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GETTING STARTED WITH THE TABLE OF CONTENTS  

Studying and editing the table of contents (TOC)  is useful to help you situate everything you read and 
learn in a specific syllabus or course book. The headings reveal what it is about. The set of headings is 
the framework of your syllabus. If you carefully study and memorise the TOC, you will have a clear 

starting point. When you read an exam question, you can recall the TOC from memory. Then you will 
know where to find the answer.  
 

There are several ways to edit the TOC . The following questions will help you decide how to approach 
this.   
 
 

1. Is the TOC clearly structured?   
  

• Yes, the several levels are clear → Read the TOC and highlight only keywords, this makes 

the essence clearly visible. Do not highlight every heading level, leave out the lowest level at 
the very least. Always highlight the same level in the same way.*  

• No, it is not clear what the several levels are → Read the TOC and highlight only keywords. 
Add structure by adding numbers and/or underline main headings or use colour to 

emphasize them.*   
  

*You can find an example of an edited TOC on the next page.  

 
 

2. What is the length of the table of contents?      

  

• Too short (only 1 or 2 levels are included in the TOC) → Extend the table of contents, you 

can also do this while studying. Write down key words of subheadings that are not in 
your TOC.   

• Too long (all sublevels are included in the TOC, the TOC is longer than one page) → Make a 

short version of TOC, so you have a clear survey. Reduce the TOC to one page. Leave out 
unimportant (sub)headings, and write down the most important chapters and 

subheadings  on a sheet. Leave out headings that say nothing about the learning content, 

like 'exercises', 'literature', 'annexes', 'examples', etc. Keep to key words (leave out articles 
and repeated words).   

• Just right (the TOC is about one page long) → A TOC that fits into one page is a useful study 
tool. Put it on your desk or hang it on the wall while you are studying this subject.   
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Table of Contents Syllabus Education and Society 

 

Example of table of contents (Education and Society, 2016) 


