(}'a.j} will help you master this
difficult field. Read & \variety of newspapers and com-

~ pare the differing ,i'déas' of financial editors as well as
the frequently celored presentations of economic news.
Write your own reactions to economic problems, doing
your best td¢be fair to all sides of controversial points.
Remember-that in this subject, the one who is most
cocksufe *he has discovered final laws and truths is
likely'to be the most in error. The careful student, under-
standmg a variety of theories, sees also the difficulties
«m each of them and arrives at conclusions that are to
/him, at least, only tentative hypotheses. Be sure to
- consider the possible effects of human psychology, with
its motives, habits, and emotions, as factors in the direc- |
tion of economic forces, Avoid jumping at conclusions, with-
out. sufficient factual cvidence. Often we witness students
assuming that wealth, for instance, is always distributed
mequltably, w1thout thorough analyms of the meanmg
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of wealth, the actual distribution prevailing, and the
ntious conflicting theories concerning the economic
yorth of individuals or groups. On the other hand, it
would be equally 2bsurd to assume that wealth, in any
prticular system of society, is always equitably
distributed.

Beware also of using terms of which you do not
inow the exact shade of meaning. In discussion with
others, use terms in the same sense as they do; other- O\
wise you can never exchange your real ideas. Swrive (o
fnd every atom of truth in the points of view of those. wnk
whom you discuss economic questions, so that you may/mprove
your owm conceptions. Beware of such terms . as)human
nature,” “individualism,” “exploitation,” and dther ex-
pressions, the loose application of whighJindicates a
tlosed mind, a mind no longer open tolthe light of evi-

dence or to a change in convictions. \V

Government. Use both t,h,t:". historical and the
problem approach in your studyt of government. Note
the changing views on polifital questions, throughout
the decades, and the chasdging conditions of life during
.such periods of history.\ Draw comparisons and con-
lrasts between presént’and past problems of local and
national governmént. '

Too many students come to the study of this sub-
ject with dgidly fixed prejudices, whether these be
partisan, \pationalistic, internationalistic, or what not.
The fitst effort should be to regard such pre-conceptions
_aysitbjective, provisional, emotionalized assumptions.
i) your study of government, hold nothing sacred, no
Person, no institution, no jdea; judge each of these
strictly on its merits, on its consequences to the welfare
of mankind, '

Study, therefore, many systems of government af1d
many philosophies of government. Compare one with
another, and the reasons advanced for-onme with _.the.:.
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reasons and conditions relating to the other. Moreover,
- accept. present institutions as only the starting point
for your study; try to discover ways in which political

- practices are defective and can be improved.

Read more than one kind of newspaper, more than one
kind of periodical, more than one kind of book; read the idess
of all sorts of reactionary, conservative, liberal, radical, and wltra.
radical groups. No man owes loyalty to a mechanism of
government, but only to that mechanism when it Loy
tributes to the progress of society and when it is(Dased
on truthful theory and consistent practice. Strive, ‘there-

~fore, to understand both the strength and tyt{ shortcom-
ings of each form and practice of governsient. Observe
political factors in operation; analyze the relationships
between economic, partisan, and oth,er%’rces determining
. the direction of local and national ‘governments,

‘Do not hesitate to join movements to attain practi- -
cal progress in government\  Bus be careful not 1o be taken
in by fine-sounding ideas not-based on facts and intensive study.

When political #Ayents take place, trace their remote
as well as theirdfmniediate causes. For example, inter-
national diﬂicult\iks are never isolated from Ilong-con-
tinued histqr\it:kd contacts and relationships, economic and
social, among nations. Do your best to distinguish be-
tween Adact and propaganda, and be always suspicious
of dg}\h"issuing from sources which are not free to tell
theltruth. The hand of the author who pictures glorious

\;i“h'litical institutions and practices may be controlled by
Jmotives of fear for personal safety, exaggerated patriot-
ism, or greed; or his ideas may be based on only one -
side of the story, the other being concealed, overtly or
otherwise. Assume that there are at least two fairly
‘meritorious sides to every major political question on
-which men sincerely disagree. Read the views of foreign -
writers as well as those of your fellow citizens.
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Relate your study of government to treatises on
the philosophy of the state. You may be astonished to
fnd that some of the ancient thinkers, such as Lao Tse,
Plato, and Aristotle, proposed rather advanced views
sbout the various systems of political control.

