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…write notes
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If you are at work, you can make a note of something important by putting it into your mobile phone or personal organiser. You can use key words or your own form of shorthand for this.

Notes can summarise information that you read or hear, and help you remember the important points. Making notes can also be useful if you are going to give a talk and need a reminder of what you plan to say. Linear notes can use: 
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headings, subheadings, numbered points

· a mixture of sentences, phrases and listed points. 

You might use them to:

· capture the main points of what you read 

or hear 

· revise important topics for an exam

· structure what you say or write 

· make notes for a short talk.

Try this! [image: image4.png]



Make a list of when you might use linear notes in your work or study. 

1

2

3

The first step is to pick out the main points you need, as in the following example: 

Manual Handling in the Office

More than a third of all over-three-day injuries reported each year to HSE and local authorities are caused by manual handling – the transporting or supporting of loads by hand or by bodily force. 
The first point to make about manual handling is, wherever possible, DON’T do it. Ask yourself: does the object need to be moved at all? Can the activity be carried out where the item is positioned? In many cases, you probably have no choice but to move it. And that’s where the handling aids come in.

They’re exactly what they’re called - aids to help you handle objects. They come in all shapes and sizes and there’s one to suit practically every need. Some of the most common are pallet trucks, trolleys, and conveyor belts. They’re all handling aids and they’re all there to help reduce injuries.

http://www.hse.gov.uk/betterbacks/prevention.htm
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MANUAL HANDLING 

http://www.hse.gov.uk/betterbacks/prevention.htm
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1   Number of injuries caused by manual handling

a) More than one third of all over-3-day injuries

2   Avoid moving heavy objects

a)  Does it need to be moved?

b)  Can you carry out the activity where the item is?

3   Use handling aids

a)  One to suit every need

i)   pallet trucks

ii)  trolleys

iii) conveyor belts

b)  Help reduce injuries

Try this! 

Highlight the main points in this passage and finish the notes below. 

Think before you lift

Your first step should always be to consider using a handling aid. If you have to lift the load yourself, start with a good posture. Resist stooping or squatting, it’s better to slightly bend your back, hips and knees. Adopt a stable position. Feet should be apart with one left slightly forward to maintain balance. Get a good hold. Hug the load, ideally with the heaviest side of the load next to your body. Avoid twisting the back or leaning sideways, especially when your back is bent. Look ahead. Once the load is held securely, don’t look down at it. If you need to adjust the load, put it down first. 

http://www.hse.gov.uk/betterbacks/prevention.htm
THINK BEFORE YOU LIFT

http://www.hse.gov.uk/betterbacks/prevention.htm

1   If you have to lift a heavy load

a) Consider using a handling aid

2   Start with a good posture

      a)  Resist stooping or squatting





Indent main points under heading and use a different type of number or letter.





Use of space makes your notes easier to read.





Main heading against margin. Underline to make it stand out.








TITLE


source


1. HEADING


1.1 this gives information about    heading 1


1.2 this gives more information about heading 1


1.2.1 this gives more information about point 1.2





2. HEADING 


2.1 this gives information about heading 2


2.2 this gives more information about heading 2





Title in capitals. State where you found the information (the source).





Sub-points should be indented again and given a different type of number or letter.








