Support the spread of good practice in generating, managing, analysing and communicating spatial information

Module: [M14 - Documentation]

Unit: [M14U03 - Fundamentals of Note-Taking]

Exercise No. 1: Shorthand Secret Code
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Developed by: Jon Corbett and Kasondra White

Objective:

To practise writing in shorthand and to decipher notes written by others using shorthand
Time:

45 minutes 
Materials:

A notepad and pen or pencil for each participant and the shorthand guide, included in M14U03 Handout for Trainee (Handout4T) 
Procedure: 
· Invite participants to think of a short story (i.e. two or three sentences) that they would like to share with the others.
· Direct the participants to write their stories using the shorthand symbols shown in the shorthand guide (included at the end of the M14U03 Handout4T) and any other abbreviations or symbols that they create. Remind them that the ultimate goal is for the notes to be intuitive and legible to others, while maximising the use of symbols and minimising the amount of time that it takes to write out the story. 
· Break the participants into groups of three or four. 
· Instruct the group members to sit in a circle and pass the notes they created to the person on their right. 
· Participants should read the notes they received and should record their interpretations of the notes in their notebooks. 
· Instruct the participants to repeat this procedure until the note that they receive from the person on their left is their own.
· Have each person in the group read out his/her story as it was intended to be understood.
· Invite the participants to compare their interpretations (and misinterpretations) of the stories and to discuss this with the group. Encourage group members to consider the implications that misinterpretations might have on the message that the writer is trying to convey.  
· Repeat for each group member.   
· Discuss the experience with the entire group. 
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