We should distinguish between theories of govern-
ment, as outlined on paper, and practices of government,
when theories are subjected to the limitations and diver- ¢
sons caused by practical conditions. Almost any theory, '
of government can be made to look presentable on paper.
But which ideas, institutions, and practices seem tg wotk
mt in reality, and what are the decisive factors? This
type of question is the kind you should)beé mainly
wncerned with, in your study of govcrnm&lﬁ Contem-
porary situations should be the starting, point for study
of numerous political ideas and problems.

History. There is a grea'.cud‘éal of prejudice in the
wiiting of history. Historiangiapproach historical events
from their own point of view, selecting some events as
important, others as uni\h}portant; some findings as true,
athers as false; and ‘they differ widely as to the causes
ad effects of hiftorical events and movements. Al-
tiough there is@ considerable number of facts upon
which all, or’aimost all, historians agree, it is necessatry
to study’ \the past from the diverse points of view of -
‘many, Bistorians. It is, therefore, necessary to consult
many textbooks and other sources of reference. '
The important value of the study of his-tqry_' is
ithined when you grasp the significance of historical
trends of a civilization or group and when you apply the
lessons of such historical trends to current problf,:ms.of
society, As you read and compare parious versions of };mo_r_:;a!_ B
periods, then, ask yowrself: What are the lessons to be drawn
from these cvents? How have conditions changed since then?
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In r&lmf respect are conditions the same? How should we strive
to meet similar prablcm; of today, in the light of the expmmce
of the past and in view of changing msdmtm:?

If you concentrate on major movements and their

- chief causes and effects, you will be able to connect dates

and other factual material with important trends, Con-

“sider the effects of geographic facts on the history of'a '

people; the consequences of economic inventions @nd

- conditions; the work of educational and other socml -

stitutions; and the results of governmental pohcxes 1f
you follow these suggestions you should, wat‘h ‘the help
of a limited amount of drill work, have htt*le or no diffi-
culty remembering the time sequence of events. Exact
dates are generally of negligible lmp\artance '

In some cases, an effective w.\y to study history is
to begin with the present, and frace contemporary ideas,
institutions, and. events to their roots in. the past. Per-
haps you will find it best t&study history both backward
from the present, and forward from the past. In con-
structing outlines, hé\ sure to discriminate among the

. more important vital factors of national life and the
- minor but spectacular incidents such as battles and per-

sonalities. The, great forces of history relate to climate;
tesourcesy, etonomic progress; mass reactions; political,
labor, ed{geatlonal and moral conditions; and the llke

s

Use printed outlines freely, as reference and review

'h.elps but do a great deal of supplementary reading on

‘ rthe chief points of these outlines.* In the study of his-

e

) tory, extensive reading of important works is probably
- the most vital single factor. Consult periodicals, news-

“papers, historical fiction, biographiés state documents,

texts, and reference works. Make brief notes and wrxte

: your reactmns to ma}or items.

. * Topical referencu to stxndard tﬂtboolm arranged in convenient bibliography

tables, are included in the College Outline Sevies. With this device Fous may
tshee atbsecg{ance a3 van:ty of specific references io eack importznt phase of
e anbj :
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Geography. Geographic concepts and facts ought
o be mastered in their relations to the progress of civil-
intion. Geography has to do with the physical condi-
tions and resources available to man, Instead of studying
merely the dry isolated items usually over-emphasized,
consider every concept and fact in connection with its in-
frence on human events and problems. Concepts such
as crop rotation, irrigation, and water and electric power,
ate important determinants of our ways of living. Devotes\
pecial attention to the values of products and the uses’
of geographic products and instruments, Comparefaﬁd
cwontrast the physical characteristics and rcsoqi',ées of
various localities and countries. Always stress.economic
wd human relations. Discuss and write ut the con-
nections between geographic facts and cirfent industrial
and social conditions. \%

Sociology. This study dealsiwith the principles
underlying the development ofchfiman society, with the
customs, institutions, conflicts,and problems of men con-
sidered in their group relatonships. You should plan
lo secure at least a.bir\;;l’s-eye view of this highly im-
portant field of knoyv\%édge. :

Here, as imvfHe other social studies, there are many
divergent schogls of thought. Reading the diverse points
of view a%)u‘t social problems and comparing one view
with the bthers is a very effective method of studying
socioldgy. You should summarize the chief points of
“agreement and disagreement, and state your own
téactions, : : '

Most of the textbooks in this field are imposing
works, filled with masses of data about community and
individual cases, It is advisable to construct an outlin.e
of major ideas, comparing your outline with an authori-
tative printed one. When you read descriptions of com-

