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Welcome to this Cognitive Training course! 
This workbook was created for students who are enrolled in a study programme, and who experience 

cognitive problems that hinders them when studying. 

From this complete workbook, a 'tailor-made workbook' is made together with you. This will be 

compiled individually and the content will depend on the cognitive problems you experience as a 

student. Together with the trainer, the sessions are selected. 

The workbook sets out the skills, strategies and tools you need to improve your attention, concentration, 

memory, planning and organisation.  

 

Some of these skills, strategies and tools may sound familiar, while others will probably be new. As a 

student, you can immediately apply these new skills and strategies in your learning environment to help 

you achieve your learning objectives. 

Studying is a ‘primary task’: your brain is continuously active. You’ve probably already heard people 

compare your brain to a computer. A computer has to be connected to a power source; its battery must 

be charged. The right programs must be open, and you only have a limited amount of working memory. 

If too many programs are open the computer will be slow, and there’s a high chance it might crash. 

It’s the same with our brains. If you’ve got no charge (you’re too tired, or have too little energy), you’ll 

struggle to study. You have to be able to concentrate, and perform tasks one by one. And if lots of things 

are ‘open’ in your brain and you have to switch between them too often, or you’re thinking about too 

many things at the same time, things will go wrong. 

In this training course we will try to improve your cognitive skills, and we’ll share some strategies and 

tools to help you continue your study programme and complete it with greater success and satisfaction. 

The material was developed for ‘face-to-face’ training with direct contact between a student and trainer 

literally sitting at the same desk. 

The developments of recent years have created the need for an online approach. A number of conditions 

and adjustments are indispensable for this:  

• A good, safe and direct digital connection must be possible. 

• Student and trainer must be able to share their screen 

• The trainer e-mails the required sessions via a secure student email address.  

• The workbook with information and exercises is supplied as a Word document, so the student 

can fill it in digitally 

• Depending on preference, students may also complete the exercises using a paper version issued 

to them. The completed form is shared with the trainer. 

 

In the Gronings dialect, ‘kop d’r veur’, but because not everyone understands Gronings: Move a Head!  
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Session 0 Introduction and information about the training  
 

Contents session 0 

1. Introduction  

2. Cognitive skills 

3. Review own/ current situation and learning goals 

4. Structure of the training course 

5. Expectations  

 

1. Introduction 

Tell something about yourself, your studies, and what year you are in. 

The trainer introduces himself. 

 

2. Cognitive skills 

Cognitive skills 

your thinking abilities like planning, concentration, memory, and problem-solving 

abilities. 

Cognitive problems vary from person to person, but often include difficulties with: 

1. Remembering to do things in the future 

2. “Filtering out” things you don’t need to pay attention to; being able to focus on the task at hand 

3. Starting with a task 

4. Sustaining attention and concentration without getting distracted by things going on in the 

environment or other thoughts inside your head 

5. Learning new information and remembering it 

 

 

3. Review own/ current situation and learning goals 

What are one or two problems with cognition or thinking that affect you most in school? 

• ______________________________________________________________________ 

• ______________________________________________________________________ 
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What is the outcome of the Move aHead Assessment Instrument? Which skills and strategies do you 

want to focus on first? 

• _______________________________________________________________________ 

• _______________________________________________________________________ 

• _______________________________________________________________________ 

 

What impact do your cognitive problems have on your studies?  

• ______________________________________________________________________ 

• ______________________________________________________________________ 

• ______________________________________________________________________ 

• ______________________________________________________________________ 

 
What other important aspects of your life do these problems have an impact on? 

• ______________________________________________________________________ 

• _________________________________________________________________________ 

• ______________________________________________________________________ 

• ___________________________________________________________________ 

 

Set one or two important learning objectives for yourself. 

• ______________________________________________________________________ 

• ______________________________________________________________________ 

 

List your strengths, and the strategies you already use. 

• _______________________________       

• _______________________________       

• _______________________________       

• _______________________________       

• _______________________________       

 

What do you still want to develop, and what could help you with that? 

• _______________________________       

• _______________________________       

• _______________________________       

• _______________________________       

• _______________________________       
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4. Structure of the training course 

Depending on the problems you experience and your need to learn (extra) skills and strategies, you work 

on a number of sessions. Together with the trainer, you cross which sessions are important for you.  

Please note! The sessions are numbered, but this does not indicate their importance or the order in 

which they are important to you. The numbering of the sessions is only important for the trainer to be 

able to find the right pages quickly. 

Check list cognitive skills and sessions  

Cognitive skill Possible sessions I’m doing this session 

Organising 1. Organising  

 8. Planning: calendar routine  

 10. Task initiation: the 8 U’s  

Time management  2. Using your calendar  

 5. Time management  

 6. Task management: task chunking  

 7. Task management: to-do-lists  

Prospective memory 3. Prospective memory  

 4. Using memory aids  

Planning 8. Planning: calendar routine  

 9. Planning: meeting deadlines  

Task initiation 10. Task initiation: the 8 U’s   

Concentration 11. Conversational attention   

 12. Task attention  

 13. Concentrating: reducing distractions  

Learning 
14. Memorisation: coding and name 
memorisation 

 

 
15. Memorisation: memorising and 
remembering lists 

 

 16. Taking notes  

Working memory 17. Working memory  

Cognitive inhibition 12. Task attention  

 13. Concentrating: reducing distractions  

 

The aim is to cover one session per week in about one hour. The duration of the training will thus 

depend on the number of sessions you attend. 

The training is offered according to a fixed format. The components listed below will recur in each 

session. 
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Review previous session and home exercise 

If you are doing more than one session, you start by discussing the previous session. What did you 

remember, which examples did you remember and was it useful for you to reflect on this? 

Then you discuss the home exercise. How did it go? Also discuss when you did not do the home exercise 

and why. You learn skills better by doing them more often. 

 

Information  

It is described what exactly the skill or strategy is that is central to the current session and why it is 

important to apply it when studying. You will receive information about the theory behind it and insights 

from research (=how it works in your head). 

 

Current situation 

You discuss the current situation with your trainer. Which skills and strategies do you apply now and why 

are they effective or not? You also discuss what the link is between the skill and your own learning goal. 

 

Demonstration  

The skill is explained and demonstrated or performed and discussed together. 

 

Practicing the skill 

You practice the skill during the session. Sometimes there are several exercises. This is in fact 'dry 

swimming'. Where possible, you practise directly with material that you use during your studies. 

 

Home exercise  

Try out the methods in your daily life, during your studies and with material and data from your studies. 

Try to turn the strategies into habits so that you can use them automatically when necessary. Remember 

that routines only develop when you use a skill frequently (between 5 and 15 times) and give yourself 

time to learn a new skill. Nobody can ride a bicycle or fry an egg in one go, practice makes perfect! 

 

Feedback 

Discuss with your trainer whether you succeeded in applying the skill and what your findings are. Be 

honest with yourself and your trainer if you don't succeed. Sometimes skills seem simple when you talk 

about them, but to really apply them requires new habits, new behaviour. And in practice that turns out 

to be more difficult than you think. 

If you have questions, comments and/or suggestions: feedback on the training is highly appreciated. 
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5. Expectations 

Training material: make sure you have the training session to hand every time. 

Quiet surroundings: reduce distractions, make sure your surroundings are as quiet as possible when you 

meet online. 

Home Exercises: each session, we will ask you to practice using various strategies and aids in your daily 

life. The more you practice, the better you’ll get at using the strategies. 

Discussion: each session, you will have the opportunity to discuss ideas for managing common cognitive 

problems. You will also have the opportunity to discuss how the home exercises worked for you. 

Attendance and Participation: please attend all sessions. Please arrive on time. Please call the instructor 

if you will be late or absent so we can plan accordingly. 

 

6. Evaluation 

Regardless of the number of sessions, the last session is 'The wrap-up'. During this session you discuss 

which skills and strategies you plan to use in the coming period. All general study skills, both cognitive 

and general, are briefly discussed and evaluated.   
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Session 1 Organising 
 

Review home exercise 
What did you remember from the previous session, what examples did you remember and was it useful 

for you to reflect on this? 

Discuss the home exercise. How did it go? If you did not do the home exercise, discuss the reason why. 

 

Information  

Students who find it difficult to get organised often have trouble seeing the wood for the trees. They 

frequently forget things or have trouble finding things, and often have a messy workspace. Assignments 

or work that is handed in might also look untidy. But organisation also involves separating the main ideas 

from secondary ideas in textbooks and/or unstructured notes. 

Organising 

is the skill of structuring or ordering things according to a certain system. 

Note 

Better organisation saves you energy, time and frustration. You don't have to worry about where you left 

things and can get straight to work. It improves your productivity. 

 

Current situation 
Discuss with your trainer how organised you are in relations to your studies.  

At the moment, where do you keep personal belongings such as your keys, bag, wallet, mobile phone 

and calendar? 

 

 

 

 

Where do you keep materials you need for your studies? This includes your laptop or computer, your 

textbooks, exercise books, notes, pens and other materials and equipment. 
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Where do you keep the digital files you need for your studies? Do you use a folder structure? How do 

you save your digital notes? Do you make backups? 

 

 

 

How might organising help you achieve your learning objectives? 

_____________________________________________________________________________________ 

 

 

Demonstration 

Discuss examples of organised environments. These could include a library, the shelves in a shop, or 

examples of students you know who have organised their environment. 

Remember that an environment that looks cluttered can sometimes be very well organised for the 

person themselves. They can effortlessly find everything because they have chosen a particular method 

of arranging things. This method isn’t always clear to other people, and it can be very hard for someone 

else to find things in such an environment. 

Also discuss the importance of a well-organised digital environment. 

 

 

Exercise 
1.1 Create a home for your most important personal belongings 

One organising strategy is to create a home for your most important personal belongings. If you don’t 

currently have a home for these belongings, this is your next exercise to do at home.  

Discuss the following points with your trainer. 

 

1. Choose an object that you can use as a permanent place. 

a. For example: a shelf, a large bowl, a box, a school bag, a tin or a hook. 

b. If you choose a school bag, use one section of your bag for personal items only. 

 

2. Decide where in your house the permanent place will be. 

a. For example: on a table beside the front door, on a shelf in the kitchen or in the bowl on the 

table.  
b. It must be a suitable place which you walk past every day when you come home, so that 

using the permanent place becomes an easy habit. 

 

Depending on your own needs, it is possible to share these permanent places with your trainer by means 

of visual material. Naturally, the trainer will comply with the privacy rules in this respect too.  
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Exercise 
1.2 Create a home for items related to your studies 

As well as your personal items, it’s important that you can find the things you need for your studies 

without having to look for them. You should create a permanent home for these things too, if you don’t 

already have one. These items might include your laptop, textbooks, exercise books, pens, binders and 

notes. 

Choose an object/specific space that you can use as a permanent place. 

This might be a shelf, a box or crate, or a drawer under your bed. A desk, a corner of your bedroom, a 

space in a cupboard. 

Discuss where you could create these places. The place must be big enough to store all your things and 

let you find them easily. 

 

 

 

Exercise 
1.3 Create a digital home for files related to your studies 

For digital files, the same rule applies as for physical items; store them in such a way that you can easily 

find them.  

Discuss and look together at what your folder structure looks like on your laptop or computer. A logical 

format is to have a folder for every course, and sub-folders for each specific component of a course.  
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Home exercise 

➢ Create a home for your most important personal belongings ( such as your keys, bag, wallet, 

mobile phone and calendar) 

Choose an object that you can use as a permanent place. 

a. For example: a shelf, a large bowl, a box, a school bag, a tin or a hook. 

b. If you choose a school bag, use one section of your bag for personal items only. 

 

Decide where in your house the permanent place will be. 

c. For example: on a table beside the front door, on a shelf in the kitchen or in the bowl on the 

table.  
d. It must be a suitable place which you walk past every day when you come home, so that 

using the permanent place becomes an easy habit. 

 

➢ Create a home for items related to your studies. For instance books, binders, laptops etc. 

 

➢ Create a fixed folder structure for digital files related to your studies. 

 

➢ Use these home, permanent places and structures each day. 

 

➢ If you wish, please share a picture of your permanent place for your personal belongings, the space 

for the things you use for the training and the digital structure for files you use for your studies. Of 

course, the trainer will abide by the privacy rules in this as well. 
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Session 2 Using your calendar 
 

Review home exercise 
What did you remember from the previous session, what examples did you remember and was it useful 

for you to reflect on this? 

Discuss the home exercise. How did it go? If you did not do the home exercise, discuss the reason why. 

 

Information 

Our lives have become increasingly complex. There are more things we need to learn and remember. 

We’re good at remembering important things, particularly if they really matter to us. Arrangements to 

meet up with your best friend to celebrate something are easier to remember than a change of 

classroom ‘sometime next week’. The quantity of information and arrangements you have to process 

every day is too much to remember. We therefore depend on an ‘external memory’ in the form of a 

calendar (which may be physical or digital). 

 
What benefits have you personally experienced or seen in someone else from using a calendar? 

• _______________________________       

• _______________________________       

• ________________________________________________________________ 

 

 

Take a look at the next page and discuss what other benefits you are experiencing.  
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Here are some of the benefits to using a calendar: 

• You don’t have to rely on your memory as much. 

• Not only can you see what educational activities and tasks are coming up, it also lets you see 

what has happened in the past. For example, it can be useful to estimate how much time you 

will need for something by looking back at how much time you spent on a similar task. 

• Your calendar can help you develop routines. 

• You can use your calendar to create a schedule for the things you want to or have to do. It can 

also help you complete the kinds of tasks you’re usually not in the mood for, such as getting 

exercise, household chores and studying. 

• It’s a fixed location for your to-do list.  

• Reducing the number of things you have to remember can be helpful. 

• If you use a digital calendar, you can set automatic reminders to help you remember certain 

activities (like transferring the rent each month, calling your sister every Tuesday, or taking your 

vitamins at 8 o’clock every morning). 

• Because you always have your calendar with you, it’s a good place to keep information you need 

regularly, such as a daily timetable or schedule and a list of important people (and their phone 

numbers). 

 

Current situation 

What type of calendar works best for you? Paper or electronic? 

• In an ideal situation, your calendar is always with you and you check your calendar every day, 

often several times a day. 

• If you use a paper calendar, how big is it? Pocket-sized or bigger? You have to find a balance 

between ease of use, 'style' and how much space you need to write things down. 

• If you use an electronic calendar, which system do you use? Google Calendar, iCal, Outlook, or 

rather something else? 

 

Answer the next questions and discuss them with your trainer. 

Do you already use a calendar? If so, what kind of 

calendar?_____________________________________________________________________________ 

If you already use a calendar, let's see how you use it. 

___________________________________________________________________________________ 

Do you write down your schedule in your calendar? If so, when do you do so? (distinguish between day, 

week, period, semester and year)________________________________________________________ 
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If you don’t yet have a calendar, what kind of calendar do you think would suit you best? 
___________________________________________________________________________________ 

___________________________________________________________________________________  

What are the obstacles you face in using a calendar? 

___________________________________________________________________________________ 

___________________________________________________________________________________  

How do you remember to come to this training course? 
___________________________________________________________________________________ 

 

How do you remember that you need to bring your workbook with you to these sessions? 
___________________________________________________________________________________ 

___________________________________________________________________________________  

How might using a calendar help you achieve your learning objectives? 
___________________________________________________________________________________ 

 

Information 

There is a difference between filling in a calendar for a day, a week, a period/semester and a year. In 

principle, you work from a long period to a shorter one. In the ideal case, for example 

o Once a year, you fill in the annual timetable (holidays, test weeks, class weeks) 

o Once per term/semester your term timetable (class days, subjects, deadlines for tests)  

o Once a week your weekly schedule (subjects per day, learning activities per day, 

activities in the field of work, hobby and social obligations). 

Descriptions of activities should become increasingly specific and concrete (what you will do and when, 

where, how you will do it). 

Then you need to check your calendar every day, and add to it and change things each day. See also 

session 8 Planning: calendar routine.  
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Exercise 
2.1 Calendar exercise for one week 

Read the following information and fill in the example calendar at the end of this session. 

• Next Wednesday at 3 pm you have to submit an assignment with your project group. 

 

• Plan a meeting with your group on Monday at 12 pm to work on the task. 

 

• During the meeting on Monday, you offer to collect the recording equipment (the video camera 

you’ll need on Wednesday) from the audio-visual department, which is at a different site. It would be 

a good idea to remind yourself to do this in plenty of time. 

 

Sometimes it can help to put extra reminders in your calendar so you can properly prepare for the actual 

activities you have in your calendar. 

 

   

 

Exercise 

2.2 Calendar exercise for one day  

Put the ‘plans for today’ below in your calendar with the associated tasks/activities. Use the blank 

example that you will find at the end of this session. 

