


What you want to
achieve...

Reading
technique...

What is involved...

Locate specific
information

Scanning Searching the text looking for key words 
and phrases e.g. using the telephone
directory

Gain a general overview a) Skimming

b)Ladder
reading

a) Moving your eye quickly over the text, 
not necessarily from top left to bottom 
right
b) Reading subheadings, beginnings and
endings of paragraphs and/or sections

Revision; consolidating
existing knowledge

Rapid Moving a pointer perhaps down the right
hand margin will help move your eye 
quickly over the page

Develop full
understanding; retrieve
detailed information

In-depth Careful, slow and repetitive reading while
taking notes; requires a high level of
concentration

Assess and evaluate
information and ideas

Critical Questioning and analysing to determine 
the author’s purpose

Proofreading Intensive Thorough reading, checking spelling,
punctuation and sentence structure;
requires a high level of concentration e.g. a 
legal contract

Read for background
information

Extensive Reading large amounts in a single session. 
E.g. a novel
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