' Mmiunity problems or individual histories, associate thesg-
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illustrations immediately with the chief concepts listed
" in your outlines. Verify your comprehension of the tech-
nical terms of sociology by explaining them in your own
" words and checking your explanations against the text.
- ¥ou will find there are many opportunities to read fas-
~ cinating literature about the realistic problems of modern
communities, problems such as poverty, crime, law, gov:{
ernment,- war and peace, and race relations. Get ac-
quainted with the professional journals in this field #nd
with the helpful articles on various sociological topics
in encyclopedias, such’ as the Britannica and T}:e Encydo
. pedia of Social Sciences. - S

Do some soaolagka! research of your\biwn. Investigate
the social conditions prevailing iy your community,
‘relate your facts to socmlogwal \prmmples, and write
your reactlons . o « \,

Education. Educatlori"is the study of the growth
and training, as well as “the concomitant social re-adjust-
ment, of all persons,/young and old alike. Every citizen
should know the m}m facts about the values and func-
tions of school\systems the problems of learning and
teaching, and“the opportunities of self-education. If you
intend tohéfome a teacher, you will, of course, study the
various/professional subjects more intensively. These
subjects “include: history of education, educational psy-
chalogy, educational sociology, methods of teaching, tests

‘,a.nd measurements, ete. :
) You should read w1de1y in the hlstory of educatlon.
- as well as in the field of educational psychology In fact,
these subjects should be helpful to you, no matter what

" your field of specialization may be. Unfortunately, many
of the theoretical branches of this study are filled with
glittering generalizations, rather than facts and practices.
Do your best to observe the self-education of children

" and of adults; connect your readings with the items you
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ohserve. If you have the chance, get some experience
teaching other people some of the subjects you have

mastered. Try out the principles of educational psy-

chology and the ideals and experiments emphasized in -
he history of education,

Remember that education, in a realistic and correct
sense, takes place in response to many experiences and
is not limited to the activities of schools and school cur,
ricula. The educational influence of the press, the church,
the business firm, the family, the theatre, and all other
great agencies of society must be studied if you are'truly

{o understand the problems and principles ofge.i,iﬁcation.

Anthropology. The science of anthropology. inves-
tigates the natural history of man cons@c}éd as a mem-
ber of the animal kingdom. Anthropology traces back,
so far as possible, the physical, mgﬁtal, and other char-
acteristics of man, his developmignt and works, Dis-
tinguish between this scie;u:é,' *and ethnology which
is only one branch of anthropology, the branch dealing
with the racial relationghips of human beings. Many
other studies may prqpt:%y be said to be aspects of an-
thropology, includin}i'sociology, ethics, anatomy, physi-
oogy, psychologgnetc. Anthropology is thus a very
broad subject“eftcompassing the whole field of human
developmenf >

Th{s,\\s)tudy is one of the finest you can choose. It
| Shﬂl{fd"give ‘you an opportunity to delve into a w:d.er
“varicty of challenging fields of knowledge. It is, lf
crrectly studied, one of the most useful subjects. for
the attainment of cultural background, general informa-
tion, and tolerant understanding of human nature.



CHAPTER SEVENTEEN

IIntewp?emtz'on of
VISUAL AIDS

. “Vision is one of the chief gateways of
educative experience. Visual aids iperease
the speed of learning and improve the\quality
of seli-education. What our eyes pereeive our
minds, with due concentration, sheuaid quickly
appreciate and long. retain.” /9,

—Edward Fitzgerald

Visual aids, if properly used, can'save you mich
time and effort, and enrich your eddgeation. We empha-
size, however, the words, “if pfc}perly used.” Any in-
strument that is improperly @pplied may be futile or
even detrimental to the protess of learning. With very
little expenditure of tim&%and efiort, you can acquire
essential skills in the «ife of visual materials, We sug-
gest that you read dnd re-read the following discussion
carefully until y@t} are thoroughly familiar with the
illustrations.® %\ ' '

. N MAPS
. General Considerations. Common varieties of maps
include? physical; political; economic; statistical; his-
tordeal; and combination types. Maps may also be classi-
fied according to their structure as: wall maps; textbook
N Jtnaps; outline maps; road maps; “spotted” maps (op
' which the use of colored pins indicate facts) ; and so on

The ability to read maps with ease, relating their
contents to the topics being studied, is generally taken
for granted. Yet even in the case of geographic maps,

® Visual aids applicable to_specialized fields of knowledge are not included it

this discussion, Such zids are generally self-explanatory, Al illustratioos
reproduced in thia chapter are from 1rs,riouir books-efn?the Cﬁfew Ouiline Series
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moy students have failed to acquire adequate skills.
Iven the relative sizes and positions of the continents
are consequently indefinitely or erroneously conceived,
o say nothing of frequent misconceptions cotcerning
political subdivisions and further refinements.