Your plans for today (assume that today is a Wednesday): 

• Some time today you have to ring your friend Kevin and remind him about the study group meeting 

on Friday at 4 pm in the media library. 

 

• On Thursday between 12 pm and 1 pm, you have to fill in and submit a registration form for your 

sports club. 

 

• At 9 am on Thursday you have an orthodontist appointment to get your braces tightened. You also 

want to discuss the fact that you’ve been getting severe headaches once a week or so, and last 

Tuesday you actually vomited. 

 

• You have a piano lesson at 1.30 pm today. 

 

• Later, at 4.30 pm, you have an appointment with your lecturer to discuss an upcoming assignment. 

 

• You have plans to have dinner with Chris in a bistro that’s just opened, at Bakerstreet 5 at 6 pm. 
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• You have some homework that you have to do before you go to bed. 

 

• On Friday, you have to pick up the medication you’ve been taking for years from the pharmacy. 

 

What extra reminders would you want to add/note down before certain appointments? 

• What do you have to do before your study group meeting on Friday (e.g. ring a friend)? 

 

• What do you have to do before your trip to the chemist (e.g. request a repeat prescription)? 

 

• What do you have to do before the appointment with your lecturer about the assignment (e.g. think 

about the questions you want to ask)? 

 

TIPS 

o Use verbs to describe the tasks, and be as specific as possible. For example: ‘Read Chapter 2’; ‘Do 

the task on page 34’.  

o Indicate which activity you’re doing at any given moment using ‘blocks’ of time.  

o Remember to allow travel time in your schedule. 
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Home exercise 

 

➢ Choose a calendar that suits your specific needs and preferences. If you already use a calendar, make 

sure you always have it with you. 

➢ Write down all the things that you know will happen at fixed times/days in your calendar as much as 

possible. 

• The annual schedule. Think of test weeks, activity weeks, holidays and social obligations (e.g. 

birthdays). 

• The timetable for a term or semester. Think of the class schedule, tests per subject, deadlines for 

reports. 

• The weekly timetable. The class schedule for a week, the homework, assignments and activities 

in the area of work, hobby and social contacts. Make a clear note of whether the meetings are 

physical or online and allow for travel time. Fill your schedule as completely as possible for one 

week. 

 

➢ Decide how you can remind yourself of the next appointment and of the fact that next time you will 

have your (digital) training material and calendar to hand during a training session. 

• Some examples: 

o You can keep a binder with the sessions printed out in a fixed place, a home that you 

have made or online within a clear folder structure. 

o You can stick a post-it on the inside of your laptop. 

o You can put the alarm clock in your mobile phone as a reminder. 

o You can ask a person close to you, such as a housemate, to help you remember. 

 

• Briefly describe how you would like to help yourself remember the appointment and have the 

right materials at hand:  

 ___________________________________________________________________________________ 

___________________________________________________________________________________  
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Monday 
 

Tuesday Wednesday Thursday Friday Saturday Sunday 

6 am 6 am 6 am 6 am 6 am 6 am 6 am 

       

7 am 7 am 7 am 7 am 7 am 7 am 7 am 

       

8 am 8 am 8 am 8 am 8 am 8 am 8 am 

       

9 am 9 am 9 am 9 am 9 am 9 am 9 am 

       

10 am 10 am 10 am 10 am 10 am 10 am 10 am 

       

11 am 11 am 11 am 11 am 11 am 11 am 11 am 

       

12 pm 12 pm 12 pm 12 pm 12 pm 12 pm 12 pm 

       

1 pm 1 pm 1 pm 1 pm 1 pm 1 pm 1 pm 

       

2 pm 2 pm 2 pm 2 pm 2 pm 2 pm 2 pm 

       

3 pm 3 pm 3 pm 3 pm 3 pm 3 pm 3 pm 

       

4 pm 4 pm 4 pm 4 pm 4 pm 4 pm 4 pm 

       

5 pm 5 pm 5 pm 5 pm 5 pm 5 pm 5 pm 

       

6 pm 6 pm 6 pm 6 pm 6 pm 6 pm 6 pm 

       

7 pm 7 pm 7 pm 7 pm 7 pm 7 pm 7 pm 

       

8 pm 8 pm 8 pm 8 pm 8 pm 8 pm 8 pm 

       

9 pm 9 pm 9 pm 9 pm 9 pm 9 pm 9 pm 

       

10 pm 10 pm 10 pm 10 pm 10 pm 10 pm 10 pm 

       

11 pm 11 pm 11 pm 11 pm 11 pm 11 pm 11 pm 

       

12 am 12 am 12 am 12 am 12 am 12 am 12 am 
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Session 3 Prospective Memory 
 

Review home exercise 
What do you remember from the previous session, what examples do you remember and was it 

useful for you to reflect on this? 

Discuss the home exercise. How did it go? If you did not do the home exercise, discuss the reason 

why? 

 

Information 

Sometimes it’s possible to remember things that are going to come up in the future. This could 

include remembering that the time for your tutorial has changed, that you have a doctor’s 

appointment next Tuesday, that you have to reply to an email from a lecturer, that it’s your brother’s 

birthday at the end of the month, or that you promised to help your flatmate study for his driving 

theory test next week. 

The technical term we use for remembering these kinds of things is prospective memory, but we 

could also call it future memory.  

Prospective memory 

is the ability to remember things you have to do in the future. 

In other words, prospective memory is the ability to remember that you have to perform a particular 

task or action. To improve your prospective memory, you can train various skills and use certain 

strategies.  

Depending on the problems you experience with remembering what you have to do at a later time, 

using a calendar, looking at your calendar regularly, using memory aids, time management, task 

management (tasks chunking) and task management (to-do lists) are all things that might help. 

 

Note 

Better use of strategies for prospective memory will ensure that, as a student, you anticipate 

effectively and think about arrangements at the right time. You will feel less stressed and not be 

overwhelmed by tasks and activities. 
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Current situation 

At the moment, how do you make sure that you remember things you have to do in the future? 

_________________________________________________________________________________ 

_______________________________________________________________________________ 

What tools do you use to help you? 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

Where do you keep these tools? 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

How often do you use these tools? 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

 

How do you remember things if you don’t have your calendar at hand and your phone has a flat 

battery? 

__________________________________________________________________________________ 

_______________________________________________________________________________ 

How do you remember what the most important thing is that you should be giving attention 

to?________________________________________________________________________________ 

__________________________________________________________________________________ 
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Discuss with your trainer which skills and strategies you would like to pay extra attention to. 

Do you recognize this in 
practice? 
Student statements: 
 

Reason What skills  
or strategies can help 

I say “I’ll do it later” then 
forget about it. 

I don’t write down 
what I have to do. 

Session 2 Using a calendar 

I forget to take along the 
things I need for a class. 

I remember too late 
what I need. 

Session 4 Using memory aids 

Without my phone or 
calendar I can never 
remember anything. 

I haven’t trained my 
short-term memory. 
I don’t use memory 
aids. 

Session 4 Using memory aids 

I forget what I’m supposed 
to be thinking about 
because it doesn’t seem 
important. 

I’m not good at 
recognising what’s 
important, what I 
should be spending 
my time on. 
I lose sight of the big 
picture. 

Session 5 Time management 

I forget how I’m supposed 
to do the homework. I 
don’t know how I should 
tackle it. 

I write down what I 
have to do, but forget 
that a task comprises 
multiple components. 

Session 6 Task management: task chunking 

There are too many things I 
have to think about, I don’t 
know where to begin. 

I have too many things 
in my head and I lose 
sight of the big 
picture. 

Session 7 Task management; to-do lists 

I forget homework tasks. I 
write down what I have to 
do but then I never look at 
it. 

I don’t look at my 
calendar regularly. 

Session 8 Planning; having a calendar routine 

I’m not good at estimating 
how long tasks will take. 
 

I’m not good at 
recognizing that tasks 
are often bigger than 
they appear and 
comprise multiple sub-
tasks. 

Session 6 Task management: task chunking 
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What skills or strategies will you focus on to improve your prospective memory? 

1.  Skill or strategy _____________________________________________ 

Session ______ 

2.  Skill or strategy _____________________________________________ 

Session ______  

3.  Skill or strategy _____________________________________________ 

Session _____ 

4.  Skill or strategy _____________________________________________ 

Session ______ 

 

The trainer ensures that you receive the worksheets of the chosen sessions digitally and/or on paper. 

 

Choose the order in which the sessions are to be held. The order for the upcoming sessions is as 

follows: 

1. Session    ………………….. 

2. Session   ………………….. 

3. Session    ………………….. 

4. Session ………………….. 

 

 

 

  



29 
 

Session 4 Using memory aids 
 

Review home exercise 
What do you remember from the previous session, what examples do you remember and was it 

useful for you to reflect on this? 

Discuss the home exercise. How did it go? If you did not do the home exercise, discuss the reason 

why? 

 

Information 

It’s not always possible to remember everything using your calendar or a to-do list. Sometimes you 

have to remember something that you have to do in an hour’s time, such as ring a friend and tell 

them that you’re not coming for dinner, or ride your bike to a classmate’s flat to collect a textbook. 

These short-term situations require different strategies. In this case, you’re dealing with your short-

term prospective memory. 

Short-term prospective memory 

is the ability to remember things you have to do in the short term 

 

Demonstration 

Described below are six strategies that are effective. They’re actually all memory aids: they ‘aid’ you 

in remembering things.  

Write things on your hand 

• Don’t have any paper at hand? No problem! You will need a pen though. 

• Write the thing you want to remember on your hand as quickly as possible, or note it in 

another, more permanent place. 

• Draw a symbol on your hand so that you will automatically think of the thing that you can’t 

forget. 

Send yourself an email or app/chat message 

• For example: ‘Ring Carol’, ‘Pay the rent’, ‘Email the assignment’. This could also be a 

recorded message.  

• Keep the message highlighted (i.e. marked as unread) until you get around to giving it your 

attention. 

Visualise your task 

• The weirder, crazier and more specific the better! 

• For example: you have to ring your friend Rosa when you get home. Visualise an enormous 

telephone standing right behind your front door. On top of the telephone is a vase of roses. If 

you try to open the door, the vase of roses will fall off and the whole floor will get wet. When 

you get home and see your front door, there’s a higher chance that you’ll remember to ring 

Rosa. 
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Use an essential memory aid 

• This is when you use an ‘automatic place’. These are memory aids you can never miss 

because you’ll encounter them naturally. You’ll trip over them, as it were. 

• For example: 

o For things you have to take with you when you leave the house, hang them in a bag 

on your front door. 

o For things you have to take when you ride your bike, leave them next to your bike 

lock key. 

o Write on a post-it note and stick it to the inside of your front door.  

 

Talk to yourself about the consequences of forgetting to do something. 

• “If I don’t ring Rosa when I get home, she’ll think I’ve forgotten her birthday and I’ll feel 

really bad.” 

• “If I don’t pay that bill, they’ll probably send me a reminder and that will cost me extra.” 

• “If I don’t get my clothes out of the dryer straight away, they’ll get wrinkled and I’ll have to 

iron them. And I hate ironing!” 

 

Get someone to help you 

Of course, it’s better if you can learn strategies yourself for how to remember things. But if that 

doesn’t work, this can be helpful too.  

• Ask someone to help you remember that you have a task to do.  

 

Current situation 
Are you able to remember things without your phone or calendar? 

________________________________________________________________________________ 

Do you already use any memory aids? If so, what? 
________________________________________________________________________________ 

How might using memory aids help you achieve your learning objectives? 
_________________________________________________________________________________ 
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Exercise 
4.1 Remembering something important without a calendar 

• Think of something that you definitely have to remember but isn’t yet in your calendar or on 

your to-do list. 

• Think about all six of the memory aids described above and apply them to your own 

example. 

o Write it on your hand 

o Send yourself a message 

o Visualise your task 

o Choose an unmissable memory aid 

o Talk to yourself about the consequences of forgetting 

o Get someone to help you 

 

• Discuss which strategy most appeals to you and why 
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Home exercise 

➢ Over the next 3 weeks, keep track of how you use different memory aids, in addition to your 

calendar. 

 

➢ Think of and write down three to five situations in which you could use memory aids for 

things related to your study programme. 

  

➢ Remember, without using your calendar now, that the day after tomorrow you will send your 

trainer an app with a smiley face. 
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Session 5 Time management 

 

Review home exercise 
What do you remember from the previous session, what examples do you remember and was it 

useful for you to reflect on this? 

Discuss the home exercise. How did it go? If you did not do the home exercise, discuss the reason 

why? 

 

Information 
The number of different tasks you have to do on any given day is often higher than ten. It’s entirely 

possible that this could make you feel stressed, lose sight of the big picture, and not know where to 

begin. 

Time management 

is the ability to estimate how much time you have, to know how to divide it up 

and how to stick to time limits and deadlines.  

Time management is when you estimate the amount of time you need, or have available, to work on 

a task, while at the same time keeping enough time for other tasks. 

As a student, you often have more on your plate than just your studies; you have many obligations, 

such as your flat (particularly if you live alone), your student job and your social commitments. All of 

these tasks have to be done at some point. Your time is limited, so you have to make decisions about 

what to spend your time on. ‘Time is precious’ is an important statement in this context. Using a 

calendar is the main strategy for time management. 

Students who struggle with time management find it difficult to estimate how much time they have 

available and how long certain tasks will take. 

Note 

With time management, keeping your calendar up to date is essential. If you clearly record your 

exams, project work and other assignments for a study period, your calendar will give you an 

overview of what your days, weeks and months look like. By consciously giving certain tasks priority, 

you can work more effectively on your study programme. As well as school work, you should record 

other work (such as your job) and the time you spend on your hobbies and social contacts.  

 

Current situation 

How do you manage your time? 

_____________________________________________________________________ 

 

How do you think a time management approach might help you study more effectively? 

__________________________________________________________________________________ 

How might time management help you achieve your learning objectives? 

_________________________________________________________________________________ 
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Exercise 

For this exercise, you need to have at least one syllabus (digital) of a course you are taking this term 

at hand. 

5.1 Applying time management – writing in a calendar 

Try to make a time estimate for one section of the syllabus for one subject, for one week. 

Describe the time, the activity and how long it will take. Use verbs in your descriptions, e.g. Read 

........; Do the task on .........; Talk to .......  

Discuss your descriptions with your trainer, then transfer them to your calendar. 

Monday Tuesday Wednesday Thursday Friday Saturday Sunday 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

      

* You can write vertically in the above columns. 

 

Resources 

• Many lecturers create a homework schedule for their course. However, this schedule isn’t 

laid out in a nice grid that you can collect from your department. Ultimately, you have to 

decide for yourself when to do your homework and how long to spend on it. Adopting a pre-

made schedule requires extra time and effort. 

• There are guidelines for how long it should take to read books and articles. As a rough guide: 

5 pages per hour if you have to learn something, and 10 pages per hour if you only have to 

read it. Of course, this doesn’t take into account dyslexia, page size, font type, and whether 

the text is written in Dutch or English. 
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Information 

Urgency and Importance Matrix 

During a week/month/semester, there are lots of tasks you have to complete in order to be 

successful. Some tasks are important, some are urgent, some are both and some are neither. What 

do these terms mean? 

Important tasks 

are tasks that are critically important to achieving your goal. 

Urgent tasks 

are tasks that have to happen quickly; they involve time constraints.  

The grid below illustrates the use of these terms.  

Figure 1: Urgency and Importance Matrix 

 
 
 
More important 
 
 

 
 

Quadrant 
1. 

Crucial activities 

 

 
 

Quadrant 
2. 

Important goals 
 

 
 
Less 
important 

 
Quadrant 

3. 
Interruptions 

 
Quadrant 

4. 
Distractions 

 

  

Urgent 

 

Less urgent 

 

Note 

You can use this matrix as a strategy to schedule certain tasks. The matrix can also be used to obtain 

insights into your time management, by filling it in retroactively.  
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Current situation 

In which quadrant do you think most of the activities you perform belong? Why do you think that? 

______________________________________________________________________________ 

________________________________________________________________________________ 

 

Demonstration 

Here are some examples of tasks for each quadrant of the ‘Urgency and Importance Matrix’. It’s 

realistic that your time will be filled with a range of tasks involving varying degrees of urgency and 

importance. The aim is to not place all of the activities in the first quadrant. However, it’s important 

to leave enough time to do things that are important to you in the long term; your personal goals, 

such as passing your study programme. 

TIP 

Relaxation is as important as effort. You can’t concentrate continuously on your studies. It helps to 

schedule some relaxation time. Particularly if you’re the kind of student who spends a lot of time 

studying and thinks they’re never finished. And keep room in your calendar for unexpected things 

(your washing machine breaks down, you have to take the dog to the vet, or you want to help a 

friend move to a new flat). 

