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WORLD UNIVERSITY OF LEADERSHIP’S TEN SUMMARY METHODS

Congratulations on being accepted into our Distance-Education Program. As you are aware, in order to have your study recognised you need to study the required amount and demonstrate that you have understood, thought about, and applied what you have studied.

It is possible for you to use a variety of different methods to do this, and we are even open to you suggesting to us how you would like to do this. (Our aim is to enhance your learning, and to keep your focus on deepening your learning, and enjoying learning, rather than having you focusing on passing exams and getting high marks.)

Many modules come with their own questions. For these, you are of course required to answer those questions (and don’t need to do a summary).

Whenever questions are not provided, the standard way for you to demonstrate your learning – and to ensure you think deeply about what you have been studying – is for you to do a summary for each article or chapter or section of what you have studied. The size of the summaries should be commensurate (proportional) to the size of what you are studying.

The general rule is that the length of your answers or summaries 
should be approximately 10% of the length of what you read. 
(Which will total about 25 pages of summaries or assignments per module.)

As a very rough guide, this equates to:

· A total of 1 (or 2) paragraphs per page you’ve read.

If you’re summarising a short article using a summary method with a number of parts 
(like Method 4) then you might just write a sentence for each part of the summary.
· Or a total of about 1 typed page per chapter.  A standard book (100 pages x 350 words/page) should have about 10 pages of summaries (assuming an average of about 10 pages/chapter).
For each article or chapter, you can choose which type of summary method you use. However, do make sure that you don’t continually use the one type of method for each summary, as it is important that, over time, you use all of them. (e.g. You might do the first couple of chapters using method 1, then the next couple of  chapters using, say, method 2; and so on.)

Many summary methods come in a number of parts.  e.g. Method 3 asks you to write about what the article says / and questions the article raises.  Generally speaking you should make each section approximately equal in length.  If you want to make one section longer than the other, then make sure the general part (“what the article was about”) is the shortest.  As a general rule, you should also include the various aspects of each method as sub-headings in your summary.  So, for example, with method 3, you would have a sub-heading, “What the Article Says” at the beginning, and then about half way through the summary you would have another sub-heading titled “Questions the Article Raises”.

(As mentioned previously…) If questions are provided then you don’t need to do a summary. However, if the length of your answers is substantially less than required, then you need to do the additional amount in the form of a summary.

If you are reading a number of short articles, then if you wish, instead of summarising each article, you can study a few articles at a time on the same topic – and then summarise this group of articles.

The ten methods of writing summaries:

Method 1 – A simple summary of what the article is about.
Method 2 – The difference between what the article suggests and what you normally experience.
Method 3 – What the article says / Questions the article raises.
Method 4 – What / How / Why / What If.
Method 5 - SWOT analysis.
Method 6 – Good Points / Bad Points / Questions. (A simplified variation of Method 3)
Method 7 – How I put the teachings into practise.   
Method 8 – How I could use the teachings in the article. 
Method 9 – Make a mind map of what you have read.
Method 10 – You provide the questions – and the answers.

There are 10 types of summaries you can use to summarise what you have learnt – and to stimulate you to think more deeply about the articles and other learning materials.  (N.B. Sometimes we will mention “article” when we really mean “article, book, course, audio-visual presentation … or anything you’ve studied.)

You need to use each method for at least 8% of the assignments.  (Unless otherwise agreed with us)
e.g.  If you really liked using summary method 2 then you could use the other 9 methods – each for the minimum 8% of the time.  This would allow you to do up to 28% of the summaries with your favourite method.

Alternatively you could choose to do an equal number of each summary.  

i.e. You can use any percentage mix as long as each method is used for at least 8% of the assignments.  

(For those who get confused with percentages:  A percentage (%) is simply another way of saying “the proportion out of 100”.  i.e. if a school has 100 students and 20% are in year 4, then 20 students are in year 4.  If a school has 200 students and 20% are in year 4, then 20 out of every 100 students are in year 4. So 40 students (out of the 200) are in year 4.  Similarly, if you do 250 summaries and 10% use method 1, then 10 out of every 100,  or 25 out of the 250 summaries will use method 1.)