Without 2 reasonably accurate mental image of geo-
graphical locations, one can hardly do justice to the ma-
terial of the daily newspaper. Skill in interpreting maps .
is of great importance when dealing with the large body"' D -
of facts encountered in the study of the various fields\of
knowledge. For example, in history, if a sketch “map
accompanying your reading be concerned with the prog-
ress of a current war, or the site of a Federal\pdwer pro-
ject, you shouid be able to visualize instar\tly and with a
degree of accuracy the location of the places concerned
as related to contiguous or neighborir% places. If you
feel that your knowledge of geogfaphy is deficient in
matters pertaining to locations, José no time in making
an intensive review of the subject. A brief study of a -
globe and world atlas may Hetall that is required.

Any reliable atlag{for students (Goode's School
At is excellent) eofitains a wealth of useful informa-
tion in addition tp, the maps. You should study certain:
essential aids sueh’as: descriptions of the various map
projections a6d their particular merits and limita-
tions; illustfations of differences in scale; comparisons
of unitsi)’i:'r’neasurement; and pronouncing indexes and
generdl information relating to astromomical geogr?phy.
Mastéry of these topies should provide you with a
pérmanent key to most of the data contained in maps,
which you are likely to need. o :

Map Scales. Since maps must be constructed much
smaller in area than the places they are drawn to repre-
sent, one of the cartographer’s first considerati(?ns, in
drafting a map, is the selection of a scale best suited 1o
the requirements and limitations of the specific case. In
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~ other words, a unit of measure must be adopted which
will permit the draftsman to represent proportionately,
within the confines of a map, the measurements of the
area concerned. The problem is like that of designing

_a building with a fifty-foot frontage, on a piece of trac,
ing. linen that is, let us say, some fifty inches in width.
At the most, in such cases, the draftsman can make his
“drawing but fifty inches wide, Hence, he may select {
as his scale, one inch for every foot that the buildingsjs
to occupy. His scale then shows an inch measurgthent)
divided into twelve equal parts, to represent a foot.

7%

Maps must of necessity be drawn to & Scale very
much smaller than that used for a building plan. The
bar which appears on most maps, entitled Seale of Miles
or simply Miles, is a measuring deyice, similar to the
draftsman’s scale, by which the seader may determine
_distan’ces between points on th&ymap. The scale shows
the units of measure being used to delineate miles, hun-
dreds of miles, or, if it be\a large scale map, parts of
a mile. R A\ o _

The smaller the drea embraced by the map the larger
is the scale. Map{hf cities are frequently drawn on a
scale large enotgh to show individual streets, public
buildings, patks, etc, In proper proportion. Students
who havedormed the habit of using the scale will recall
that it igysually shown in the form of a fraction or pro-

- portiofi) “Thus the scale “one inch to the mile,” would
~ be éxpressed 1:63,360 or 1/63,360 (since there are 63,360
'i{fches to a mile). This is known as the R.F, or Repre- -
“sentative Fraction. It means, simply, that every inch or

Fre. 7. At first sight this map appears to carry tos much detail for its size;
it would probably repel many readers. On closer inspection, howeyer, one is
- surprised by the clearness with . which the chiel sovereign Etates are shown
Undoubtedly the author did not intend that its entite contents should be assimi-
Iated at once; much of the detail is serviceable s a convenient reference for the
-text matter. Form -the habit of studying suchk maps methodically, with the
-?ll:ieﬁt;:ae_l of imprinting the essentials on the mind E:st, then going back for
: ils. : .
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Fic. 8. A sketch-map that is typical o many currently appearing in newspapers,
magazines, and textbooks. For the\discerning student whe gives them more than
‘a cursory glance, stich maps oftendtell a highly significant story, Words alone
§ail to describe adequately the extent of Germany's penetration of -France during
World War I, Note how this wnap illustrates the dramatic nearness with w
the Central Powers came ‘oboccupying the Fremch capital itself, What places
shiown were the locatinns.g sﬂ'-:\ijcu- Battles? ’

_unit on the ;nzg.} represents 63,360 inches or like units on
the surfacg’of the earth. Atlases present maps drawn to
a muchsmaller scale than 1:63,360, rarely containing
maps-afr a scale larger than 1:500,000, and often showing
theit\world maps on the scale of 1:100,000,000. The next
3 ;tiﬁ‘ne you consult a map, place the edge of a piece of paper
X, _parallel with the scale and mark the various divisions
given, on the paper. Practice using this paper edge as?
ruler in determining various distances on the map.