 
 
 
 
 
More important 

1. 
Crucial activities 
 
 
Examples 
Tasks with a deadline, crisis 
situations, solving immediate 
problems 
 

2. 
Important goals 
 
 
Examples 
Preventing problems, long-term 
projects/assignments, career 
planning, planning the rest of your 
studies 
 
 

 
 
 
 
 
Less important 

3.  
Interruptions 
 
 
Examples 
Phone calls, emails, meetings, 
certain urgent things 
 
 

4. 
Distractions 
 
 
Examples 
Wasting time, chatting, surfing the 
net, sitting around, etc. 
 

  
Urgent 

 

 
Less urgent 
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Exercise  
5.2 Urgency and Importance Matrix I 

 

Have a go at inserting each of the situations below into one of the quadrants of the matrix. Write 

the quadrant number beside the activity.  

  Read your friend’s Facebook page to see how her holiday went. 

  Start a long-term research project that has to be finished in two months’ time. 

  Call your mother back and let her know you’ll be an hour late for dinner. 

  Finish a home exam that must be submitted within the next hour. 

  Buy Christmas presents for your family (it is October). 

  Reply to day-to-day emails from colleagues. 

  Tidy your desk. 

______Orientation to internships for the next academic year 

______ Taking care of your pet. 
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Exercise  
5.3 Urgency and Importance Matrix II 

Write down your learning goal: 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

Write down all of the activities you did yesterday (or on another weekday). Include both big and 

small tasks and activities related to your study programme, your job, your hobbies and your private 

life. 

 

1.             

2.             

3.             

4.             

5.             

6.             

7.             

8.             

9.             

10.             

11.             

12.             

Place these activities in the right quadrants in the blank matrix below/on the next page.  
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Urgency and Importance Matrix II 

 

 

 

What stands out about the completed matrix? 

________________________________________________________________________________ 

________________________________________________________________________________ 

 

Where are the activities that relate to your studies? 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

  

 
 
 
 
 
More important 

1. 
Crucial activities 
 
 
 

2. 
Important goals 
 
 
 
 

 
 
 
 
 
Less important 

3.  
Interruptions 
 
 
 
 

4. 
Distractions 
 
 
 

  
Urgent 

 

 
Less urgent 
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Home exercise 

➢ Put all your commitments into your calendar: important meetings, deadlines and 

assessments from your current courses (check the syllabi), such as projects, reading, reports, 

tests and final products. 

 

➢ Track how you spend your time over the course of a day.  

 

➢ Think about how you can spend more time on Quadrant 2 activities. 
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Home exercise Urgency and Importance Matrix III 

Write down all the activities you did yesterday (or any other weekday). 

1.             

2.             

3.             

4.             

5.             

6.             

7.             

8.             

9.             

10.             

11.             

12.             

Place these activities in the appropriate quadrant in the empty matrix below. 

Important 1. Crucial activities 
 
 
 
 
 
 
 
 
 

2. Important goals 

Less important 3. Interruptions 
 
 
 
 
 
 
 
 

4. Distractions 

 Urgent 
 

Less urgent 
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Session 6 Task management: task chunking 
 

Review home exercise 
What do you remember from the previous session, what examples do you remember and was it 

useful for you to reflect on this? 

Discuss the home exercise. How did it go? If you did not do the home exercise, discuss the reason 

why? 

 

Information 

Several tasks for your study programme are recorded in your calendar. For example: write a report 

for course X, study for a test for course Y, or prepare to give a presentation for course Z. A task can 

be so huge that you don’t know where to start, and you lose sight of the big picture. Particularly if 

these tasks have to be completed within a couple of weeks. Task management is a skill you can use 

to regain that sense of the overall picture and get a clear idea of where to start.  

Task management can help you become a more effective student. There are two main ways to go 

about task management: task chunking (this session) and making to-do lists (session 7).  

Task chunking 

means breaking down large projects into smaller components 

Note 

Many students find that dividing up large projects reduces feelings of anxiety and stress. This is 

because you take something that appears overwhelmingly large and make it manageable by splitting 

it up into smaller steps. It’s easier to get started, because you’re lowering the psychological 

threshold. 

 

Current situation 

Have you ever split up a large project into smaller tasks? If so, give an example. 

______________________________________________________________________________ 

_______________________________________________________________________________ 

How might task chunking help you achieve your learning objectives? 

_________________________________________________________________________________ 
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Demonstration 

Say you have to give a thirty-minute presentation in two weeks’ time on one of the following topics: 

o The US elections in 2020 

o The European Parliament 

o The First World War in Belgium 

This is a big task. Below, work out with your trainer how you could divide it up into smaller 

components and write these components down. 

 

Large assignment:            

Smaller components: 

• ______________________________________________________________ 

• ______________________________________________________________ 

• ______________________________________________________________ 

• ______________________________________________________________ 

• ______________________________________________________________ 

• ______________________________________________________________ 

• ______________________________________________________________ 

 

 

TIPS 

o Use verbs to describe the tasks, and be as specific as possible. For example: ‘Read Chapter 2’; 

‘Do the task on page 34’.  

 

o Use the assessment criteria for a course from the syllabus or the format of a report to split 

up a task. For example, a report always has a number of fixed components: ‘Write an 

introduction’; ‘Research the literature’; ‘Describe the question’. 

  

o In fact, you can split up any task into numerous smaller components. If you don’t know how 

‘small’ the component should be, stick to tasks that will take a given unit of time, e.g. tasks 

lasting one hour. 
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Exercise 
6.1 Breaking down a large project into smaller components 

Take one of your syllabi for a course you’re working on at the moment. Have a think about it, then 

describe how you could break it down into smaller components. 

Large assignment:            

Smaller components: 

 

 Small components Estimated time 

1 
 

  

2 
 

  

3 
 

  

4 
 

  

5 
 

  

6 
 

  

7 
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Home exercise 

 

➢ Take one of your syllabi for a course you’re working on at the moment. Have a think about it, 

then describe how you could break it down into smaller components 

Large assignment:            

Smaller components: 

 

 Small components Estimated time 

1 
 

  

2 
 

  

3 
 

  

4 
 

  

5 
 

  

6 
 

  

7   
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Session 7 Task management: to-do-lists 
 

Review home exercise 
What do you remember from the previous session, what examples do you remember and was it 

useful for you to reflect on this? 

Discuss the home exercise. How did it go? If you did not do the home exercise, discuss the reason 

why? 

 

Information 

As described in session 6, task management is a skill for becoming a more 'effective' student. Besides 

task chunking, a second skill that task management promotes is making and using to-do lists. 

Tasks that have to be done on a certain day should be written in your calendar on the right day, at 

the right time. These include timetabled classes, tests, and activities at fixed times for your job or 

hobby.  

Other tasks, which aren’t restricted to a particular date or time, can be written in your to-do list. If 

you make a to-do list, it’s important to think about when you have to do these things (not the exact 

day, but the timeframe). Only then will the list help you to set priorities. 

Making and using to-do lists means identifying what you still have to do – 

things that are not tied to a particular day and time – 

then ranking them in order of priority and writing them down in a clear list. 

Note 

By writing down in a to-do list all of the various tasks and activities that pop into your head, you will 

have a better grasp of the big picture and you’ll free up more ‘space’ in your head. Because you’ve 

written it down, you can concentrate on performing another task. Your working memory won’t get 

overloaded. 

 

Current situation 

Do you already use a to-do list? If so, what kind and how do you use it? 

____________________________________________________________________________ 

If not, do you prefer paper or electronic? 

___________________________________________________________________________ 

Where would be the best place for you to keep your calendar and to-do list? Choose a place you will 

see and check regularly. 

_______________________________________________________________________________ 

If you use a digital to-do list, how can you make sure it is frequently displayed on your phone? 

_______________________________________________________________________________ 

How might ‘making and using to-do lists’ help you achieve your learning objectives? 

______________________________________________________________________________ 
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Demonstration 

A way to achieve a workable to-do list is described below. 

• Make a list of activities/tasks you want to and have to do. Use verbs as much as possible.  

• For each activity/task, think about whether you have to do it immediately, or whether it can 

wait until you have a bit more time. This will help make your to-do list less overwhelming. 

One way of setting priorities in your to-do list is to divide up your tasks into three different 

categories. 

 

Category When it must be done by 

High priority Today or tomorrow 

Medium priority Within a week or so 

Low priority Within a month or so 

 

Below you can see an example of someone’s to-do list: 

M Do the washing 

H  Pick up food for dinner 

M Clean the fridge 

H Respond to a job vacancy (by email) 

H Pick up medication from the pharmacy 

Tuesday and Thursday this week* Go to the gym 

H Do my readings for school 

H Write a research proposal 

By the 5th of this month Pay the rent 

L Make a dentist appointment 

M Buy a birthday card for my mother  

By the 28th of this month Return a book to the library 

L Get a spare key cut for the front door 

M Collect clothes from the dry cleaners. 

 

* If you can only make it to the gym at a certain time on Tuesday and Thursday, it would be better to 

schedule it in your calendar at that time on those days. If you’re not tied to a particular time, it can 

go on your to-do list.  

 

• Another option is to note the specific date or day when you want to perform that task, or 

note the deadline when the task must be done by. 
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Exercise 

7.1 Setting priorities 

Make your own to-do list (or check a to-do list you’ve already created). Use the blank list on the next 

page. 

Write down all of the things you have to do, or want to do, over the next week. Next, divide them 

into categories, depending on how important they are. You might like to use the ‘Suggested to-do list 

items’ on the next page.   

Category When it must be done by 

High priority (H) Today or tomorrow 

Medium priority (M) Within a week or so 

Low priority (L) Within a month or so 

 

To-do-list 

Priority level  
H- M- L 

Task 
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Suggested to-do list items 

(You can also keep this in your calendar!) 

GENERAL HOUSEKEEPING 

  

Make a schedule Do the washing 

Exercise Clean the kitchen 

Make plans for the holidays Put out/drop off the rubbish 

Make phone calls Mow the lawn 

Reply to emails Clean the bathroom 

 Change your sheets 

TRANSPORT Sweep the floor 

 Tidy your desk 

Repair a puncture Pay bills 

Load money on your public transport card Sort, deal with and file mail 

Change oil Look after your pet 

  

SCHOOL SHOPPING 

  

Buy books Withdraw cash 

Read a chapter of a textbook Buy clothing 

Apply for a scholarship Buy a present  

Return books to the library Supermarket 

Voluntary work for after-school programme  

Buy a USB stick SOCIAL 

Make an appointment with a lecturer Arrange to meet friends/fellow students 

Study for an exam Family birthday 

Write a report Organise a party 

Talk with a fellow student/lecturer  

Prepare a presentation  

Do an assignment   

  

  



51 
 

Home exercise 

➢ If you’re not using a to-do list yet, create a to-do list for the next week and the next month. 

 

➢ Decide whether to use a paper or digital version. Rank the activities using three levels of 

priority. For example, you can use post-it notes in three different colours, or create three 

digital lists with different formatting. 

 

➢ Choose a place to keep your to-do list. 

 

➢ If you’ve already made a to-do list but you’re not actively using it, look at whether you can 

improve the way you use it. 
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Session 8 Planning: calendar routine 
 

Review home exercise 
What do you remember from the previous session, what examples do you remember and was it 

useful for you to reflect on this? 

Discuss the home exercise. How did it go? If you did not do the home exercise, discuss the reason 

why? 

 

Information 
A calendar is only an effective tool if you look at it regularly! Ideally, you should check your calendar 
every day. You use your calendar both to anticipate and to record. To anticipate – which literally 
means ‘to look ahead’ – to read what you have to do on a given day and, for example, gather 
together all the things you’ll need that day (for your study programme). You’ll also take out your 
calendar whenever you want to make an appointment with someone and when you want to make a 
note of your homework.  
 
Creating a weekly schedule is also an important skill. This means having an overall look at your 
calendar at least once a week. You look at the coming week, think about the things you might have 
missed and the things you still have to do to make sure you’re ready for the week ahead. Of course, 
it’s useful to fill in a calendar each year, and to incorporate a term or semester timetable into your 
calendar a number of times during the year. Your weekly and daily schedules can then be derived 
from the calendar and term timetable.  
 
It’s good to build routines both for looking at your calendar each day and for making a weekly 
schedule.  

 

A calendar routine 

means using your calendar regularly, both to look at what you have to do and 

to record new tasks and arrangements. 

Linking tasks 

means developing a habit by attaching a new task to something that you 

already do automatically. 

 

Note 

Routines use less mental energy. Activities you perform as part of a routine become automatic. You 

don’t have to think about them anymore, and you don’t forget about them. By using your calendar at 

set times and in set places and updating your calendar each week, you will have a better sense of the 

overall picture. Connecting tasks and using automatic places will make checking your calendar easier.  
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Current situation 

How often do you check your calendar each day? 

          _________ 

Where do you come across your calendar each day? 

___________________________________________________________________________ 

Do you check your calendar at set times? If so, when? 

          __________ 

Do you create weekly schedules? If so, when do you do it? 

          ____________ 

Do you create term or semester timetables or use a calendar? If so, when do you do it? 

          ____________ 

How might developing a calendar routine help you achieve your learning objectives? 

______________________________________________________________________________ 

 

Demonstration 

Discuss with the trainer how you automatically think about checking your calendar every day. 

Now that you use a calendar, you need to focus on regularly checking what’s in it. Plan to check your 
calendar one to three times a day (or more often if you’re busy or you have a tendency to forget 
things). Remember to always take it with you.  
 
The strategies described below will help you remember to check your calendar, but are also useful 
for remembering other tasks.  
 
How are you going to remind yourself to check your calendar?  

 

Making a daily connection with something you already do  
By writing a reminder on a post-it note and sticking it up somewhere you’ll see it often, it will quickly 
become automatic.  

• When you get up (a post-it note on your alarm clock, light switch or something else you have 
to touch).  

• When you eat breakfast (a post-it note on the box of muesli, the handle of a kitchen 
cupboard or something else you have to touch).  

 
Do you have any other morning rituals? What automatic activity and backup system are you going to 
use?  
_______________________________________________________________________________ 

_______________________________________________________________________________ 

_______________________________________________________________________________ 
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Automatic places  
are places where you see something that you have to remember.  

  
Use an automatic place. This is a place where you will see your calendar every day so that you’ll 
remember to check it. You’ll trip over your calendar, as it were; it will be nearly impossible not to 
check it.  
o Some people already use their own ‘automatic places’. Where you live, do you have a place 

where you always keep your keys? A place where you put your glasses? A place where your 
school books are? 
_______________________________________________________________________________ 

______________________________________________________________________________ 

o In what automatic place would you like to keep your calendar so that you’ll see it? Examples: In 

the ‘home’ for your personal belongings, sticking out of your bag where you can see it, on the 

kitchen table, on the door handle, above your alarm clock or slipped into your shoe. 

______________________________________________________________________________ 

______________________________________________________________________________ 

 

 

 

Exercise 
8.1 Making a weekly planning  

1. What day of the week would work best for you to have a weekly planning session? Why that 

day? 

________________________________________________________________________________  

________________________________________________________________________________ 

2. What are the differences between daily checks and the weekly planning session? 

_________________________________________________________________________________ 

_________________________________________________________________________________  
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3. Look at your calendar for the coming week. Note the forgotten or extra tasks for your study 

programme, your personal arrangements and activities related to leisure time/sports/hobbies.  

 

Study programme / course tasks  
__________________________________________________________________________________ 

__________________________________________________________________________________ 

Personal arrangements  
__________________________________________________________________________________ 

__________________________________________________________________________________ 

Leisure time / hobbies / sports activities  
__________________________________________________________________________________ 

__________________________________________________________________________________ 

Write the forgotten or extra tasks in your calendar. 

 

4. Do you use a to-do list? See which tasks you can move from the to-do list into your calendar and, if 

necessary, move tasks from high priority to medium priority and from medium priority to low 

priority. 

 

 

Exercise 
8.2 Making a term or semester planning and annual planning 

When do you make a term or semester planning? When to plan for the year? Why at that moment? 

What do you write down? 

________________________________________________________________________________  

________________________________________________________________________________ 

 

TIPS for weekly and daily schedules  
o Use verbs to describe the tasks, and be as specific as possible. For example: ‘Read Chapter 2’; 

‘Do the task on page 34’.  
o Indicate which activity you’re doing at any given moment using ‘blocks’ of time.  
o Remember to allow travel time in your schedule.  
o Another option is to automatically schedule an hour each day to work on activities for your 

study programme. This means you don’t have to think about what you’re going to do – you 
can work that out when the time comes – but you know that you’ve scheduled time for it.  
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Home exercise 

➢ Try to develop a routine for checking your calendar each day and connecting it to another 

task. 