See the “Notes” on the last page of this document
 for important information about writing summaries and emailing them to us.

When you write a summary, you can use any of the following methods.  
Each method details the headings which you would use.
Method 1 – A simple summary of what the article is about:

Method 2 – The difference between what the article suggests and what you normally experience:
· Describe the differences between what the article (or book) suggests, and what normally happens. 
e.g. “The article suggests that if you are in a job where you need to attend to customers, that you recognise that they are actually the people who (indirectly) pay you, as the money for your salary comes from them. However, most of the time, those ‘serving’ customers seem to treat them as a distraction or an interruption to whatever else they may want to do.”
Method 3 – What the article says / Questions the article raises:
· Summarise what the article is about.  

· Write down some questions it raises in your mind.  
e.g. “It got me to thinking . . . . . . . . . .”,  
or “what if . . . . . . . . . .?”,
or  “OK, they say . . . . . . . . . . but . . . . . . . . . .”,
or “If . . . . . . . . . . then what if . . . . . . . . . .?” etc. 
Method 4 – What / How / Why / What If: 

Write the 4 headings: “What?”, “How?”, “Why?”, and “What if?” (or the extended headings as shown below – e.g. “What is the article about?), and then answer each of them.

· What? – i.e. What is the article about?

· How? – i.e. How could you use the information or suggestions in the article?
· Why? – i.e. Why is the information in the article important?

· What if . . . ?  - i.e. What new possibilities or thoughts could come out of what has been mentioned in the article?

To answer "What If....?" think about an appropriate "What if...?" question that relates to the article.  i.e. look for some new angle / a new or interesting question that the article may invoke / or a new possibility or approach that may result from the contents of the article.  

You can either write one "What if?" question and then answer it; or you can list a number of these questions (in which case you don't need to bother providing the answers).

e.g. If you had just read an article on marketing using the internet, this might inspire you to come up with a question like “What if there were no stores and everyone bought over the internet?”.  You could list a number of interesting questions and possibilities inspired by the article; or you could write one question and then answer it.


(P.S. These are the main questions asked by each of the 4 main learning styles described by David Kolb et. al.)

Method 5 - SWOT analysis :

· List the Strengths of the article (or it’s good points).

· Then mention the Weaknesses of the article. (e.g. problems in the author’s reasoning / things the author might have overlooked, etc.)

· Then mention the Opportunities that could result from people following the advice in the article. (i.e. How the learnings could be used; or any opportunities or possibilities you might think of after having read the article.)

· And then mention the article’s Threats (i.e. The dangers or potential problems that could occur from people following the teachings of the article, or how it might be misinterpreted.)  You could also mention the potential problems if people don’t follow the advice given in the article.

Please make sure you read the note at the bottom of method 6.

Method 6 – Good Points / Bad Points / Questions: (A simplified variation of Method 3)
· Good points (of the article)

· Bad points (of the article)

· Questions I have
Note that for Method 5 as well as Method 6, you need to look at what is good and bad about the article. (i.e. the strengths and weaknesses of the article).  The idea is for you to critique the article and the author. If you are referring to bad points then you would look for weaknesses in the author’s arguments or reasoning.  You might refer to biases – or to aspects that were overlooked.  If you feel that what was said doesn’t apply to your country or situation then you might also mention this.
(If the article refers to good and bad things (e.g. Good managers are ….  Bad managers are ….), then you will not earn any marks by commenting on these good and bad things. )
Method 7 – How I put the teachings into practise:   

· Talk about how you actually put the teachings contained in the article into practise – and the results that followed from doing this. (You might also mention what you normally would have done.)