Foreign Geographic Names. The lack of consistency
that prevails in the spelling of foreign geographic names
in maps and texts is admittedly confusing. When we stt
the same cities indicated by more than one spelling of
name, such as Vienna and Wien; Cologne and Kolu}
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Fs 9 In utudyins such maps as this and the lg)ret:ed'.iﬂ;; example, note first
the tie, then look for the fegend or key giving the mamnes of special marks
w] shadings, In thia case we find the legend directly beneath the title. After
creful examination of this map you should be =bls to visualize the geographical -

leation of the various territories lost (the hlagkéned areas) such as, Alsace

atd Lorraine in the south-western corner ofnGermany; the portion of Upper

Stesia in the middie-castern section; the (lagge, vital area to the neorth-east, .
whith separates East Prussia from the jmMother country, thus creating the con-

Ieoversial Polish Corvidor; and the Saor area.

Mimich and Mfinchen ; Réval, Revel and Tallinn; Dorpat,
Jurjev and Tartu; 4& mention but a few, we have good
reason for our vexation and confusion. Were the student
familiar, howeyer,/with the virtually insurmountable dif-
fculties encoimitered in the attainment of absolute com-
sistency,\ie_would then understand the reasons for this
seemingly deliberate attempt to baffle him.

It can only be recommended here that you accept
fiis extra burden philosophically; make inquiry and re-
starch concerning the form now acceptable to the best
authorities: and meanwhile take encouragement in-the
knowledge that in the interests of consistency, the use
of local official names (names of countries excepted) is
-now being favored by the United States Government,
the various Geographical Societies, and the largest
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American publishers of maps and atlases. Tt may be
discouraging for us to have to think of such celebrated
‘old friends as Naples, Vienna, Lemberg and Cologne
by their odd-sounding native names of Napoli, Wien,
Lwéw. and Kéln, but undoubtedly it is all for the best.

"GRAPHS

- As arule, tables of numerical data, particularly when
they are long and complex, are not the most satisfactéry
means of conveying statistical information. Asfde from
appearing uninteresting in themselves, their ‘vety nature
often permits important facts to remam‘unnotlced To
overcome the undesirable features of\tables and lists of
comparative data, we use the graphn/The chief function
of the graph is to present statisticﬂ ‘matter in visual form,
thus permitting compansons \to’ be made qmckly and
clearly. o\

o

*
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Fis. 10' The. bar chart The enormous increase in purchases during 1935
itated the 2 of four bars in this case. Another alternative wou

. g:;rl::ee&l the showmg of a “break™ in ome bar, supplemented by the figures
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The objective here is merely to introduce those types
of graphs most frequently met in the student’s reading,
with a view to encourage their use in his own work.
Since this form of visual aid is employed as a matter

of course in industry and business as well as in school
‘and college, the little effort required to master and
memorize the various types illustrated, will be well ex-
|pended by the student. To those wishing a more com-
}p]ete presentation, a text on graphs is recommended. R, \J

The Bar Chart, The bar chart is so simple as to
be self-explanatory. Although the thickness of the‘bars
remains constant, the lengths vary in proport,ia}l"to the
amounts being represented (see Figures 1Q3N2), The
bars may be placed either horizontally pi\\fertically.
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Fie. 11-'\1§"mies type of line graph. Labela have been introduced into this
example ‘to\point out component parts of ita structure. )

“Orke Line Graph. The line graph, fllustrated in

Figure 11, is one of the most commonly used types of
graph, Here we see that variations are _expressefl-by a
line, known as the curve line, which varies in its d1staf1ce
from the base line. The course of this line: s ofte.:n sim-
plified by the introduction of 2 freehand line, which* ex-
presses the trend. The line graph is generally prgferrgd -
when there is considerable data to be_correlatgd.-
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PROFORTION OF RURAL AND UREBAN POPULATION
IN UMITED STATES, GREAT BRITAIN, GERMANY AND FRANCE

1880
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. F16; 12, Another ty%;e of the bar chart, {iny Whick individual units are used ¥
. compare quantities. (From Owr (¥fies, National Resources Committee).
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~ Fra. 13) Area map diagram.
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¢reat Britain United.\State..s
D

Billions of Dollarq.‘f*\
1 35 a4 5

2

chart

E“: 1"‘ T"he same data made visual in solid Jiagram (above) and in bar
t{nior comparison. "