 

➢ Plan to check your calendar one to three times a day, or more often if you’re busy or you 

have a tendency to forget things. Remember to always take it with you. 

 

➢ Choose a time to go over your weekly schedule. Describe the various activities – for your 

study programme, in your personal life, and ones related to sport/leisure time. Update your 

to-do list as well. 

 

➢ If you haven’t yet filled in a calendar or created a term/semester timetable, do that too. In 

the calendar, you can record things like teaching weeks, exam weeks and holidays. In the 

term timetable, record your courses, deadlines, and the days on which you have classes. 
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Session 9 Planning: meeting a deadline   
 

Review home exercise 
What do you remember from the previous session, what examples do you remember and was it 

useful for you to reflect on this? 

Discuss the home exercise. How did it go? If you did not do the home exercise, discuss the reason 

why? 

 

Information 

Meeting a deadline 

means sticking to a time limit – a final date – by which certain work or a 

process must be completed. 

Nearly all activities you do as part of your education will be assessed at a certain moment. You often 

have to complete a course within ten weeks by submitting a report, sitting a multiple choice test or 

giving a presentation. Meeting a deadline usually causes some stress, but it can cause extra stress if 

you have very little (or too little) time to prepare, if you’re dealing with multiple deadlines, or if you 

don’t have an overall picture of what you have to do. Accordingly, good planning is the most 

important skill. 

Some students think they perform best under pressure, and can only concentrate properly on their 

work immediately before the deadline. However, studies show that this approach uses more energy 

(such people are extremely tired after the deadline) and that the results are not as good as when 

people plan better and start the learning activities earlier.  

Note 

You can meet a deadline without stress, or at least with less stress. You can keep a sense of the 

overall picture and you can allocate your energy better.  

To meet a deadline, there are a number of steps you can take 

• Define the goal or the deadline in measurable, concrete terms. 

• Brainstorm the steps that are necessary to achieve the goal or meet the deadline. It may be 

helpful to start with the goal and work backwards. 

• Make sure all of the steps are in the right order. Next, work out when each step must be done 

by, to achieve your goal or meet your deadline. 

• Schedule time in your calendar to complete the steps. Give yourself a bit more time than you 

think you need to do each step. Urgent things may crop up in the interim and mess up your 

schedule. If you allow yourself a little extra time, these urgent things shouldn’t cause a problem. 

• Evaluate the timeline for each step to check that it’s realistic. You might need to change the 

order of the steps or add a few more steps along the way.  
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Current situation 

Did you meet all your deadlines in the past six months? 

If so, how did you manage that 

__________________________________________________________________________________ 

If not, why do you think that was?  

_______________________________________________________________________________ 

 

Did it bother you that you didn’t get everything done? 

_______________________________________________________________________________ 

How might planning and learning how to meet deadlines help you achieve your learning objectives? 

______________________________________________________________________________ 

Demonstration 

Discuss with your trainer the order and timeframe for the following goal: 

On 20 June, you and your flatmates are having a party. 

Today is the 7th of May. 

We’ve already worked out the steps for you. 

Start by discussing the order, then work out how long they will take and assign a date. 

 

Order Step Schedule 
 

duration date 
 

 Send out digital invitations    

 Make a list of email addresses for everyone 
we want to invite 

  

 Hold meeting with housemates to discuss the 
theme of the party, the activities we will be 
doing and the number of people we want to 
invite  

  

 Design the invitation   

 Decorate the house, and prepare snacks and 
drinks  

  

 Do the shopping   

 Check how much we've spent and settle the 
costs with each other 

  

 Check how many people we definitely expect 
to come 
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Compare your schedule with the schedule your trainer shows you. Are there any differences? If so, 

what is the reason for these differences? 

 

 

Exercise 

9.1 Setting a goal and making a planning for yourself 

Use the worksheet below to plan an important goal. Take out a syllabus of a subject you are 

following in the coming period. 

For example: ‘By February 6th, I have to have studied the study materials for my Communication 

course, namely the book X, the lectures, and the tutorial tasks’. 

Start by describing the steps (= the tasks / activities) 

Indicate the order (= the order in which you will do the tasks/activities) 

Think about how much time you will need, and refer to your calendar to work out when you will do 

each task. 

Then write the tasks and dates in your calendar. 

 

Define the goal of the project: 

  

  

 

Order Step Timetable 
 

Duration Date 
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Home exercise 

➢ Use the planning table to help you make a schedule for a second important goal you need to 

achieve or a deadline you need to meet. 

 

 

Define the goal of the project: 

  

  

 

Order Step Timetable 
 

Duration Date 
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Session 10 Task initiation: the 8 U’s 
 

Review home exercise 
What do you remember from the previous session, what examples do you remember and was it 

useful for you to reflect on this? 

Discuss the home exercise. How did it go? If you did not do the home exercise, discuss the reason 

why? 

 

Information 

Task initiation 

is the ability to begin a task efficiently and without stalling. 

Students who have problems with task initiation find it difficult to start homework and/or 

assignments, among other things. You might recognise the problem, you might know you need to 

study or to write a report, but you can’t manage to get started. For whatever reason, you put it off. 

Sometimes you occupy yourself with other, less important tasks. But … one way or another, you can’t 

stop thinking about it. Constantly thinking about a task you’re putting off takes a lot of mental energy 

and doesn’t produce a study result. Postponing tasks that you actually want to do and have to do, 

when you know that postponing might lead to extra stress, is called ‘procrastination’.  

Another situation you might recognise is that when you do finally get to work on your study task, it 

actually isn’t that bad. You wonder why you put it off for so long. You could draw a parallel with a 

stationary car; it has a working engine, but the starter motor keeps failing.  

To apply the right skills and strategies, it’s important to first identify the main reason why you don’t 

get round to starting. 

Different measures are required, depending on whether the reason you don’t get started is because: 

- you don’t have a clear overview; 

- you’re dreading it because it’s too much work or because you don’t understand what you have to 

do; 

- other things are more important, or appear to be; 

- you’re distracted; 

- the space is not inviting; or 

- you don’t see the point of the task.  

This list shows that task initiation is not a purely cognitive skill. However, there are a number of skills 

and strategies that can help you start your study tasks more quickly and effectively. 

Note 

Starting a task more quickly and effectively helps you study more efficiently and uses less mental 

energy. 
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Current situation 

As described above, it is important to find out the reason why you do not get around to starting a 

task. 

Describe and discuss with your trainers a moment in the past week when you put off a task that you 

had to do or wanted to do for your study programme.  

You can also keep track of this for the week to come.  

 

What were you supposed to be doing? 

_________________________________________________________________________ 

_________________________________________________________________________ 

What did you actually do, instead of working on your task? 

_________________________________________________________________________ 

_________________________________________________________________________ 

Why? 

__________________________________________________________________________ 

__________________________________________________________________________ 

What were the circumstances, what kind of environment were you in? At home, with friends, in your 

room ...? 

 

__________________________________________________________________________ 

__________________________________________________________________________ 

Were you alone? If not, who were you with at that moment? 

__________________________________________________________________________ 

__________________________________________________________________________ 

  

Based on your description, discuss with your trainer whether it is due to one of the 8 U's on the 

next page. 
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The 8 U’s 

The 8 Possible 
cause/obstacle 
‘U’s 

How do you recognise this in 
practice? 
Student statement: 

Reason Possible skills/strategies 

Unaware 
 

I have no idea what I’m 
supposed to do, I didn’t write 
down the homework, I don’t 
know when I have to finish it 
by. 
I don’t know how much time it 
will take me. 

Lack of knowledge Session 2 Calendar Use  
Session 5 Time management 
Session 6 Task management: 
task chunking 
Session 7: Task management: 
to-do-lists 
Session 8: Planning: calendar 
routine 

Unable 
 

I can't start my study 
assignments because I can't do 
what I have to do without help. 

Lack of resources/ 
accommodation/ support 

Organise resources or 
learn compensating skill > 
include others  

Unskilled 
 

I can’t start the homework 
because I don’t know how to do 
it. 

Lack of skills/ resources Session 6: Task management: 
chunking tasks  
or 
Organise resources for 
explanation and demonstration. 
Practice with instruction from 
other person or digital 
instruction 

Unused to it 
 

I can’t start the homework 
because it’s a long time since 
I’ve done any homework. It’s 
not part of my routine. 

Lack of experience Session 2 Calendar use 
Session 5 Time management 
Session 7 Task management: to-
do-lists 
Session 8 Planning: calendar 
routine 
 
Choose different circumstances 
(e.g. library, work space)  
Choose for extra resources (e.g. 
study group, homework centre) 

Uncertainty 
 

I can’t do homework because 
I’m afraid that  
it will be too much or 
too difficult. 

Lack of self-confidence Session 6 Task management: 
chunking tasks 
Session 9 Planning: meeting a 
deadline 
 
Experiencing and emphasising 
success/reward successes 

Unprepared / 
unthinking  
 

I don’t know exactly what I 
have to do, or what I need in 
order to do it. 
 
 

Lack of preparation Session 1 Organising 
Session 2 Calendar use 
Session 6 Task management: 
chunking tasks 
Session 8 Planning: calendar 
use 

Unwilling I don’t see the point of the task 
and would rather do other 
things. 

Unaware of the purpose Discuss the learning goal 
(involve others) 

Unhelpful 
circumstances  

I’m often distracted by things 
around me that demand my 
attention. 
 

Distracting circumstances Session 13 Concentrating: 
reducing distractions 
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The 8th U: Improving circumstances 

Where you are, who you are with and what is going on at the time you want to study can influence 

the effectiveness of your efforts considerably.  Both positively and negatively. However, you are not 

a victim of circumstances if you make conscious choices. 

Where? Consciously choose a place to study 

1. A place other than home 

You can choose to go somewhere else to study. For example, in another person's home (friend or 

parents). 

2. Studying at home 

There is less and less of a strict division between work and private life. Many lectures and meetings 

take place online. When you work at home, it is important to adjust the circumstances so that you 

end up in a work/study atmosphere. People who work very effectively at home cite the following as 

the most important measures: 

• Create a quiet, uncluttered space. Look out onto a quiet wall or a peaceful view. It seems 

that people perform best in a 'Scandinavian' decorated space (light, natural materials and 

comfortable).  

• Sit somewhere other than where you sit to relax. For example, at an uncluttered part of your 

table or empty desk, on a different chair, standing up straight. 

• Dress differently. It can help if you put on shoes instead of slippers and trousers instead of 

pyjamas. 

• Reduce distractions from sounds, visual images and social media.  

• Lower the threshold by setting up a (kitchen) alarm clock (app). For example, you start with 

half an hour's work for your training.  

 

With whom? Make a conscious choice to study alone, or with the right study partner or other 

person who supports you. 

1. A serious study partner 

If you choose to study with someone, make sure you choose a person who will help you study more 

effectively. This can of course also be done digitally. Name and describe in concrete terms how 

someone can help you work on your study tasks.  

• Will you study together in order to at least be able to spend the breaks together? 

• Would you like help and extra explanation from the person you are going to study with? 

• Do you want to use someone as a big stick, someone who encourages you and who will 

possibly check with you afterwards whether you have completed your tasks? 

 

2. Studying in a group 

Sometimes there are study associations, homework classes or groups that study together. This can 

be literally in the same room or it can be via a digital environment. The aim is always to support each 

other in starting - and making - study tasks. You can always make a call yourself and start a study 

group. 

 

3. A person who supports you as ‘Body-double’ 

‘Body double’ is a term from the world of film and theatre. The person performs as a stand-in or 

stuntman or woman. Like a shadow figure. In education, this means that you can choose to work 

with someone in the same environment. This can be a friend or another person that you experience 
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as supportive. It is not important that this other person is working on the same task, but that he or 

she is working in a way that does not distract you. For example, while you are at the kitchen table 

working on your studies, your flatmate may be ironing shirts. The body-double can also be someone 

who (digitally) 'picks you up' to work on the same study task at the same time. You experience social 

pressure to continue working on your studies, because you would notice if you were not doing 

anything or if you were busy with other things.  

 

What happens around you? 
If there is a crisis situation, it is logical that you cannot study properly. When you think of a crisis, 

think for example of situations in which it is very unpleasant or unsafe in your home situation or the 

fact that there are unpleasant issues in the relationship sphere. But, if you are distracted by noise, 

visual or other stimuli, reduce these. 

What skills or strategies do you want to focus on in order to improve your task initiation? 

1.  Skill or strategy _____________________________________________ 

Session ______ 

2.  Skill or strategy _____________________________________________ 

Session ______  

3.  Skill or strategy _____________________________________________ 

Session _____ 

4.  Skill or strategy _____________________________________________ 

Session ______ 

The trainer will ensure that you receive the worksheets of the chosen sessions digitally and/or on 

paper. 

 

Choose the order in which the sessions are to be held. 

The order for the upcoming sessions is as follows: 

1. Session    ………………….. 

2. Session    ………………….. 

3. Session    ………………….. 

4. Session    ………………….. 
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Exercise 

10.1 Starting a task 

Work for half an hour on a task for your study programme. 

• Look at your calendar and choose a task you understand. 

• Set an alarm for 30 minutes. 

• Be prepared; gather everything you need: syllabus, textbook, ppt, notes, and school laptop 

or computer. 

• Find a quiet place. 

• Reduce distractions. Turn off your phone, or set an app to make sure you won’t be disturbed. 

• Relax. Pay attention to your breathing, place a glass of water within reach and check your 

posture. 

• Start studying. Stop when the alarm goes off. 

• Discuss your experience with your trainer. 

 

Home exercise 

➢ If you’re still not clear on why you find it hard to start tasks, over the next week take note of 

which tasks you wanted to do or had to do, and what you did instead. 

 

➢ Try to start a school task three times this week, spending about 30 to 45 minutes on it. 
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Session 11 Conversational attention 
 

Review home exercise 
What do you remember from the previous session, what examples do you remember and was it 

useful for you to reflect on this? 

Discuss the home exercise. How did it go? If you did not do the home exercise, discuss the reason 

why? 

 

Information 

Being able to pay attention during conversations is the key to understanding and remembering 

information that you need. It is possible that sometimes you have trouble concentrating while 

someone is talking to you. This happens to everyone sometimes, especially when the topic is too 

boring or too complex. We often get in trouble with teachers, fellow students, or other significant 

others when we have trouble paying attention during conversations. For example, you forget 

important instructions and therefore don't know what to do. And.... then go back to that difficult 

teacher to ask for an explanation.... To avoid the latter, you apply LEAP. 

LEAP 

represents the skills you can apply to keep your attention better during 

conversations. It is about Listening actively, Eliminating distractions, Asking 

questions and Paraphrasing. 

Listen actively 

Use nonverbal behaviors to convey that you are listening. 

• Turn toward the speaker. 

• Open your posture, relax, avoid “closed” body language (e.g. keep your arms crossed in front 

of your chest). 

• Lean toward the speaker. 

• Maintain adequate eye contact. 

•  

Eliminate distractions 

What sorts of distractions affect your conversations? Phones? Kids? TV? Computer? Pets? Loud 

roommates? How can you reduce these distractions? 

Ask questions 

Ask questions for clarification. 

Ask the speaker to slow down, repeat information, or explain something in a different way. 
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Paraphrase (summarise) 

Repeat information back in your own words, which will help you understand, pay attention to, and 

remember the information later. 

Parafrasing helps ensure that you’ve understood the information correctly. It gives the speaker a 

chance to correct any misunderstandings. 

Note 

Improve your attention span during conversations which will help you remember verbal information. 

 

Current situation 

Do you have difficulty concentrating during conversations? If so, how often do you find it difficult 

(per day)? 

__________________________________________________________________________ 

 

What is the main reason you find it difficult? 

__________________________________________________________________________ 

 

__________________________________________________________________________ 

What do you do at this moment, when you notice that you did not hear what was 

said?_______________________________________________________________________ 

 

___________________________________________________________________________  

How can 'concentrating during conversations' help you with your learning objective? 

___________________________________________________________________________ 
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Demonstration 

Conversational attention 

Here’s an example of how paraphrasing and asking questions can help you pay attention during 

conversations.  The trainers reads what the academic counsellor says, and then you can read the 

paraphrased response: 

The academic counsellor says: You paraphrase: 

I have looked at your results for the past few 
years and I am a little worried about your 
results in the research subjects. Two years ago 
you had a lot of trouble passing the first 
research course; after two chances you scored a 
5.5. Now I see that you have failed both 
research courses again this year, a 4.1 and a 
4.8. 
Normally, I look at the study approach with a 
student when I have some concerns, but in your 
case I think we have to go another way as it 
specifically concerns the research subjects. 
Would you like to check what you find difficult 
about the research subjects? For example, is it 
the maths that you find difficult, do you find it 
hard to motivate yourself for these subjects, do 
you have trouble absorbing the material? It 
might also be an idea to see if you can find a 
fellow student who is good at these subjects to 
see if he/she is willing to help you. Or you could 
look for tutoring somewhere. I'd like to hear 
about your progress though, so let's make an 
appointment in a week and I'd love to hear 
what you've come up with to work on these 
subjects." 

