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Preface

The reading demands of college students are wide and diverse. Textbooks, the
student’s primary reading material, represent unique academic disciplines. Each
differs in style, content, and conceptual complexity. Many students are also required
to read literature, supplementary assignments, reference materials, periodicals,
manuals, handbooks, and study guides.

Each of these materials is also unique, and more importantly, the student’s
purpose for reading each is different: a student may read to prepare for a class
lecture, make notes for a discussion, review for an exam, or locate information for
a paper. To handle these diverse reading situations effectively, a student must develop
reading flexibility skills, adjusting strategies and techniques to suit each reading
situation. :

College students face rigorous course requirements and must cope with time
restraints created by jobs, family, and social activities. Reading and study must be
accomplished within a realistic time frame and result in effective learning. Reading
efficiency, then, is also vitally important. This text is designed to enable students
to become efficient and flexible readers capable of meeting the challenging demands
of college.

PURPOSE

The primary purpose of this text is to present techniques and guided practice that
will enable the reader to accomplish reading tasks within an efficient and realistic
framework. It will guide students in developing reading flexibility—adjusting both
comprehension and rate to suit purpose, the type and complexity of the material,
and degree of familiarity. A second, more specific purpose of the text is to encourage
students to develop successful active reading strategies. The text focuses on the
development of vocabulary, comprehension, study-reading, and critical analysis
techniques to enable students to interact with the material and learn more efficiently.
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A third purpose of the text is to encourage students to approach reading as a thinking
process. Metacomprehension—the student’s awareness of and control over the
reading process and its attendant thought processes—is emphasized.

CONTENT OVERVIEW

The text offers a blend of reading comprehension, retention, vocabulary develop-
ment, critical reading, and rate building techniques that have proven essential for
college students. Unit One presents the organization and framework for the text,
developing and explaining the concepts and principles of efficiency and flexibility,
and emphasizing reading as a thinking process. Strategies for active reading are
presented and concentration and retention techniques are described. Unit Two
details specific techniques for improving reading rate and flexibility, including
skimming, scanning, and techniques for reading faster. Unit Three presents methods
for improving comprehension skills through knowledge and use of text structure.
The structure of paragraphs and the organization of ideas into thought patterns are
described. Textbook reading strategies are presented including learning aids, graph-
ics, and scientific/technical material. The structure of expressive writing, including
articles and essays, short stories, and poetry, is discussed. Writing to learn strategies
that use structure as a point of departure are emphasized.

Unit Four is concerned with vocabulary—an aspect of reading that affects
both rate and comprehension. Various means of vocabulary expansion are suggested
and aids to vocabulary development are presented, including contextual ajds, word
parts, and working with analogies. The final section focuses on critical reading
skills. Skills in making inferences, distinguishing fact and opinion, identifying the
author’s purpose, understanding tone, recognizing generalizations, and identifying
bias are included. Techniques for evaluating arguments and persuasive writing are
emphasized and include evaluating sources, recognizing types of evidence, identi-
fying reasoning errors, and evaluating nonlogical appeals.

Each chapter is organized as follows:

chapter objectives

context and purpose for learning the skill
instruction and demonstration

guided practice using short in-chapter exercises
chapter application exercises

chapter summary

two reading selections with questions

The units are designed to be interchangeable, allowing the instructor to or-
ganize the course to suit his or her preferred skill sequence and to accommodate
the particular needs of each class.
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FEATURES

The following features enhance the text’s effectiveness for both instructor and stu-
dent:

Chapter Objectives

Each chapter begins with a brief list of objectives that establishes the chapter’s
focus and provides the students with purposes for reading. Objectives also serve as
a means of checking retention after reading.

Comprehensive Skill Coverage

The text addresses each of four major skill areas: vocabulary, literal and critical
comprehension, study-reading, and rate and flexibility. Individual chapters offer
instruction, demonstration, and guided practice. Reading selectlons provide skill
integration and application.

Reading Selections

Each chapter concludes with two reading selections, representative of the
types of reading expected of college students. Included are numerous textbook
excerpts, as well as articles and essays. These readings provide an opportunity for
direct skill application as well as a means by which students can measure and
evaluate their progress. The questions that follow each reading have been grouped
into three levels: “Checking Your Comprehension” measuring literal and critical
comprehension; “Interpreting and Evaluating”™ requiring critical reading skills; and
*“Questions for Discussion.” Odd-numbered readings use a multiple-choice format;
even numbered readings are open-ended questions suitable for writing or group
activity.

Alternative Multiple-Choice Questions
The Appendix contains 15 sets of multiple choice questions for the 15 even-

numbered reading selections. These are provided for instructors who prefer objective
evaluation or for students working independently.

Conversion Chart

A words-per-minute conversion chart is included to enable students to com-
_ pute their reading rate for each of the 30 reading selections.
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Reading Progress Graph

The reading progress graph is a motivational feature that enables students to
plot their comprehension and reading rate for each reading selection. It provides a
visual representation of the students’ progress and allows instructors to assess easily
a student’s level of proficiency and improvement.

Instructor's Manual

The Instructor’s Manual provides numerous suggestions for using the text,
including how to structure and organize the course and how to approach each
section of the text. Chapter review quizzes and a set of transparency masters are
included.

Computer Software

HarperCollins READ/WRITE, a software program for use on IBM and
Maclntosh computers accompanies the text. The program emphasizes thinking
skills and includes sections on “Thinking Before Reading,” “Thinking During
Reading,” and “Thinking After Reading.” It also includes practice in underlining,
skimming, critical reading, summarization, and vocabulary.