Solid and Area Diagrams. Diagrams that contrast
aea and volume are very much like the bar chart, ex-
_tepting that the quantities contrasted are proportional.
in ares o1 size to the quantities they represent instead of
being proportionate in lengrh. Figure 14 cleéarly shows a
tomparison of the bar chart and solid diagram in convey--
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ing the same information. Note that the solid diagram is
inferior to the bar chart, since it is more difficult to
stimate the value of the two figiires being compared.
Either of these types of illustration may assume a
iariety of shapes. The familiar cartoon comparing
human beings of different sizes falls into the category of

s P AUSTRALIA AND
' // \ = OCEANIA 387 A, -
£ HEUROPE [ fisee R\
i ELET: "
AFRIC A Ao e ~
10.6 % —% Thace O
§ ! ‘\.
| o
—Y]
'ENORTH AMERICA Asns.
19.3% N ’zs W%

Fis. 36, P chart in which shading has been nsed to aid in distinguishing the
virious segim
the pJCtorlal solid diagram. The pie chart, Figures 15, 16,
i)a form of the area diagram, in which the circum-
ference of the circle represents 100 per cent. The seg-
ments showing the -different quantities compared are
often given contrasting shading to aid in distinction.
Organization and Line-of-Flow Charts. In describ-
ing intricate organizations, such as the Federal Govern-
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1900 07 1910 a9i§ 1920 1930 {950
C\ }  PiG. 17, Pictorial area diagram.

ment or\cne of its departments, or in settmg forth the
han\L through which a function passes, authors often
use\what is known as organization and line-of-flow
t:harts These charts save a great deal of time and effort
~f0r the student who studies them with care.

Conc]uszon This chapter has presented only a few
‘general hints concerning the proper uses of visual aids.
The value of such aids will ‘depend upon your conscien-
thLIS effort to get 'the most out of what you read.

_ It is important . to remember ‘that maps and graphs
are mcluded by authors to sn'nphfy or clarify 1deas, and
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to heip you to retain those ideas. The efficient student
d@es not merely glance at or skim through visual
\materlals, but studies them dlllgently and reviews their
chief points in his “mind’s eye.” : .

Make it a rule, therefore, to analyze visual zids, and
develop methods of using them that work best in your
‘situation. In this way, you cannot fail to derive increased
benefit from your reading and study. -

‘A careful reading of this chapter should suggest t0
you many opportunities for using visual aids in your
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own wrltmg In a thesxs on contemporary problems in
central Eurg e for example, construct maps or graphs B
to illustrate’’important geographical or statistical in-
formatuix Many times, a map or chart clipped from a
rehable newspaper or journal may be inserted in. your
»paper to great advantage.- '

\.‘; Remember that you should learn not only to in-.
terpret the visual aids included in the text and reference’ -
books that you read, but you should also practlce ussng i

visual alds in your own work. : '



'CHAPTER EIGHTEEN

' CONCLUDING HINTS

_ * From Au A'J'mam for Mmf#ﬂu by Donzld G. Peattie.

“Life is adventure in experiengé, jand

" when you are no longer greedy forstheTast

drop of it, it means no more than“that you

have set your face, whether yoitnknow it o

not, to the day when you shallMepart with.

" out a backward look. Thosve\who look back:

. ward longingly te thelend die young, af
“whatever age.—Donald\G. Peatrie*

\\,

Necessny of a Well-Planne}i Program. ~ As soor

program should be based upon'

_ as possible, -dévelop a tentative) program of study. Thi

1. Acquamtanee W1th the main elements

of many subJects,

2, Anal_'yrszs of the vocational. and prac-
tica‘t\"values of the various subjects,

3. .'.TCGnsultatlon with frlends and teachers,

. \ whose }udgment you respect,
NS

\ 4. Conszderatmn of your prewous stc-

O cesses and difficulties in studying cer-

tal_n fields of knowledge, e.g., foreign
languages, sciences, etc., and

‘Analysis of proper balance of emphasis

~among diverse kinds of activity; study,

' group associations, recreation, and rest.

of the pubhshers, G. P. Putnam'a Sons, New York,

22

Used by pe:_mission
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Programs of study should not be changed without suffi-
cient reason ; but do not hesitate to make. changes justi- -
fied by due consideration of - ym,.r requlrements '

Data about Teachers. Learn sallent facts about
your instructors. Who are the most popular, and why?
“Who are probably the most skillful? ‘With whom will
 you benefit most from association? Analysis of these‘
points may help you determine the best ways in which ™
to get the most out of the services of your mstructors ,
Observe your teachers carefully, and ask others £0r their -
opinions. Get whatever help you can even from teachers
who restrict their class work largely to formal’questions, -
recitations, drill- work, ete.; but show a preference, if you
are permitted to do so, for those who se a variety of
effective methods of teaching, Freq.uently, when you are
in doubt as to whether to study a ‘subject during a par-- .
ticular year, consideration of“the personality of the
teacher may help you decide) ‘Remember, however, that
“snap” courses and easy-going teachers are of less ser- -
vice to you than coursqs and teachers that requlre hlgh
standards of work