“Okay, if I understand correctly, you are 
worried about my performance in the research 
subjects. You advise me to think about what 
exactly I find difficult in these subjects because 
the other subjects are going well. I will also see 
if I can ask a fellow student for help or if there 
are any possibilities for tutoring. Next week 
we'll make an appointment to discuss my 
findings in order to come to a plan together on 
how I can pass these subjects. Is that right?" 

 

If the academic counsellor speaks too quickly, it may be necessary to ask him to repeat himself or to 

ask him to speak more slowly. You can say: "This was a lot of information and I want to be sure that I 

understood you correctly. Can you tell me again what I need to do, and can you speak a little more 

slowly?"   
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Exercise 

11.1 Applying the LEAP skills 

1. Choose a topic from the list below. 

2. Talk about this topic for 3 minutes. 

3. The trainer will demonstrate the LEAP skills, focusing on questioning and paraphrasing. 

4. Swap roles. The trainer talks for 3 minutes and you apply the LEAP skills. 

 

Possible topics of conversation 

The worst weather I’ve ever experienced Holiday 

The most important thing I learned in the past year A challenge I overcame 

How did I end up on this study programme? My favorite movie 

The last time I was away for a weekend My hobby 
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Demonstration 

Paying attention to verbal instructions 

Often you will receive verbal assignments and instructions during your study programme. It is then 
important to paraphrase to make sure you have understood the task. Understanding verbal 
instructions is a skill that is needed in almost all situations.  
 

• Example: You’re at home and your roommate reminds you that it’s your turn to clean the 

kitchen today. She tells you that “the dishwasher needs unloading, there are dishes in the 

sink, the floor’s a mess, and the pizza that you baked last night leaked melted cheese all over 

the bottom of the oven.” She says she also “noticed a couple of yogurt containers of yours in 

the refrigerator that are past their expiration date.”  

 

• To make sure you heard and understood everything, you want to paraphrase back something 

like this: “Let me make sure I got everything you said: dishes, floor, oven, and yogurt?” Notice 

how simple you can make the task by identifying the four main parts. Notice how you’re 

reducing “information overload” by focusing just on the four main parts. Again, this is simple 

paraphrasing, just like we’ve been practicing for conversational attention. 

 

 

Exercise 

11.2 Following verbal instructions 

• Practise with three scenes described below. The trainer gives the verbal instructions each time. 

 

• Apply the LEAP skills in steps: 

1. L > Listen carefully to the person giving instructions. 

2. E > remove distractions, turn off your phone or music or go to a quiet room where you can 

listen properly. 

3. A > If you are confused about what was said, ask the person to repeat the instructions. 

4. P > Paraphrase the instructions back to the person. 

5. A > If there are still ambiguities, ask (more) questions. 

 

➢ Discuss with the trainer how you applied the LEAP skills. 
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Scenes to use in role-plays: 

1. Autumn break 

It is autumn break, and you have just arrived home to find that your parents have installed a 

new alarm system in the house. They are not around, so you call them to ask for directions 

on how to deactivate the alarm system. 

2. At school 

It is your first day at a new school, and you approach a staff member because you are lost. It 

is a large building, and you are not sure how to find the room where your class is starting in 3 

minutes. 

3. Baseball game 

You are driving to a friend's baseball game. Your friend has given you unclear directions so 

you can't find it. You pull over to the side of the road and ask a stranger for help. 
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Home exercise 

➢ Continue to practice the LEAP skills to keep attention during conversations. 
 

➢ Practise deliberately once in your home situation and once at the school, for example when 

making appointments with a project group or homework given by a teacher. 
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Session 12 Task attention 
 

Review home exercise 
What do you remember from the previous session, what examples do you remember and was it 

useful for you to reflect on this? 

Discuss the home exercise. How did it go? If you did not do the home exercise, discuss the reason 

why? 

 

Information 

You can spend hours working on study tasks. In higher professional education, it is expected that you 

will spend approximately 40 hours per week on your studies. This includes attending lectures and 

working in groups. On average, this works out to around 20 hours of independent study per week. It 

can be very tiring to concentrate for long periods of time. You become easily distracted. Distractions 

can come from you, from your own head (when your thoughts wander) or from your surroundings.  

There are two main strategies that can help you to stay focused  

a. Self-talk  

b. Take breaks 

 

The first strategy 

a. Self-talk 

means talking to yourself (in your head or out loud) while you’re doing a task. 

 
That might sound weird, and in the beginning it can take a while to get used to talking to yourself 

while you’re doing a task, but you’ll notice that the more often you do it, the more natural it 

becomes and the better it works. You repeat to yourself the steps of the activity you’re doing, while 

you're doing it. For example: Packing textbooks, opening a software program, writing an email to 

Person X. 

 

Note 

By using self-talk, you can keep your attention on tasks that you want to perform one after another. 
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Current situation 

When do you use self-talk in your everyday life? These moments might be related to your studies, 

but they don’t have to be. 

__________________________________________________________________________________

__________________________________________________________________________________

_________________________________________________________________________ 

If you’re not used to using self-talk, try to think of study-related situations in which you think self-talk 

could help you. Think about people you know who use self-talk. 

__________________________________________________________________________________

__________________________________________________________________________________

_______________________________________________________________________________ 

 

How might self-talk (concentrating during a task) help you achieve your learning objectives? 

__________________________________________________________________________________ 

 

Demonstration 

The trainer will demonstrate self-talk for a task. The trainer will talk to him/her self about the 

progress of a task and names the sub-tasks.  

 

Print out the pages for exercises 12.1, 12.2a and 12.2b or use a digital application such as 'Paint' to 

mark the figures. 

 

 

 

Exercise 

12.1 Task attention – letter/picture task- self talk  

• Practice with self-talk while doing the exercise. You will receive a verbal instruction from the 

trainer.
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b. Taking a break 

is a temporary interruption of an action, with the intention of having a rest and 

then picking up where you left off with fresh determination.  

A second strategy to help you concentrate on your task is to take a break. Anyone who has to 

concentrate for a long time experiences times when their attention drifts. When this happens, you 

might find you have to read something three times before the meaning penetrates your brain, or you 

notice that your pace of work slows down. Taking regular breaks sounds logical, but consistently 

taking breaks and using them to relax is a real challenge for most busy people. Particularly if there’s 

time pressure, you often think that you can’t spare the time to take a break. 

Note 

Taking a break helps you keep your energy levels up and has a direct effect on your productivity. 

 

Current situation 

Do you take breaks while working on tasks for your study programme? 

________________________________________________________________________________ 

How often? How long? 

_________________________________________________________________________________ 

What do you do during these breaks? 

_________________________________________________________________________________ 

What effect does taking a break have on your concentration? 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

How might taking a break (concentrating during a task) help you achieve your learning objectives? 

__________________________________________________________________________________  
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TIPS 

Below, we list a number of strategies that work in practice. 

Only you can decide when you need to take a break, how long the break should be, and what you’d 

like to do during the break. 

1. Do physical exercise for 30 seconds  

o Do exercises for 30 seconds to loosen your neck 

o Walk around for 30 seconds 

o Massage your neck 

o Close your eyes and count to 30 

o Stretch your legs, stretch your arms 

o Rest your head on your knees  

o Shake your hands, flap your hands, wave your arms in circles 

o Do 10 squats 

 

2. Leave your work area 

Walk into a different space, head to the cafeteria or another classroom. Literally let go of your work. 

You associate the place where you work with work, so by physically leaving that place you can come 

back to your work with fresh eyes.  

 

3. Take a power nap 

If you feel really drowsy, a short nap can really help you recharge. Research shows than 20 minutes is 

effective. https://www.everydayhealth.com/sleep/power-naps-the-benefits-how-long-they-should-

be-and-when-they-work-best/ 

 

4. Go for a ten-minute walk outside. Fresh air and time in green surroundings can help you relax and 

change your mindset. What works for primary school children – walking a mile (= 1.6 km) outside 

each day – works for young people and adults too (study: https://thedailymile.co.uk/research/). 

 

5. Eat something healthy or drink some water. 

Studying takes energy. People with low energy can’t think clearly. Food that is known to boost 

productivity includes: Fish, nuts, seeds, chocolate, avocado, blueberries, wholegrain products and 

raw carrots. 

 

 

https://www.everydayhealth.com/sleep/power-naps-the-benefits-how-long-they-should-be-and-when-they-work-best/
https://www.everydayhealth.com/sleep/power-naps-the-benefits-how-long-they-should-be-and-when-they-work-best/
https://thedailymile.co.uk/research/
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Exercise 

12.2 Task attention: self-talk and taking breaks 

During the next two exercises, try using self-talk and take breaks when necessary. The exercises are 

not hard, but you have to concentrate on them. Exercises (a) and (b) are intended to be done one 

after the other. You can decide for yourself whether to take a break, when to take one, and what to 

do during your break. 

 

• 12.a Sequence ordering 

Determine whether the steps described are in the right order. Tick ‘Yes’ or ‘No’. If you tick ‘No’, 

indicate what you think the correct order of the steps is. NB: If there are multiple options for the 

correct order, describe all of them and explain your reasons. 

• 12.b Word search 

At page 87 is a list of words. All of the words can be found in the grid. They are scrambled, and 

may be printed horizontally, vertically or diagonally. Find the words and draw a line through 

them. 

  



84 
 

Exercise 12.2a Task attention self-talk and taking breaks – Sequence Ordering 

 

 1) Studying for a test 6) Changing a light bulb 
 1. Gather your study materials  1. Check that you’ve switched the light off 
 2. Study the study materials  2. Screw in a new bulb 
 3. Sit the test   3. Unscrew the old light bulb from the fitting 
    4. Test the new light bulb 

 

  Yes  No   Yes  No 

 

 2) Hanging a painting 7) Sending a birthday card 
 1. Hammer the nail into the wall  1. Write a message in the card 
 2. Find a place for the painting   2. Select a card 
 3. Hang the painting on the wall  3. Seal the envelope 
    4. Put the envelope in the post box 

 

  Yes  No   Yes  No 

 

 3) Making your breakfast 8) Borrowing a book from the library 
 1. Get a bowl  1. Go to the library 
 2. Pour muesli into the bowl  2. Search through the shelves of books 
 3. Pour milk over the muesli  3. Pick up the book you want 
 4. Eat with a spoon  4. Get the book scanned 

 

  Yes  No   Yes  No 

 

 4) Drinking a cup of coffee 9) Calling a friend 
 1. Order your coffee  1. Pick up your phone 
 2. Pay for the coffee  2. Key in the number 
 3. Go to a café  3. Wait until your friend picks up 
 4. Drink the coffee  4. Say hello 

 

  Yes  No   Yes  No 

 

 5) Ordering a pizza 10) Buying an ebook on Bol.com 
 1. Call a pizza delivery service  1. Go to bol.com 
 2. Tell them your order  2. Select the book 
 3. Look up the phone number of a 

pizza delivery service 
 3. 

4. 
Put the ebook version in your shopping 
basket 
Pay for your purchase 

 4. Wait for your pizza to be 
delivered 

  
 

  Yes  No   Yes  No 
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 11) Washing the dishes 16) Baking biscuits 
 1. Put the dirty dishes in the 

dishwasher 
 1. Select a recipe 

 2. Close the dishwasher door  2. Make the dough 
 3. Add the dishwasher tablet  3. Bake in the oven 
 4. Press the start button  4. Get the ingredients out 

  Yes  No   Yes  No 

 

 12) Setting your alarm clock 17) Doing an assignment 
 1. Set the time for the alarm  1. Read the syllabus 
 2. Decide when you want to get up  2. Fill in the answer 
 3. Slide the alarm button to ‘on’  3. Read the course materials 
 4. Go to sleep  4. Check the answer book 

 

  Yes  No   Yes  No 

 

 13) Enrolling for a study programme 18) Looking up a phone number online 
 1. Decide what course you want to 

take 
 1. Search for the site where you can look up 

phone numbers 
 2. Look at the options for courses you 

can take 
 2. Type the name and address of the person 

you’re looking for 
 3. Check the enrolment confirmation   3. Write down the right number 
 4. Enrol for the course  4. Start up your computer 

 

  Yes  No   Yes  No 

 

 14) Painting your bedroom 19) Mowing the lawn 
 1. Choose a colour  1. Get out the lawnmower 
 2. Buy the paint  2. Walk across the lawn with the lawnmower 
 3. Paint the walls  3. Start the motor of the lawnmower 
 4. Let the paint dry  4. Empty the grass catcher 

 

  Yes  No   Yes  No 

 

 15) Brushing your teeth 20) Picking up medicine 
 1. Rinse your mouth  1. Ask your doctor for a prescription 
 2. Pick up your toothbrush  2. Give the prescription to the chemist 
 3. Squeeze the toothpaste  3. Go to the pharmacy 
 4. Brush your teeth  4. Pay for the prescription 

 

  Yes  No   Yes  No 
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 21) Applying for admission to a study programme 26) Going to the beach 
 1. Gather information about possible study 

programmes 
 1. Pack a beach bag 

 2. Request an application form  2. Put up a sun umbrella 
 3. Fill in the application form  3. Drive to the beach 
 4. Send in the application form   4. Apply sunscreen 
 5. Select a study programme  5. Drive home 

 

  Yes  No   Yes  No 

 

 22) Going to a restaurant 27) Doing your grocery shopping 
 1. Order a meal  1. Go into the shop 
 2. Read the menu  2. Select your products 
 3. Go to the restaurant  3. Get a shopping trolley 
 4. Eat your meal  4. Take your groceries to the 

checkout 
 5. Pay the bill  5. Load the groceries into your car 

 

  Yes  No   Yes  No 

 

 23) Writing a letter 28) Going to the doctor 
 1. Take a sheet of paper  1. Make an appointment 
 2. Write the letter  2. Go to your family doctor 
 3. Sign the letter  3. Report to reception 
 4. Put the letter in the post box  4. Go and sit in the waiting room 
 5. Seal the envelope  5. Speak with your doctor 

 

  Yes  No   Yes  No 

 

 24) Planning a party 29) Writing a research report 
 1. Pick a date for the party  1. Search for research articles 
 2. Buy invitation cards  2. Create a structure 
 3. Send invitations  3. Write the report 
 4. Get snacks ready  4. Read research articles 
 5. Welcome your guests  5. Hand in the report 

 

  Yes  No   Yes  No 

 

 

 25) Going to a football match 30) Driving a car 
 1. Travel to the stadium  1. Open the car door 
 2. Buy a ticket  2. Get into the car 
 3. Go into the stadium  3. Start the car 
 4. Find your seats  4. Change gear 
 5. Watch the match  5. Press down on the accelerator 

pedal 
 

  Yes  No   Yes  No 
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 31) Playing a song 36) Making a smoothie 
 1. Think of what you’d like to listen to  1. Get out the blender 
 2. Open Spotify  2. Start the blender 
 3. Select a song  3. Put fruit/vegetables in the 

blender 
 4. Press ‘play’  4. Pour into a glass 
 5. Listen to the song  5. Drink the smoothie 

 

  Yes  No   Yes  No 

 

 32) Filling up your car with petrol (pay at pump) 37) Going to a birthday party 
 1. Drive away  1. Receive an invitation 
 2. Insert the nozzle in the tank  2. Buy a present 
 3. Pump the petrol  3. Go to the birthday party 
 4. Hang up the nozzle  4. Wrap the present 
 5. Enter your PIN on the automated payment 

machine 
 5. Give the present to your friend 

 

  Yes  No   Yes  No 

 

 33) Renting a room 38) Baking a cake 
 1. Look for available rooms  1. Get the ingredients out 
 2. Work out what your needs are  2. Make the batter 
 3. View the rooms  3. Choose a recipe 
 4. Select the one you like  4. Bake in the oven 
 5. Sign the lease  5. Ice the cake  

 

  Yes  No   Yes  No 

 

 34) Having a picnic  39) Going to class in the morning 
 1. Pack the picnic basket  1. Wake up 
 2. Drive to the park  2. Get dressed 
 3. Spread out a picnic rug  3. Have a shower 
 4. Eat your picnic food  4. Drive to the university 
 5. Drive home  5. Leave your flat 

 

  Yes  No   Yes  No 

 

 

 35) Going through the McDonald’s Drive-thru 40) Making toast 
 1. Drive up to the speaker  1. Take a slice of bread 
 2. Look at the menu  2. Place the slice in the toaster 
 3. Order your food  3. Push the lever down 
 4. Pay for your food  4. Wait for the toast 
 5. Drive away  5. Remove the bread  

 

  Yes  No   Yes  No 
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Exercise 12.2b Task attention self-talk and taking breaks – word search 

Word search 1 

 

 

DIARY 

COGNITION 

MEMORY 

LINKING 

PROGRAMME 

PARAPHRASE 

SKILL 

JUMP 

STUDIES 

VERBAL 

VISUAL 

QUESTIONS 

SELF-TALK 

Q U E S T I O N S M E 

P A R A P H R A S E G 

C N E Y R O M E M M N 

O E M M A R G O R P P 

L C Y R A     I D A R R M 

L I N K I N G I R S U 

E S E L F T A L K T J 

G C O G N I T I O N S 

E V E R B A L L I T F 

V I S U A L L L P N S 

S T U D I E S O E S D 
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Word search 2 

 

ATTENTION LISTEN STUDIES 
DIARY PROGRAMME VERBAL 

COGNITION PARAPHRASE VISUAL 
MEMORY SKILL QUESTIONS 

CONNECTING JUMP SELF-TALK 
 

 

 

E C L L E T A T T E N T I O N 

R S D L L G Z J O L N S C B G 

S B A I A I K I A J O E O G K 

S T R R A U S H U M I L N K O 

K Y U F H R S T K Z T F N N N 

I Q Y D E P Y I E D I T E T E 

L Z Q T I K A A V N N A C I Y 

L V T P A E L R R R G L T S R 

V E R B A L S L A L O K I Z O 

Q U E S T I O N S P C T N U M 

E E M M A R G O R P D J G R E 

T S J U M P G E G Y E A I M M 
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Home exercise 

➢ Consciously apply the strategy of self-talk as a tool, for example, if you have to learn 

something by heart > name them aloud. You can also use it when you are collecting your 

things to take with you for studying. Try to take regular breaks. Over the next week, track 

how you take breaks and what form of break appeals to you the most 

  



91 
 

Session 13 Concentrating: reducing distractions  
 

Review home exercise 
What do you remember from the previous session, what examples do you remember and was it 

useful for you to reflect on this? 