If you wish, you could start by listing the main things the article suggested, – and then insert after each point how you used this teaching - and the results from doing so.

e.g. 1  (On a one page article on Sales)  
“The article’s main points were: 
1/It’s important when you talk to someone to look at what is in it for them (Sometimes called giving a WII-FM (What’s In It For Me).
2/...
3/...
4/ ... 
That night instead of shouting at my son to do his homework I suggested if he worked hard tonight and tomorrow we could play cricket on Saturday.  His response was far more enthusiastic than it would otherwise have been – and he started working on his homework immediately.”
e.g. 2 This example is about a number of articles – and therefore the application of the learning (putting it into practise) needs to be more extensive.

“ I read these 6 articles about Public Relations. The main teachings were .......  My brother plays in a band.  So I put together a press release about the band. I circulated it to the following organisations:…  As suggested in the articles I included a story.  I used this angle...  And the results were...”

Method 8 – How I could use the teachings in the article 

· Talk about how you could put the teachings contained in the article into practise – and the results that would be likely if you did these.
This is the same as method 7 but instead of looking at how you actually used the information, it looks at how you could use the information (even though you haven’t yet). 

i.e. Method 7 asks about what you actually did in the past. Method 8 talks about what you might do in the future.

Method 9 – Make a Mind Map of what you have read.  (Feel free to wait till module 4or7 to use this method.)
· This method is explained in Sandy McGregor’s Book “Piece of Mind” (On pages 55-66).  Sandy uses the term “Mind Charting”.  The more common name, however, is “Mind Mapping”. His book is in the EXTRAS folder at the top level of the CD. 
(If the above link doesn’t work, then open your Web Browser (e.g. Internet Explorer),  type “D:” (or “D:/”) into the address bar, and press “Enter”.  (On some computers, the CD drive is the E drive.  If this is the case on your computer, then type in “E:” instead of “D:”.) You should then see the contents of the CD.  If you double click on “EXTRAS” you will then see Sandy’s book.)

· If your computer already has “Acrobat Reader” software installed, then the file will open immediately when you double-click on it.  

If a window opens entitled “Open with” and asking you to “Click the program you wish to use…” then this means you don’t have “Acrobat Reader” installed.  In this case, press the Cancel button. Then double-click on the installer called “Acrobat.Reader.-.to.read.any'.pdf'.file.exe”.  This will install “Acrobat Reader” which is a very useful program to have.  (If you use a different computer next time you use the CD then you may have to install the program onto the new computer.)

· To get to the chapter on Mind Charting (on page 55), go to the “Document” menu and select “Go to Page” (or simply press Ctr+M).  Then type in 55 and press “OK”.
· You should do all your mind maps using a computer program called Mind Manager. When you have completed your mind maps you should attach the Mind Manager file(s) as an attachment (in the same way as when you send a Microsoft Word document) with your summaries.

At the bottom of the main page of any World University CD you will find a link to the EXTRAS folder. When you click on this you will notice a program called “Mind.Mapping.Software.(PASSWORD.is.Enlighten).exe”.  Double click on this to install the program.  When it asks for the password, enter “Enlighten”.
To learn how to use this program, open the program and then go to the “Help” menu and choose “Show Help Files”.  If you are in a hurry then you can just use the “Show Tutorial” option. 
· Although mind mapping may initially seem a little complicated, once you get used to using it you’ll find it a very worthwhile process.

Method 10 – You provide the questions – and the answers.
· In this method you pretend that you are a teacher making up a brief assignment for a student who has just read the article or chapter.

1. Write down some questions for the student to answer.  

2. Then answer the questions yourself.

Note: To get the best marks for this method, your questions should show that you have really thought about what is being taught:  e.g. If you were summarising Steven Covey’s 3rd Habit of Highly Effective People, then asking (and answering) a question like “What is a Quadrant 2 activity?” involves little more than some cutting and pasting (or copying from the book).  On the other hand, asking and answering a question like “What Quadrant 2 activities do you think your organisation or your government are ignoring – and what would be the likely results of them focusing on and completing these activities?”,  shows that you have thought about the teachings and how they might be applied.  A question like this (if answered well) would score highly. 