A\

Rules and Rggulations. Review with due care all
requirements’ahd regulations of the institution in which .
you are stildying. What -are the rules relating to use .
of the library, registration, examinations, residence, ab-
sences; grades; promotion, holidays, degree requirements,
creétts, matriculation, transfer of credits, fee payments,
_clubs and societies, location of mstructlonai rooms- and
buildings, and the annual calendar? Show that you under-.
stand the serious aims of the institution, that you can. .
cooperate with others, and that you are prepared to
fulfill all requirements. If there are regulations you do
not fully grasp, or if you meet with difficulty, do not
hesitate to consult persons in authority. Tt is their busi-
ness to help you, if properly requested. : -
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The maintenance of a good record as : to your studies
and character is of the greatest importance. Strive for
knowledge and skill, first and foremost; but remember
that a good record testifies that others, in authority, are

ready to vouch that you have been consciéntious and
successful. If you receive low ratings at any time, insist
on learning the reasons, and promptly take meastres, to
correct your weak spots.

N
0\‘

Use of Available Resources. Make liberal™wse” of
all available facilities and opportunities, for §xample Ii-

. braries, excursions, special lectures and discusSiohs, gym-

nasia, house privileges, clubs, mstltutmhal equipment

- and supplies, employment and personfiéh Services, educa-

tional counseling. Too often, stud@lxts are unaware of
the fine equipment and opportunltxes of their mstltutmns
and communities. :

Arrangement of Proper Conditions for Studying.
The extent of your suceess in studying will depend in
considerable measure ba the conditions under which you
do your work. Yothhave been told often enough that

. you- should take\ care of your eyesight, for instance,

‘or that the l@ht should come over your left shoulder.
Such advicesds the latter is not strictly correct, as.it
makes no\ dxﬁ.‘erence from which direction the light

.'stnkes & page; the main point is to see that there is no

sha@w on the page, that you can see readily, without
iamng a glare, and that you are not straining your eyes
\So too, in respect to ventilation, quietness, availability

) -of supplies, - proper exercise and food, sleep and rest,

recreation and regularity, and all the other admonitions
of educational experts. Merely use YOUr common sense,
adjusting your practice to secure the best results. To
increase the likelihood of success, criticize the condi-
tions under which you study, and use the most hygienic,

_ economical and efficient methods. If you are alers 1o wﬁai__



Coﬁcluding Hints . o .125\

is happening, if you consider your handicaps and adﬂanmge.r," you
will probably knowr your needs much better than anyone else does.
Devise a systematic schedule suited to your réquire-

ments, and follow it, being, however, willing to change )

for sufficient reason.

 The Optimistic Attitude, Be optimistic, Refuse to
permit yourself to drift into undesirable mioods of fear
or pessimism. Do not worry about examinations, Eduda
tion is not the pocketmg of so many units of subject-

N

matter; it is growth in appreciation, understand,mg, wis~

dom, and character, more than it is anything/alse! TJust

do your best, and make the best of it. Acceph difficalties -
as challenges. Learn from mistakes you hdake, especw.lly

the mistakes you try to avoid but seextmlgly cannot.
Choice of a Career. In planmr}g your studies: and

your vocational career, consider. {he possibility of study-

ing certain highly useful, practmal subjects such as

- typewriting, shorthand, public speaking, and English

composition. No matter what occupation or studies- you .

choose, these subjectgpeffectively mastered Wlll prove
of immense value tof ou.. :

You must not }xﬂy prepare o earn a Iwmg, you: ‘st al.ro
live 2 life. Get{the best cultural background you can,

bearing in mifd, however, that occupational studies may
go far toWaf'd extending your cultural horizon, ]ust as

S0~ call\d Jeultural studles may greatly increase your
. VOCa\t‘l&lal efficiency. : ;

“Consider the conditions and requirements rcIatmg .
‘to occupations in which you may become interested.