Discuss the home exercise. How did it go? If you did not do the home exercise, discuss the reason 

why? 

 

Information 

Reducing distractions 

means limiting activities that might direct your thoughts towards something 

else (that is less important at that moment). 

While you’re studying, you often have to keep your attention on a task for a long time. It can be very 

tiring to concentrate for long periods of time. Many students are easily distracted while performing 

tasks. Distractions can be external or internal.  

 

An external distraction is where you are distracted by other people and/or your environment. For 

example, a flatmate who comes in and starts talking to you, listening to noises outside, or responding 

to social media. If you let yourself get distracted by an app or an email, it could be at least 20 minutes 

before you return to the mental state required to complete a difficult task, such as writing a report, 

programming, or creating a spreadsheet.  

 

With an internal distraction, you are distracted by yourself and your own thoughts, with no external 

stimulus. You might be thinking about how you still have to do the washing, or how you wish you 

were doing something else, but you might also become distracted by niggling, repetitive thoughts, or 

wanting to finish on time, or because you’re seriously worried about a personal matter. Of course, 

it’s also possible for your thoughts to wander (internal distraction) due to external stimuli. These 

days, reducing distractions caused by social media is an essential skill for students. 

 

Current situation 

Do you manage to concentrate while doing tasks for your study programme? 

If so, what are you doing when it works? 

_______________________________________________________________________________ 

If not, what happens? 

_______________________________________________________________________________ 
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Do you keep your phone turned on while working on tasks for your study programme? Do you go on 

social media while you’re studying? 

_________________________________________________________________________________ 

If so, why?  

________________________________________________________________________________ 

If not, why not? 

_________________________________________________________________________________ 

 

Do you wear headphones? When? For what purpose? 

_________________________________________________________________________________ 

What programs are open when you’re working on your laptop? 

_________________________________________________________________________________ 

Where do you sit while you’re working on study tasks? 

_________________________________________________________________________________ 

How might reducing distractions help you achieve your learning objectives? 

__________________________________________________________________________________ 

 

Strategies for when you’re struggling with external distractions 

• Choose a suitable place to work. 

• Indicate that you don’t want to be disturbed. 

Think about how you can indicate this – who you should tell and how. 

Let them know why you don’t want to be disturbed, and for how long! 

• Wearing headphones protects you from ambient noise, but it also sends a signal that you don’t 

want to be disturbed. 

• Reduce distractions: turn off your email/Internet, put your phone away, lock your phone, remove 

or temporarily block distracting apps. 

 

Strategies for when you’re struggling with internal distractions 

Internal distractions are often harder to avoid or eliminate. Of course, you can’t turn off your own 

thoughts; they just keep ‘popping up’. With internal distractions, it’s important to identify the cause. 

Possible causes include: 

• Frustration 

• Fatigue 

• Obstacles 

• Repetitive negative thoughts 
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Frustration 

If a task is difficult and you don’t understand it or it’s not working, this can give rise to frustration. 

Frustration can lead to repetitive negative thoughts and/or increased susceptibility to distraction. If 

this happens to you often, it’s important to identify the source of the frustration. Is the task too 

difficult? 

→If so, who can you contact to help you understand it? (Lecturer, student, knowledge, stranger on 

the Internet) 

→Do you not understand what you have to do? Where can you find an explanation? (Textbook, 

syllabus, presentations, Internet) 

Fatigue 

If you’ve been working for too long, you often can’t think clearly anymore. Take regular breaks. Go 

and do something else: go for a 10-minute walk, have something to drink or have a brief chat with 

someone about a completely different topic. 

Obstacles 

Sometimes you’re working well on a task but you run into a section that doesn’t work straight away 

or that will take more time. That’s often when you start to think “maybe I’ll just do something else 

for a bit, like have a look at my social media”. This situation requires perseverance. You can develop 

perseverance by continuing with the difficult task for a little bit longer (for an extra 10 minutes) and 

rewarding yourself if you overcome obstacles. 

Repetitive negative thoughts 

You could be distracted by repetitive negative thoughts, such as “after this, I’ll still have lots of other 

tasks to complete” or “I’ll never get this finished”. These thoughts can seriously distract you from the 

task you’re trying to work on. One possible strategy is to have a piece of paper beside you, and to 

write down the repetitive negative thoughts on it. Studies show that when you write these thoughts 

down, your brain no longer has the urge to frantically hold on to them. Writing them down is a way 

of getting them out of you. When you’ve finished your study task, pick up the sheet of paper and 

deal with the things you wrote down. 

If you frequently have repetitive thoughts because you’re worried about situations in which you feel 

powerless, it’s important to talk about it with someone you trust, and potentially seek help. 

 

Demonstration 

Watch this video about distractions by social media and discuss it with your trainer. 

https://www.youtube.com/watch?v=Ig6I3prnlnE M 

  

  

https://www.youtube.com/watch?v=Ig6I3prnlnE%20
https://www.youtube.com/watch?v=ZydDp-JD-VM
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In the exercises below, you will experience what it is like to be distracted a lot while working on a 

task and to work on a task undisturbed. Make agreements with your trainer about how you are going 

to try this out - if you follow an online session. 

 

 

Exercise 

13.1 Summarise a text while being regularly distracted. 

Read a text that the trainer provides you and start writing a summary. You will be given 10 minutes 

for this task. Place your phone on the desk and make sure you can be reached via social media. 

Every two minutes, you will be distracted; either by the actions of your trainer or by your own social 

media 

 

 

Exercise 

13.2 Summarise a text without external distractions. 

Pick up where you left off. Finish reading, or start summarising the text. You will have a further 10 

minutes for this task. Place your phone where you can’t see or hear it, and make sure you can’t be 

reached via social media. Put headphones on if possible. 

Discuss the differences with your trainer 
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Home exercise 

➢ Over the next week, while performing various educational tasks (such as attending a lecture, 

working on an assignment or reading an article), keep track of whether you get distracted 

and by what. 

 

➢ Find and describe at least five online tools you can install to prevent social media 

distractions. 
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Session 14 Memorisation: coding and name memorisation 
 

Review home exercise 
What do you remember from the previous session, what examples do you remember and was it 

useful for you to reflect on this? 

Discuss the home exercise. How did it go? If you did not do the home exercise, discuss the reason 

why? 

 

Information 

Memory 

the ability to store and retrieve information. 

Think of it like a filing cabinet in your mind. Different files are organized according to various topics 

(e.g., childhood memories, names of people you know, how to do something). Each type of file is 

likely to get stored in a different location in the brain. So, depending on what area of the brain a 

cognitive disorder affects, a different type of memory may be more or less affected. Through effort 

and organization, you are more likely to file a memory well, so that it can be more easily retrieved 

later. You need a good memory strategy (like a good filing system)! 

Below is a figure showing the process of memorisation in a schematic way.  

 

Encoding 
 

→ Storage → Retrieval 

Information goes in → Information gets stored 
 

→ Information comes out 

 

Two phases in this process can be influenced by skills and strategies: encoding and retrieval. That is 

what this training is aimed at. Storage is a process that takes place in the brain and that we humans 

cannot control. 

 

Encoding  

is the assignment of a code, mark or symbol when storing information, in order 

to be able to retrieve it quickly in your memory at a later time.  

Everyday memory problems can usually be traced back to coding problems or not paying attention in 

the first place. Memory therefore requires attention: you cannot remember something if you have 

not paid attention to it first!  
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Effective encoding strategies are: 

• Decide what is important enough to remember and simplify information to be remembered. 

 

• Reduce the amount of information to be remembered. 

 

 

• Make information personally meaningful to you in order to remember it more easily. 

 

• Storage is most efficient when you are alert and well rested. 

 

Alcohol and drugs interfere with encoding and retrieval, as well as storage. But extra stress due to 

personal circumstances and medication can also cause you to lose your head.  

Note 

If you have paid attention to how to remember new information, if you have encoded information, 

you can easily reproduce it later. 

 

Current situation 

Have you had problems with your memory in recent weeks? 

__________________________________________________________________________________ 

If so, what problems? What were the consequences? 

______________________________________________________________________ 

What do you think caused these problems? 

__________________________________________________________________________ 

 

Information 

Sometimes, when you are frustrated because you cannot retrieve/recall something, you blame your 

memory. But the real problem could also be that you were not paying attention when the 

information was given. As with self-talk (i.e. naming out loud what you are doing while doing a task), 

you can improve your ability to encode and remember information by paying extra attention to the 

situation at the time you want to remember the information.  

Here are some strategies to improve your ability to encode. 

Categorizing or chunking 

dividing a large amount of information into smaller groups or chunks to be 

remembered 

Categorizing is the ordering of information in a logical manner. 

For example, let’s say that you want to get ice cream, ketchup, toilet paper, mustard, shaving cream, 

popsicles, soap, mayonnaise, and frozen pizza at the grocery store. That’s 9 items, and it probably 

would be hard to remember all those items without a list. But if you organize the items in a logical 
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way, they are easier to remember, and if you wrote them down in a certain way on your list, you 

might get to the grocery store and not even need to look at your list.  

Discuss with your trainer how you would categorise these nine articles in a logical way.   

Group 1 ……………………… Group 2 ………………………………… Group 3 ……………………………. 

   

   

   

 

Chunking is typically used for remembering numbers. 

Most common example is chunking a 10-digit phone number. The number  0—6—9—2—9—9—3—

5—1—0 versus 06—92 99 35 10. 

 

Some other strategies are described below. 

 

Acronym 

is a word made up of initials that stand for a series of words. 

Acronyms reduce the amount of information you have to recall because each letter is a cue.  

The word LEAP is an acronym too. Maybe you remember the word from session 10. 

Common acronyms are: BRB (Be Right Back), ASAP (As Soon As Possible), and BFF (Best Friend 

Forever). 

 

Association 

is linking new information with information you already know 

Focus on the similarities and differences between the new information and the old information. 

For instance, when you are trying to learn the word “gregarious”, you think of your friend Greg, who 

is loud and outgoing.  Now whenever you see the word “gregarious,” you will think of your friend 

Greg. 

 

Rhymes 

is a combination of words in a certain rhythm, a certain melody 

Rhymes (rhythm and melody) can be a helpful memory strategy. Think of how many songs you have 

memorized – part of what makes it easy to remember song lyrics is that they usually rhyme. 

For example, “My country ‘tis of thee, sweet land of liberty, of thee I sing.” “30 days has September, 

April, June, and November.” “I before E, except after C”. 
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Visual imagery 

are pictures, photos, films, drawings both on paper and digitally, and in your 

head. 

• Pictures: Turn the information into a memorable picture. Draw this picture out. The weirder or 

funnier, the better. This strategy works well to remember people’s names. Example: Your new 

doctor is Dr. Burns, who has dark, stubbly hair, as if there had been a big brush fire (burn) on top 

of his head! Once you create that image, you are much more likely to remember “Burns.”  

 

• Make a Mind Map: Turn the information into a picture in which you describe the subject in the 

centre of a circle and write all parts that have to do with the subject in circles around it. 

 

• Turn the image into a visual story, a film, in your head. And play back the film in your head, as it 

were. Again, the funnier the image, the easier it is to remember. 

 

• Make a three-dimensional film, empathise. Acting is even better! Replay what you have to 

remember as an actor. 

 

• Use graphs/charts/maps: incorporate the information in a graph/chart or map, if this makes 

sense. 

 

Linking study material to location 

means that you read and repeat sections of information in various fixed places 

(e.g. in your home).  

You take in information while walking around. Each time you literally stop at a place where you read 

and repeat part of the information you want to remember. For example, you learn information about 

part A. at the coat rack, part B. on the stairs and part C. in the windowsill. 

 

TIP 

The memory palace is an example of how strong your visual memory is. Watch a film about it with 

your trainer. https://www.youtube.com/watch?v=578JJeLN9Kw 

 

  

.%20https:/www.youtube.com/watch?v=578JJeLN9Kw
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Current situation 
Which of the above strategies do you use? Please give examples. 

Categorising 
 

 

Chunking 
 

 

Acronyms 
 

 

Association 
 

 

Rhymes 
Using melodies/songs 

 

Visual imagery (on paper, digitally or in your 
head) 

Picture/drawing /photo  
Film 
Acting 
Graph/chart/map 

 

Linking study material to location 
 

 

Extra strategies…………………………………………… 
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Exercise 

14.1 Choosing strategies to remember information  

Which strategies would you use to remember information in the following scenarios? 

Select one or more of these strategies: 

 

LEAP RHYMES 
ASSOCIATION CHUNKING 

CATEGORISING ACRONYMS 
PARAPFRASING NOTE-TAKING 

VISUAL IMAGERY TO-DO LISTS 
USE A CALENDAR SELF-TALK 

 

1. You are in the car driving and talking to your mom using speaker mode.  She asks you to call 

someone and you don’t have any way of writing the phone number down (She doesn’t text).  

 

 

2. You want to remember to get these items at the grocery store: shampoo, apples, deodorant, 

razors, bananas, and blueberries. 

 

 

3. You want to memorize your classmates’ names: Penny, Ann, Nicole, Tom, and Susie. 

 

 

4. You want to memorize your professor’s name: Dr. Robert Ying. 

 

 

5. You want to remember your next appointment with your physiotherapist. 

 

 

6. You are given these directions to get to the library: Take University Ave. east to 10th Ave., 

turn left on 10th, and park underground in the parking garage.  
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7. You want to memorize the Noble Gases from the Periodic Table of the Elements (Helium, 

Neon, Argon, Krypton, Xenon, and Radon). 

 

 

8. Your flatmate tells you that you are behind on your household chores. The litter tray needs 

changing, the sink needs tidying, you need to mop up the overcooked milk behind the 

cooker, the cooker hood needs wiping and the rotten fruit in the fruit bowl can go in the 

green bin. "Oh, yes..." remembers your flatmate, "you also have to get that mouldy cheese 

out of the fridge." 

 

 

You probably noticed that for most of these situations, a few rules hold true: 

• There are multiple memory strategies you can use to help you remember information. 

 

• Writing things down is almost always among the strategies you can use, and it’s one of the 

best strategies, provided that you write down the information in a logical place. 

Sometimes, that place will be your calendar. Sometimes, the best place to write something 

down might be on your hand. 
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Information 

A specific kind of encoding that many people have difficulty with is  

learning and remembering people’s names.  

BEFORE you meet new people, mentally PREPARE yourself to remember their names by reviewing 

your strategies. WHEN you meet new people, do the following:. 

1. LISTEN to the actual sound of the person’s name when you hear it for the first time 

2. REQUEST REPETITION of the person’s name if it is noisy or the name is unusual. 

• ‘I’m sorry, it’s so loud in here, would you mind repeating your name?’, or  ‘Could you say 

your name again, I’ve never heard it before’. 