P.S. If your questions are particularly insightful we might use them for future students studying the article or chapter you summarised.
NOTES:
Headings to use with each summary:
· Simply open a new Word document (or use a similar word-processing program). 
· Start each summary with:
· Your name

· Your course (e.g. Masters of Government Leadership)
· The number & name of the module you are studying.  
(e.g. Module 3 (Part A): The Leadership Guide)
· If the materials you are studying have a different name than above, then include this. (e.g. “How to Win Friends and Influence People” {which is part of Mod 4 – Free Choice Module)
· The U.R.L. address of the article 
The U.R.L. Address is the address shown at the top of your web browser: 
e.g.” D:\WorldUni.com-Course\-\Leadership.Guide\~donclark\leader\leadcon.htm”

U.R.L. stands for Universal Resource Locator.  If the information is on the internet, then the U.R.L. Address is also referred to as the web address. 

Copy and paste this from the Address Bar of Internet Explorer
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If the main address clearly links to each chapter (or article), then you only need to include the address at the beginning of the summary. However, if the articles (or chapters) aren’t clearly linked to from the main page, then provide the address for each of these.
· And for each chapter or article (or other sub-section of the module), include:
· The “chapter” number and name (or article name) (e.g. Chapter 1 - Concepts Of Leadership; or “Jimmy Carter’s speech on a new role for America”)
· The Summary Method you are using: (e.g. Method 3 – What the article says / Questions the article raises.)
· Then type your summary.  

e.g.

Name: John Smith

Course: M.B.A. (Leadership)

Module Number and Name: Module 3 (Part A): The Leadership Guide
U.R.L. Address: D:\WorldUni.com-Course\-\Leadership.Guide\~donclark\leader\leadcon.htm
And for each chapter or article (or other sub-section of the module), include:

The “chapter” number and name: Chapter 1 (Concepts Of Leadership)
Summary Method used: Method 3 – What the article says / Questions the article raises.

NOTES:

· Where there are questions provided, then answer the questions. If there are no questions then do a summary.
· The length of your assignment should be approximately 10% as long as the material being summarised. (This will total about 25 pages of summaries or answers per module.)

As a very rough rule this equates to 2 paragraphs to summarise a 2 page article, and a page for each chapter of a book (assuming about 10 chapters per book of 100 A4 pages).  

If your answers to the questions provided are substantially less than this length, then you should provide the additional amount of your assignment as a summary.
· Please write all the summaries for each module in one Microsoft Word document. If there are two parts to a module – e.g. Module 3 (Part A): The Leadership Guide, and Module 3 (Part B): Uncommon Leadership, then do two documents, but send them together in one email. Similarly, if you study 3 small books for a free choice module, then make 3 documents but enclose them in one email.

· Please send one email per module, with the summary (or both summaries) enclosed as an attachment. 

· Make sure you save the summary with a descriptive name: e.g. “Module 3A – Leadership Guide.doc”

· Make sure you include the Module Number and Name in the subject line of your email. Also include  your own name, and the course you are doing: e.g. Module 4 – “How to Win Friends and Influence People.” by John Brown (i.e. your name) – MBA”
· Please send all summaries to summaries@WorldUni.com.  All summaries should be typed – preferably in a word processing document such as Microsoft Word.   

(Mind Maps need to be done using the supplied MindManager program.)
· Please allow an average of one month for your summary to be marked.
P.S. We are constantly improving our programs.  As one of our earlier students you are in the privileged position of being able to have a substantial input into the way our programs are run.  If you have any suggestions please contact us at Feedback@WorldUni.com  We will be very receptive, as our aim is to transform the way people study.  So we are keen to constantly develop our programs.
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You may want to copy and paste the following into your summaries:

Name: 

Course: 

Module Name & Number: 
U.R.L. Address:
And for each chapter or article, include:

The chapter number and name: 

Summary Method used: 
