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When we fail to apply new knowledge or use a new skill, we begin to lose it. This can mean wasted time, money, and opportunities. 
The next time you are learning something new or improving a skill, follow the steps below to ensure you do not let it go to waste.  

Be a good note taker

People overestimate how much they remember when learning something new. It’s often 
very little. Write down as much as you can, then review and summarize your notes and copy 

the main points within 24 hours. Refer to your summarized notes regularly. 

Get help from others

Create intention statements 

Practice visualization

STUDENTS ALWAYS PLAYBOOK: TOOL #3

Formally acknowledging what you’ve learned helps your mind hold on to new information 
and concepts more easily. Spend a few minutes creating a list of the main things you have 
learned and how you plan to apply them. Be specific and make detailed, actionable steps. 

Imagine yourself carrying out the actions you outlined in your intention statements. Paint 
as clear of a picture as you can. Recall the specific information and see yourself applying it 
successfully. This will help with retention of the information and increases your ability to 
recognize opportunities to use your new knowledge/skills as they arise. 

Sharing new information with another person or group is one of the most effective ways to 
increase understanding of the topic. There are several psychological mechanisms at work 
when you prepare to share new information, including increased metacognitive processing, 

organization, motivation, and competence.

Many of us find it all too easy to cheat on our privately held goals. But, when we share our 
goals with others, we increase the likelihood that we will follow through. Ask someone 
(manager, spouse, friend) to hold you accountable to your learning goals and let you know 
how well you are applying your new training/information. 

It’s common to focus on obstacles and feel stuck even when you are making progress. We 
tend to forget just how far we have come. Try to recognize when you are applying your 
learnings. This can help build a sense of accomplishment and growth. While you’re at it, 
take note of what’s working and what’s not. Any adjustments you make help you reinforce 

the learnings and make you even more effective. 

Get curious & expand 

The most successful learners are those who go beyond what is taught to them directly. They 
are curious about the subject and seek new ways of accessing and understanding it. Once 
you have the basics down, take some time to ask questions to help you get clearer or to dig 
even deeper. By engaging in further research, you can gain a larger contextual 
understanding of the topic and maybe even learn how others are applying this knowledge.

Teach (or share with) someone else 

Recognize your progress 