• This way you hear the name again (even if you heard it the first time!). 

3. VERIFY PRONUNCIATION if it’s noisy or the name is unusual. 

• Let me see if I’m saying that right. Is it     ?  

4. REQUEST SPELLING 

• You can do this with common names that have multiple variations on spelling (“Oh, 

Terry, is that with an “I” or a “Y”?). 

• Visualize the spelling in your head; imagine the name written down. 

5. ASK FOR MORE INFORMATION of the name by asking suitable questions: 

• About the name’s nationality (“What kind of name is Anu?”). 

• About the person’s preference for a nickname (“Is Bob short for Robert? Do you prefer 

Bob or Robert?”). 

• About the “history” or story behind the name if it’s unusual. (“It sounds like there’s a 

story behind the name “Brick.”). 

6. REPEAT THE NAME in the initial conversation, either by asking questions about the name and/or 

using the name in questions such as, “What do you do for a living, Richard?”, “Do you have any 

children, Robin?” 

7. REPEAT THE NAME when saying goodbye (“Nice to have met you, Sam!”, or “See you next time 

Mrs. Knight”). 

8. WRITE DOWN names of new people (in your calendar or notebook you carry with you, for 

example). 

9. REHEARSE the name & QUIZ yourself. 

 

 

Note 

During your studies, you meet a lot of people, classmates, teachers as well as people during your 

internship. People feel known when they are called by their name. If you can learn names well, you 

will make contact more quickly and it will help you to work together.  
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Current situation 

Can you remember names? 

_____________________________________________________________________________ 

If yes, how do you do it? 

_____________________________________________________________________________ 

If not, do you find this annoying? 

_____________________________________________________________________________ 

 

 

 

Exercise 

Exercise 14.2 Memorising names in videos I 

• Watch a video clip that your trainer shows you. Pay attention to it. 

Which names did you remember: 
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Demonstration 

Visual and mixed strategies to make names easier to remember 

1. OBSERVE THEM: 

• Look people in the eye when you meet them. 

• Notice their physical characteristics; look for cues/links to their names. 
 

2. USE IMAGERY. 

• Sandy Brown has light brown (sandy-colored) hair. 

• Dr. Burns is bald, as if his hair burned off. 
3. USE RHYMES (and Imagery). 

• Sandy Brown wears a frown. (Picture her frowning.) 

• Bobby Knight starts a fight. (Picture him throwing a punch.) 

• Dr. Burns always learns. (Picture him in the library with lots of books.) 
4. USE ASSOCIATION to think about similarities and differences between the new person 

and other people you know who have the same name. 
5. RE-INTRODUCE YOURSELF to the person and they’ll introduce 

themselves back to you! 
 

 

 

Exercise 

Exercise 14.3 Memorising names in videos II 

• Watch a few more YouTube videos that your trainer shows you. Keep your attention. 

• Which names did you remember? 

What strategies have you used to remember names? 

  



107 
 

Home exercise 

➢ Practice using memory strategies each day. 
 

• Spend 10-15 minutes re-reading the memory/encoding strategies from this session. 

• Practice using one or more of the active memory strategies each day this week, 
focusing on activities that are relevant to your study goals. 
Which strategies do you plan to use and when?  

 

Categorising 
 

 

Chunking 
 

 

Acronyms 
 

 

Association 
 

 

Rhymes 
Using melodies/songs 

 

Visual imagery (on paper, digitally or in your 
head) 

Picture/drawing /photo  
Film 
Acting 
Graph/chart/map 

 

Linking study material to location 
 

 

Extra strategies …………………………………………… 
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Session 15 Memorisation: memorising and remembering lists 
 

Review home exercise 
What do you remember from the previous session, what examples do you remember and was it 

useful for you to reflect on this? 

Discuss the home exercise. How did it go? If you did not do the home exercise, discuss the reason 

why? 

 

Information 

During your studies, you have to remember a lot of information that you have to be able to 

reproduce at another time. Think, for example, of definitions of terms, lists of components and 

factors, listing a series of names or countries and explaining how something is put together. What is 

the best way to learn this information, both to code and to recall? 

In this session, we will discuss four strategies that will help you remember information. 

 

1. Create categories with lists of words  

Arranging information in a logical way and combining this arrangement with visual images makes it 

easier to reproduce a list of words.  

 

2. Repeat frequently 

is the constant repetition of information in order to remember it better  

You try to repeat rows out loud or to yourself in a certain order. It is very similar to the strategy of 

rhyming and using songs. This is how we learn the order of the letters in the alphabet, the cases in 

German or Latin, the names of places (streets, towns, places), the multiplication tables in arithmetic, 

the lyrics and melodies of songs, and so on. Bear in mind that: 

➢ All kinds of information can be repeated many times. 

➢ Information that is repeated many times is very difficult to forget. 

➢ Writing information down several times is a good way of repeating information. 

➢ You can also record information on your mobile phone and regularly listen to it again. 

➢ If you find it difficult to learn a lot by heart, break down the task into smaller chunks and 

learn it piece by piece. 
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3. Use flash cards 

These are cards where you write a concept, definition or question on one side 

and on the other side, respectively, the explanation of the concept, the 

description of the definition or the answer to the question.  

It turns out that we remember information best when we can answer questions about the material 

ourselves. With the help of flash cards you can ask yourself questions and rehearse. 

o Buy or make some blank cards (similar to playing cards). 

o Read the information and write concepts and definitions that you have not yet 

mastered on one side of the card and write the explanation of the concept or 

definition on the other side. 

o You can also ask yourself questions about the subject matter and answer them on 

the back.  

o Carry the cards with you and study them throughout the day. 

o Shuffle the cards and test yourself regularly. 

Note: there are also digital tools for making flashcards. 

 

4. Explain the information, the study material, to someone else. 

By explaining the subject matter to another person, you are in fact testing yourself. This turns out to 

be the most effective way of remembering material. In order to explain something to someone else, 

you have gone through the material more than once, distinguished the main points from the minor 

points and divided the material into 'bite-sized chunks'. 

Moreover, you hear yourself repeating the material while you are explaining it and you answer 

questions about the material. 

 

Current situation 

What study material have you repeated many times in order to be able to remember? 

_______________________________________________________________________________ 

What strategies have you used or are you still using? 

_____________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

How can 'memorising' and 'remembering lists' help you with your learning goal? 

______________________________________________________________________________  
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Demonstration 

Remembering words 

You are going to try four different techniques for remembering a list of words. 

List 1 

Listen to the entire list of words and then write down the words you remember.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• How many words did you remember?       
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List 2 

Study the entire list of words shown to you by your trainer, name the words aloud and then write 

down the words you remember.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

•  How many words did you remember? 
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List 3 

• Read the following list of words.  

• Put the words into categories to help you remember them.  

• Turn the page and write the words down from memory. 

 

 

Cat 

Carrot 

Broccoli 

Pancakes 

Mop 

Garden hose 

Cauliflower 

Bacon 

Sponge 

Eggs 

Vacuum cleaner 

Dog 

Bird 

Syrup 

Hamster 

Onion

 

 

Category 1: 

 

 

 

Category 2: 

 

 

 

Category 3: 

 

 

 

Category 4: 
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List 3 

• Write down the words. How many words did you remember? 
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List 4 

• Read the following list of words. Divide the words into categories and add visuals (drawings) 

to help yourself remember them. Turn the page and write them down. 

 

Grass 

Chair 

Stapler 

Lawnmower 

Tree  

Eraser 

Axe 

Table 

Pen 

Rake 

Ruler 

Shovel 

Flower 

Couch 

Bush 

Bed 

 

 

 

Category 1:      Visual: 

 

 

 

Category 2:      Visual: 

 

 

 

Category 3:      Visual: 

 

 

 

Category 4:      Visual: 
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List 4 

• Write down the words. How many words did you remember? 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• Discuss the following question with your trainer. 

What did you notice while doing the different exercises? 

__________________________________________________________________________________ 

__________________________________________________________________________________ 
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Information 

Retrieval strategies 

are ways that help you retrieve information that is "somewhere in your brain”. 

Below is the figure showing the process of memorisation in a schematic way.  

Encoding 
 

→ Storage → Retrieval 

Information goes in → Information gets stored 
 

→ Information comes out 

 

Categorising and drawing a picture of words to remember, are strategies that help with preparation 

and encoding. But what about retrieval? If you have problems with retrieval, it means that the 

information is somewhere in your brain, but you have trouble finding it. A typical example is a name 

that is 'on the tip of your tongue' ('I know I know it, but what was it again? ....'). 

The following strategies will help with retrieving, if you know the information is 'somewhere in your 

head'. 

Relaxing 

• Anxiety leads to difficulty retrieving information. 

• Using relaxation strategies can enhance memory. 

• Deep breathing 

• Guided imagery 

• Meditation 

 

Mental reconstruction 

• To retrieve a lost item. 

• Mentally retrace your steps and reconstruct the events leading up to when you last had the 

item. 

 

Alphabetical searching 

• To remember a word or a name. 

• Go through the alphabet, starting with A, and ask yourself, “Does it start with A? Does it start 

with B?” and so on. If you can identify the first letter, use the same process to get to the 

second letter, and so on  
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Reconstructing the situation  

• This is a good strategy when you can remember where you were or what you were doing when 

you learned the information. 

• For example, if you remember that you were eating at a certain restaurant when your friend told 

you about a class that you wanted to take, recreate that context. Either imagine the restaurant 

or actually go there, and it will be easier for you to remember the details about the class. 

• If you can remember 'where' on the page the information was, it may be easier to remember the 

content of the information as well. 

If you have been using the linking of material to a location during learning, go back to that place 

in your mind. For example, you might have read and named information about Part A. on the 

coat rack, Part B. on the stairs, and Part C. on the windowsill. Thinking about the coat rack, stairs 

and windowsill can bring the information to the surface. 

 

• Linking study material to location 

means that you read and repeat sections of information in various fixed 

places (e.g. in your home). 
You take in information while walking around. Each time you literally stop at a place where you 

read and repeat part of the information you want to remember. For example, you learn 

information about part A. at the coat rack, part B. on the stairs and part C. in the windowsill. 

 

Current situation 

Are you able to reproduce study material and thus recall information at the right time in your 

memory? 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

What strategies do you use to retrieve information? 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

How could retrieval strategies help you with your learning goals? 

__________________________________________________________________________________ 
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Demonstration 

Retrieving words by alphabetic searching. 

You always start the sentence with: "I'm going on a trip and I'm taking with me _______ ."  

The trainer then first names an object starting with the letter A.  

Then you repeat the sentence: "I am going on a trip and I am taking with me _______" and you 

repeat the object that the trainer has mentioned and then you add a new object starting with the 

letter B. And so, on in turn using the letters C, D, E,….etc. 

You will notice that using the alphabet will help you find words that you cannot remember so quickly.  
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Home exercise 

➢ For the next session, memorise the names of five movies and the years in which they were 

released. Apply those coding strategies that make sense to you. 

List of Academy Award winners for best movie from 2010 to 2014. 

2010: The King’s Speech 

2011: The Artist 

2012: Argo 

2013: 12 Years a Slave 

2014: Birdman 

 

➢ When might you use the strategies (categorise, repeat, test yourself, explain to another) in 

the coming months? 

____________________________________________________________________________ 

____________________________________________________________________________ 

➢ Think about and describe how you can use these encoding strategies for your current study 

materials/learnings 

____________________________________________________________________________

____________________________________________________________________________ 

➢ Apply one or more retrieval strategies, if appropriate. 
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Session 16 Taking notes 
 

Review home exercise 
What do you remember from the previous session, what examples do you remember and was it 

useful for you to reflect on this? 

Discuss the home exercise. How did it go? If you did not do the home exercise, discuss the reason 

why? 

 

Information 

The best way to remember something is to write it down. 

There are people with a photographic memory and an absolute auditory memory, but the vast 

majority of people need an external memory. So: don’t trust your memory! Write it down! What you 

write down, and where you write it down matters, though. Class notes will go in some kind of 

notebook or binder or maybe in a digital folder, however, for information you’ll reference all the 

time, consider using a section of your calendar. 

 

Writing helps in encoding information in different ways. At several moments you use different 

'channels’:  

• You hear the information; you use your ears. 

• You write it down; you use your hands, fine motor skills. 

• You read it while you write it down; you use your eyes.  

• And you say it out loud after you have written it down; you use your eyes again to read it and 

your ears to hear it. 

 

Digital writing uses different motor skills than writing with a pen on paper. Opinions on what is 

better are divided, so use the method of writing that works best for you. Notes taken in illegible 

handwriting are not much use afterwards either. 

Writing is easy and always works. Remember the Dutch saying: the writer lives on! 

Writing can be done in many different ways. Use shopping lists, post-it notes, sticky notes in your 

calendar, apps on your phone or computer, write on your hand and use any other system you can 

think of that is easily accessible to you. 

 

Current situation 

Do you take notes? 

If so, how often? At every lecture, every practical or only at special classes and topics? 

__________________________________________________________________________________ 

__________________________________________________________________________________ 
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How do your notes look like? Do you use a particular 'system'? Show your notes to your trainer. 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

How do you distinguish between what is important and what is not? 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

Where do you keep your notes? How do you save digital notes? 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

If you do not take notes, why not? 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

In what other way do you remember themes and topics that are important? 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

How can "taking notes" help you with your learning goal? 

_______________________________________________________________________________ 

 

Demonstration 

Let’s transport ourselves back in time to the days before the Internet. In those days, when you 

wanted to see a movie, you’d call the theatre and listen to a pre-recorded message to find out what’s 

playing when. It’s ‘Classic Movie Night’ at the theatre tonight, and the message tells you that The 

Wizard of Oz is playing at 6:30, 9, and 11 p.m. Rebel Without a Cause is playing at 7 and 9:30. If you 

write it down now as you hear it, you might write something like:  

Oz, 6.30, 9, 11  

Rebel, 7, 9.30 

You have encoded the information in multiple ways: 

• By hearing it 

• By writing it 

• By reading it as you write it down 

You have thus made the memory three times stronger by encoding it in three ways, through three 

different channels. Then you can write it down on a piece of paper and stick it directly in your 

calendar with today's date. 
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Exercise 

16.1 Taking notes while receiving a phone call I 

Taking notes is often necessary in everyday situations. 

• Take notes while the trainer is talking to you.  

• In this exercise you assume that you are called by a friend of yours from the hospital. The 

trainer plays this friend and calls you on his mobile phone. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• Discuss your notes with your trainer. Compare them with the trainer's sample notes. Have you 

written down the most important things? 

• Now read your notes out loud so you can see how complete they are and how you can improve 

yourself. 

• Should you have interrupted your friend and asked him to slow down? Or could you have asked 

questions about ambiguities? 

• Are you trying to put too much information in your notes, so much that you can't keep up with 

the pace? Or do you include too little information in your notes so that afterwards you no longer 

understand what you wrote down?  
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Exercise 

16.2 Taking notes while receiving a phone call II 

Take notes while the trainer is speaking.  

In this exercise, assume that you are in a project group. The trainer is the chairperson of the project 

group who divides the tasks. In addition to you and the chairperson, the project group includes 

Sharon, Kevin, John, and Angela. The chairman calls you, as a member of the project group. 

 

 

 

 

 

 

 

 

 

 

 

 

 

• Discuss your notes with your trainer. Compare them with the trainer's sample notes. Have you 

written down the most important things? 

• Now read your notes out loud so you can see how complete they are and how you can improve 

yourself. 

• Should you have interrupted the chairman of the project group and asked him to slow down? Or 

could you have asked questions about ambiguities, for example about which linguistic 

improvements you should make or to whom you should send the recorded interview? 

• Are you trying to include too much information in your notes, so much that you can't keep up 

with the pace? Or do you include too little information in your notes so that afterwards you no 

longer understand what you have written down?  
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Information 

You cannot and do not have to write down everything literally that someone else says, that is often 

unnecessary and even counterproductive. It is important to distinguish between what is important 

(primary issues) and what is not or less important (secondary issues). 

With good, short and concise notes (well coded), the rest of the information - the extra information - 

will surface automatically. What you can apply are the shorthand strategies.  

Distinguishing primary and secondary issues 
Many students indicate that they have difficulty in distinguishing between what is important and 

what is not. 

But remember that in literature (books and articles), syllabi, PowerPoint presentations and the 

structure of lessons by teachers, a lot of information is already organised into main issues and minor 

issues. 

In books and articles 
Examine the chapter structure and the paragraph headings. 
Read the summary and conclusions 
Check which key terms and definitions receive extra attention 
Look at the alphabetical glossary at the back of a book 
See if you can recognise a threefold division when studying a topic: definition of topic; explanation; 
example. 
 