Consult friends and vocational counselors; read gu:dance _
treatises ; visit centers of the occupations and institutions -

that prepare for them; and discuss the occupatmn with

its practitioners. If you can choose the type of work
vou like best, you will probably be happier and more

efficient than you would be if restricted to less mterest— :

ing work.
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- Having made tip your mind as to a vocational choice,
arrange your program of studies in accordance with the
requirements of the vocation as well as your cultural
needs. Specialize in the one field of concentration. most
usefu? for your anticipated vocational career. If you re-
main in doubt about an occupational choice, continue
to study the opportunities and characteristics of the chief
occupations until you can reach a decision, Do not hesi
tate to change your field of specialization at any fithe;
when convinced of the wisdom of such changes. Pahaps
. your first selection should be turned into a hobby Tather
than a vocation for you to follow. Always con51der that
taking pleasure in one’s work is the 1mp1‘>rtant facter,
‘but have in mind the possibility of praetical, financial
success. o \\

-Finani:ial' Problems. - In mﬁr}} cases, students en-
counter the unfortunate situatioh of financial difficulty
in seeking to advance their cducatlon Society has not
yet wisely appreciated the importance of the very best
education of. youth an&'the very best training of its

 workers. If you m st work your own way and find it

difficult to do so,\take 2 smaller program rather than

sacrifice the qu\lrty of yvour studymg Do ‘less and do

i it well.
. ; RN . . :

I yow'must borrow, do so with the greatest con-
servi i3 and discretion, It may be far better to arrange
tergfis® with the educational® institution in which you

' st‘udy than to plunge into private debts. Applv for
stholarships in many institutions, not just one; you
should ‘have your chance to succeed. Apply at an early
date for scholarships and part-time employment; appli--
cations may later be useless so far as your immediate
financial r_:eeds are concerned. You will, of course, econo-
mize, buying used copies of texts (be sure they are the

" proper editions and complete) ; inexpensive printed out-
lines and use of the library may help you a great deal.
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Do some real shopping before. you spend your money.
Few indeed are the salesmen who will explain the de--
ficlencies of their products; they present only the bright
side. You must learn to be a cautious, practical consumer,.
Hints on how to conserve limited funds have been ably.
summarized by C. C. Crawford, :

“Compare relative values of articles before you pur
chase. Buy necessities first, and educational or schivsl
necessities first of all. Don’t economize by doing without
books, tools, and needed school ‘equipment.. I#(i8) false
economy to do so. Get good quality of gobds, even
though it costs more; it pays in the end;\Ask the price
before buying, whether you are buying‘gvods or mem- -
bership in organizations. Pay your fixed charges; such -
as room anhd board, in advance. Bp§'a reasonable supply
of recreation; it is a necessity. Dn;m t run with- the rich -
crowd—you won’t be able to 'keep up. Be honest and
admit poverty, instead of going under false pretences.
Remember where the fuuds'you are spending have come
from. Don’t raise youg{Standard of living unless you are
sure you can keep 1f\up, because it is very hard to go
back to a lower s’tg\ndard when once you are accustomed
to the higher arte. Keep busy, and you will not spend ..
sa much. Awbid unnecessary habits. of spending, such as
eating betsge¢en meals, and treating your friends. Always
keep an{gmergency reserve on hand; and if you have
fundst above the needs of the current month, keep them
in. the savings bank where they will be free from your
“eheck, and where they w:ll earn a: small amount of

interest.

“There are some specific suggestions for reducing
the expenses of college life which may be worth consid-
ering at this point. Patronize second-hand book ex-
changes, Take good care of books so that they will bring

- good second-hand prices. Be careful with your books,
pens, and supplies, to avoid losing them. SCCL1re a locker
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at the universitjr' in which to keep your property in order _

_..-to avoid loss or ‘theft. Repair . thmgs before they are

ruined. A stitch in time saves nine. ‘Buy paper by the

o [ream instead of by the tablet. Buy.ink in a large-size

‘bottle that will last you all the year. Use one loose-leaf

. notebook for all of your courses. Have 'p_lain,.- unruled
- paper cut up into 3 by § cards, instead of buying stiff,

- “cards at:the book store. Use these cards for scratch pur—
' poses, instead of wasting large sheets. Use an evers,harp
. pencil instead of the -old- fashioned. wooden oneg.) Use
- .fountain pen and ink wherever p0551b1e in preiegence to

: '__pencﬂ Avoid waste, whatever its form and magmtude e

Y
Conclus:on. The student who consment:ously does

. h1s best is almost. sure to succeed, Even if he does not

- achieve distinction, he will knowoth\-&'t’ so’ far as he is
_concerned he has grown in Kiowledge, power, and
. ‘understanding. Remember that herely. attending classes
. - offers no guarantee that’ you. Swill benefit as much as you
-should from educationals opportumties ~The process of

- self—edueatlon is endles&

s _I_Trum'Mgthods' of .S‘md';)f\ﬁ}xc. C._ C_r_awford. Used i)j" permi.ssion of the Auther.
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