MAJOR CHANGES IN THE THIRD EDITION

The primary purpose of this revision is to strengthen the text’s focus on literal and
critical comprehension skills, to further emphasize active reading strategies, and to
incorporate writing and critical thinking activities into the text. Specific changes
include:

1 A new Chapter 2, “Strategies for Active Reading,” that focuses on strategies
for active reading, making predictions, and monitoring comprehension.

2. An increased emphasis on using text structure to aid comprehension and
retention. Chapter 8, “Patterns: Relationships Among Ideas,” has been ex-
panded and conceptual maps for each pattern are included.

3. A new Chapter 10, “Reading Expressive Writing,” that includes strategies for
reading descriptive and figurative language and analyzing essays, short stories,
and poetry.

4. A new Chapter 11, “Writing to Learn,” that offers techniques for increasing
retention and recall through underlining, annotating, paraphrasing, outlining,
mapping, and summarizing.

5. A new section on understanding analogies in Unit 4, “Developing Your Word
Efficiency.”
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6. A new Chapter 15, “Evaluating Arguments and Persuasive Writing,” on read-
ing and evaluating arguments and persuasive writing that includes types of
evidence, errors in reasoning, and nonlogical appeals.

7. Sixteen new reading selections, that include timely and current topics such
as euthanasia, stress management, career planning, and salary equity.

8. Questions for Discussion for each reading selection to provide an opportunity
for reaction, interpretation, critical evaluation, and application. They may be
used as writing activities or collaborative learning exercises.

9. Open-ended literal and critical reading questions for even-numbered reading
selections that encourage writing, reaction, discussion, and student interaction.

10. Rapid reading drills that provide additional practice for rate improvement.
11. Summaries for each chapter to assist students in consolidating chapter content.
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Unit One:
Getting Started

The purpose of this unit is to help you get started reading better and faster. Be-
fore you learn specific techniques for increasing your reading rate and compre-
hension, it is important that you learn a little about reading efficiency and flexi-
bility. You will need to know what is involved in each and how you can improve
your skill levels.

Chapter 1 explains reading efficiency and flexibility and presents the basic
principles that govern them. It also describes the factors that affect how well and
how fast you read. Chapter 2 focuses on active reading strategies and presents
four techniques that will give you a good start in becoming a more efficient
reader. Chapter 3 introduces ways to increase your concentration and to use re-
view after reading to improve your retention. Other retention aids are dis-
cussed and a systematic approach that emphasizes learning while reading is
demonstrated.






Chapter 1:
Developing Your Efficiency
and Flexibility

IN THIS CHAPTER YOU WILL LEARN:

1. to analyze your reading efficiency and flexibility
2. to understand factors that affect rate and comprehension

3. the basic principles that govern efficiency and flexibility

You have heard about cars that are “fuel efficient.” They are cars that use fuel
“efficiently” and conserve energy. An “efficient” secretary is one who does his or
her job well and on time. Efficiency, then, suggests the ability to perform with the
minimum amount of effort, expense, or waste.

Efficiency involves the effective use of time or resources to accomplish a specific
task. As you begin to think more about the concept of efficiency, you may begin
to realize that it is a major objective in our work- and time-oriented society. For
example, a secretary who takes an hour to type a letter, a short-order cook who
takes twenty-five minutes to prepare a cheeseburger, or a sales clerk who takes five
minutes to package a purchase is not regarded as efficient.

ANALYZING YOUR READING EFFICIENCY

As a college student, numerous and heavy demands are placed on your time. Your
course work, which includes reading textbook chapters, completing assignments,
studying for exams, and writing papers, competes with part-time jobs and social,
recreational, and housekeeping tasks. Each demands your valuable time. At times,
college may seem like a balancing or juggling act in which you are trying to do
many things at once and do all of them well. You are probably wondering if you
will be able to keep up and how to get everything done. One of the best ways to
handle the demands and pressures of college life is to become more efficient—to
get more done in less time.

Many students think that the only way to become more efficient is to read
faster. They believe that slow reading is poor reading. This is not the case. How
you read is more important than how fast you read. If you read a twelve-page
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assignment in one hour but remember only 60 percent of what you read, you are
not reading efficiently. You can see, then, that efficient reading involves adequate
comprehension and recall within a reasonable time frame. Your reading efficiency
will increase as you develop techniques that improve your comprehension and
retention. These in turn will enable you to use your time most economically.
Here are a few questions that will help you assess whether you are an efficient
reader. Answer yes or no to each in the space provided. Be honest with yourself!

1. Do you set goals and time limits for yourself at the beginning of each reading-
study session?

Do you have particular questions in mind as you begin to read an assignment?
Do you spend a few minutes looking over an assighment before you begin
reading it?

When reading, do you try to predict or anticipate what the writer will say
next?

When you finish reading an assignment, do you take a few minutes to review
what you have read?

Are you on the alert for words and phrases that signal change or continuation
in thought?

Do you sort out more and less important details as you read?

When you meet a word you do not know, do you try to determine its meaning
from the way it is used in the sentence?

Do you regularly use underlining, summary notes, and marginal notations
to identify important information?

When reading nontextbook material, do you try to determine the author’s
purpose for writing?
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If you answered yes to all or most of the above questions, you are well on your
way to becoming an efficient reader. If, however, you answered no to some or many
of the questions, then you need to improve your efficiency.

In this chapter we discuss how you can become a more efficient and flexible
reader by varying your reading techniques to suit the material and your purpose
for reading it. Then, as you proceed through the rest of the text, you will learn
more specific approaches.

DEVELOPING READING FLEXIBILITY

Do you read the newspaper in the same way and at the same speed that you read
a chemistry textbook? Do you read poetry in the same way and at the same speed
that you read an article in Time magazine? Surprisingly, for many adults the answer
to these questions is yes. Many adults, and this includes college graduates, read
everything in nearly the same way at the same rate.