In syllabi 
Study the learning objectives 
Examine the criteria that a report, for example, must satisfy 
Look at the lesson structure in which the most important topics are mentioned 
 

Presentations 
Review the structure of the presentation (often first slides) 
View the topics that will be dealt with in more detail 

 

Shorthand strategies  

are strategies for taking quick notes 

You can make use of   

• Abbreviations 

• Symbols (stars, arrows, questions marks) 

• Bulleted versus narrative list (bv. a, b, en 1. 2.) 

• Leaving out unnecessary words/information 

• Leaving space in your notes to fill in later 

Steno is a shorthand strategy invented before our era by a slave of a Roman senator (Cicero). He 

recorded all of this senator's speeches in writing and used the above strategies, among others!  
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Exercise 

16.3 Taking notes and using shorthand strategies - I 

• In this exercise, you assume that you are a student taking a class. The trainer is the teacher of 

the subject Communication.  

• Take notes while the teacher is talking. 

 

 

 

 

 

 

 

 

 

 

 

 

• Discuss your notes with your trainer. Compare them with the trainer's sample notes. Have you 

written down the most important things? 

• Now read your notes out loud so you can see how complete they are and how you can improve 

yourself. 

• Should you have interrupted the trainer and asked him to slow down? Or could you have asked 

questions about ambiguities 

• Are you trying to put too much information in your notes, so much that you can't keep up with 

the pace? Or do you include too little information in your notes so that afterwards you no longer 

understand what you wrote down? 
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Exercise 

16.4 Taking notes and using shorthand strategies - II 

• In this exercise, you will assume that you are a student taking a class. The trainer is the 

lecturer of the Sociology subject who gives you and your classmates an assignment. 

• Take notes while the lecturer talks. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• Discuss your notes with your trainer. Compare them with the trainer's sample notes. Have you 

written down the most important things? 

• Now read your notes out loud so you can see how complete they are and how you can improve 

yourself. 

• Should you have interrupted the trainer and asked him to slow down? Or could you have asked 

questions about ambiguities 

• Are you trying to put too much information in your notes, so much that you can't keep up with 

the pace? Or do you include too little information in your notes so that afterwards you no longer 

understand what you wrote down? 
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TIPS 

As described earlier, it is not only important which notes you take, but also where you keep them, 

how you store and add to them and how you improve them. Here are some strategies you can use to 

help better retain information you are taking notes on. 

• Have separate notebook/section for each subject 

• Digitally record lectures  

• Fill in gaps of notes where needed, by listening to the recordings (so do not listen to the 
whole thing, but fast-forward) 

• Type notes (instead of hand-writing if your hand-writing is unreadable) 

• Reread notes 24 hours after taking them, or 

• Rewrite notes to make them more clear/in-depth 

• Clarify key concepts with teacher/study group 

• Summarize/paraphrase key points 

• Organise your (digital) notes. 

• The Cornell method is a way of noting down notes directly in an orderly manner. It can be 
applied both in writing and digitally. 
 

 

Use flashcards (repetition of information from session 15) 

These are cards where you write a concept, definition or question on one side 

and on the other side, respectively, the explanation of the concept, the 

description of the definition or the answer to the question.  

It turns out that we remember information best when we can answer questions about the material 

ourselves. With the help of flash cards you can ask yourself questions and rehearse. 

o Buy or make some blank cards (similar to playing cards). 

o Read the information and write concepts and definitions that you have not yet 

mastered on one side of the card and write the explanation of the concept or 

definition on the other side. 

o You can also ask yourself questions about the subject matter and answer them on 

the back.  

o Carry the cards with you and study them throughout the day. 

o Shuffle the cards and test yourself regularly. 

Note: there are also digital tools for making flashcards. 
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Home exercise 

• Practice taking notes during a lesson and take them with you. The idea is that you can give the 

trainer explanations based on the notes you have taken. 

• In consultation, if you are not taking lessons in the coming week, the trainer can send you two 

YouTube links for the videos. They are both about five minutes long. Watch the videos and take 

notes. 
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Session 17 Working memory 
 

Review home exercise 
What do you remember from the previous session, what examples do you remember and was it 

useful for you to reflect on this? 

Discuss the home exercise. How did it go? If you did not do the home exercise, discuss the reason 

why? 

 

Information 

During your studies, you come across many situations in which you have to briefly memorise 

information in order to then act on it immediately. Think, for example, of an assignment given by a 

teacher that you then have to work on, or solving a complicated mathematical formula where you 

have to remember which steps you have already completed and what you still have to do. These 

tasks make great demands on our working memory. 

Working memory 

is a temporary storage place for important information in the brain. It plays a 

role in active processes in particular.  

The working memory itself is difficult to train. There are training programmes for working memory, 

but they are very specific. For instance, you only learn how to memorise a number sequence for a 

short time, but your general working memory does not improve. Fortunately, there are all kinds of 

strategies you can apply if your working memory is not one of your strong points: 

1. Reduce the load on your working memory 

a. Dosing 

Break tasks and study material down into small parts 

b. Structure study material 

c. Make study material explicit (or have someone demonstrate it) 

d. Self-talk 

e. Taking notes 

f. Writing down intermediate steps 

g. Making step-by-step plans and diagrams 

h. Avoid distractions 

i. Do not multitask 

2. Linking new study material and known information 

a. Think of examples for new study material 

b. Give meaning to new study material 

3. Sufficient repetition 

4. Teaching of memory strategies 
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Current situation 

Discuss with your trainer which skills and strategies you would like to pay extra attention to.  

 

1. Reduce the load on your working memory 
 

Do you recognise this in 
practice? 
Student's quote: 

Reason What skills or strategies can help 

I don't know where to 
start. The task is too big. 

I miss the overview. Session 6 Task management: task chunking 
Session 9 Planning: meeting a deadline 
Or 
Let someone show you, learn together. 

I can't remember the study 
material. 

I do not train my 
short-term memory. 
I do not use a memory 
aid. 
 
I do not use a strategy 
to memorise. 

Session 4 Using memory aids 
 
Session 12 Task attention (self- talk) 
Session 14 Memorisation: coding and name 
memorisation 
Session 15 Memorisation: memorising and 
remembering lists 

I write down too little or 
the wrong things. 

I do not take good 
notes 

Session 16 Taking notes 

My mind is wandering. I get distracted by 
things that are not 
related to the study. 
I am supposedly 
multitasking 

Session 12 Task attention 
Session 13 Concentrating: reducing 
distractions 

 

2. Linking new study material and known information 
 

Do you recognise this in 
practice? 
Student's quote: 
 

Reason What skills or strategies can help 

I have to remember study 
material over and over 
again. Even if I have read it 
several times already. 

The material does not 
sink in. 

Session 4 Using memory aids 
Session 14 Memorisation: coding and 
name memorisation 
Session 15 Memorisation: memorising and 
remembering lists 
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3. Sufficient repetition 

Do you recognise this in 
practice? 
Student's quote: 
 

Reason What skills or strategies can 
help 

I don't remember the study 
material, rows of names or 
words or definitions well 

I don't know how to overlearn 
stamp. 

Session 15 Memorisation: 
memorising and remembering 
lists 

 

What skills or strategies will you focus on to improve your working memory? 

1.  Skill or strategy _____________________________________________ 

Session ______ 

2.  Skill or strategy _____________________________________________ 

Session ______  

3.  Skill or strategy _____________________________________________ 

Session _____ 

4.  Skill or strategy _____________________________________________ 

Session ______ 

 

The trainer will ensure that you receive the worksheets of the chosen sessions digitally and/or on 

paper. 

Choose the order in which the sessions are to be held. 

The order for the upcoming sessions is as follows:  

1. Session    ………………….. 

2. Session    ………………….. 

3. Session    ………………….. 

4. Session    ………………….. 
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Session 00  Conclusion 
 

Review home exercise 
What do you remember from the previous session, what examples do you remember and was it 

useful for you to reflect on this? 

Discuss the home exercise. How did it go? If you did not do the home exercise, discuss the reason 

why? 

 

Content Session 00 

1. Evaluation of the skills and strategies trained.  

2. General study skills. 

3. Follow-up. Integrate and continue to apply skills and strategies. 

4. Feedback on the training 

5. Congratulations! 

 

1. Evaluation of the skills and strategies trained 

What did the training give you? 

What was your learning objective, discussed in session 0? 

_______________________________________________________________________ 

_______________________________________________________________________ 

A. What were the one or two problems with planning that bothered you the most in your studies?  

• ______________________________________________________________________ 

• ______________________________________________________________________ 

 

B. What skills and strategies have you focused on the most so far? Chosen in consultation with your 

trainer. 

• _______________________________________________________________________ 

• _______________________________________________________________________ 

• _______________________________________________________________________ 

• _______________________________________________________________________ 

 

C. Which of these skills and strategies have you applied or are you planning to use in the future? 

• ______________________________________________________________________ 

• ______________________________________________________________________ 

• ______________________________________________________________________ 

• ______________________________________________________________________ 
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2. General study skills 

Information 

To be able to study effectively, use additional strategies aimed at organisation, preparation and 

having the right mindset. 

A number of the skills and strategies described below were probably covered during the training 

course. Others may not have come up. Discuss them with each other or your trainer. 

 

Be well prepared 
Good preparation is half the battle. The most important strategy is to make sure you have the right 

study material to hand. In other words:  

• Make a list of what you have to study and/or achieve. 

• Make sure you have the right supplies handy, and that they’re up to date. 

• Make recordings of lessons during the semester and note down the times in the recording 

where you need to pay extra close attention. 

• Ask other people for notes from lessons you’ve missed. 

 

Get organised before you start working  

Consciously choose a place to work and get it organised. Organise yourself, too. Think about the 

following key points: 

• Choose a good workspace – At school, in the library, in your flat or in your bedroom. If you’re 

going to sit at the kitchen table with everyone coming and going around you, you run the risk 

of blurring the boundaries between ‘working for your study programme’ and ‘chilling out 

together’.  

• Keep your workspace clean and free of clutter. 

• Organise your materials, place your textbook and notes on the right and your laptop on the 

left. Work digitally with multiple screens, or split your screen between your digital study 

materials and your notes. 

• If you’re working at home or in a home environment, organise ‘yourself’ to ensure you have 

the right mindset. This includes tidying yourself up as if you were heading out to class. For 

example: have a shower, change your clothes, put on shoes.  

• Reduce possible distractions. Having good music and your favourite snack close by seems like 

a good idea, but it can also be too tempting. 

• Reduce social digital distractions. Mute your phone or turn on apps that will make sure 

you’re not disturbed. Put on headphones. Give your phone to someone else to look after. 

• Schedule short breaks to allow yourself to recharge. How long you can concentrate for differs 

from one person to the next, but taking a short break (one to two minutes) every twenty 

minutes will help you stay focused on your task.  
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Engage in active study  

Remember: ‘study’ is a verb. You don’t have to sit still, ‘hunched over a book’ or staring at your 

laptop screen. You can walk around, talk out loud, write, draw, or make, listen to and repeat 

recordings. 

• Read through your notes at least once within an hour after your class. Although this often is 

not possible in practice, in principle this works really well. In any event, try to do it as soon as 

possible after the class. 

• Write your notes out again. Turn your notes into diagrams. 

• Supplement your notes with things you learn from listening to your recordings of your 

classes. 

• Make and use flash cards. 

• Talk with someone about the material, or even better, explain the material to someone else. 

• Record yourself reading your notes aloud, and listen back to the recordings. 

• In your head, make a video of the materials you need to study. 

• Hang up a list of things you need to learn by heart, in a place you go often (beside the couch, 

in the toilet). 

 

 

Build in routines        

Organising your environment and daily routines helps you get started on study tasks and makes it 

easier to remember what you’re supposed to be doing and where you can find the materials and 

equipment you need. 

• Stick to a structured timetable. Work out your daily routine, and schedule the tasks you want 

to do but don’t have the discipline for or which you often forget to do, such as reading your 

study materials over and over, getting exercise, and tidying your room. 

• Use ‘automatic places’ for things: places in your environment where you always keep certain 

items, so that you always know where to find them. 

• Create automatic places for: 

o Textbooks and notes 

o Your laptop 

o Important documents 

o Important telephone numbers 

o Your calendar / mobile phone / iPad, etc. 

o Your keys 

The more you use these strategies, the more productive your learning sessions will be. 

 

 

  



138 
 

Current situation 

What relaxation strategies do you use before sitting down to memorise material or write a report? 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

What preparation do you do before starting work for your study programme? 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

How organised are you when you study? 

What kind of workspace do you choose to study in? How do you organise yourself and your study 

materials? 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

How do you make sure you’re in the right mindset? 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

 

Do you engage in active study? 

What do you do when you study? Or: what would someone else see you doing, if he or she watched 

you studying? Do you walk around, listen, read, write, narrate, draw, speak aloud, etc.? 

___________________________________________________________________________ 

____________________________________________________________________________ 

 

What routines have you created in your life? Which ones relate to studying? 

_______________________________________________________________________________ 

_________________________________________________________________________________ 

 

Are there skills and strategies, described above, that are critical to you and that you have not yet 

discussed with your trainer? 

If so, which one(s)?  

……………………………….. 

Discuss them with your trainer. 

…………………………………………………………..   
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3. Continuing to apply the necessary skills and effective strategies? 

Information 

Systematically applying a new habit takes time and requires perseverance. Opinions vary from a 

minimum of 21 days to 66 days. In order to develop new habits, a period of 250 days has even been 

described. (Think for example of quitting smoking). 

The cognitive skills and strategies often seem logical, simple and easy to do. But remember that it is 

not a habit for you to apply them so far. Also, knowing what to do does not mean you will do it and 

keep doing it. If only it were that easy...... 

So recognise that applying skills such as good planning, task initiation and reducing distractions, for 

example, is quite a challenge.  

The good news is that a new habit will cost you a lot less energy and time, and it will help you to keep 

up your studies. And you will start to notice this after just 3 weeks! 

 

Action plan 

 

 

 

 

 

 

 

 

 

Factors that have been proven effective and therefore help to acquire new habits are: 

• repeating a lot, preferably daily 

• keep your goal in mind (remember what you want to achieve) 

• informing others and asking for support 

• rewarding yourself if you have done the new behaviour a number of times.  

Keeping an eye on the 

goal 

Repeating 

Practicing 
Support from others 

Reward 

Learning a habit 
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Exercise 

Make a plan to learn a new habit 

A. Describe which of the skills-resources-strategies could help you plan and/or get started. 
B. Describe as specifically as possible what you are going to do about it when and how/what 

you are going to try. 
C. Describe why you want to do this. What goal do you have in mind? 
D. Involve someone who can support you. 
E. Make a reward schedule for yourself. 
 

 
 

A. The skills-resources-strategies that could help me are? 

Repeat the answer on question 1.C, the skills and strategies you have discussed with your trainer. 

 

Skill/strategy: 

________________________________________________________________ 

Skill/strategy: 

_________________________________________________________________ 

Skill/strategy: 

_________________________________________________________________ 

Skill/strategy: 

__________________________________________________________________ 

Skill/strategy: 

__________________________________________________________________ 

 

B. Specifically, I will apply the skill/strategy repeatedly according to the following plan: 

 

What When How Where With whom 

 

I am going to  
.........  

 

 

 

 

 

 

 

 

Date or time of 
linked activity 

 

In what way 

 

Location 

 

 

Names of 
persons or job 
title 
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C. My goal is:  

_______________________________________________________________________________ 

 

D. I will involve someone who can support me in this. 

 

Support can be in the form of regular information, evaluation afterwards, watching during the 

execution, checking the product, working together, reminding in advance, sending an app, etc..  

 

I will ask……………………………………………….to …………………………………………………(to do) 

and 

to evaluate it with me on …………………………………………….(date). 

 

Make an appointment with your trainer to briefly evaluate, after four to six weeks, how the learned skills 

are being applied.. 

Date……………………………………………….  

 

E. I reward myself in the following way 

What do I want to have/to do? 

__________________________________________________________________________________ 

When did I earn this reward? (After one time, number of times, period?) 

___________________________________________________________________________ 
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4. Feedback on the training course 

Which topics were the most helpful?  

__________________________________________________________________________ 

_________________________________________________________________________ 

Which concepts or exercises were too easy or too difficult? 

__________________________________________________________________________ 

__________________________________________________________________________ 

What other topics would you have liked to see covered? 

___________________________________________________________________________ 

___________________________________________________________________________ 

Do you have any other comments or suggestions? 

___________________________________________________________________________ 

___________________________________________________________________________ 

 

  



143 
 

5. Congratulations! 

Recognition and congratulations for participating in this training! 

 

 


