
ABC PRIORITIES 
The difference between essential and 
important! To help you sort out what 
must be done and when - use this 
technique. Write a list and then go 
through 
the list and sort by A, B or C. 
 

• ‘A’ must be done 

• ‘B’ should be done 

• ‘C’ could be done 

• Sort them A1, A2, A3/B1, B2, B3 
and so on. 

CHUNK IT DOWN 
Use this when you cannot get started 
or a task seems too much to take on. 
Break the task into stages (maybe 
five?). Do it one stage at a time 

• Look at what you have been 
asked to do 

• Put the tasks into smaller units 

• Do these in order 

• Have a break between each 

TALK IT UP 
How you talk to yourself 
influences your confidence. 
Use positive words and phrases 
again and again to keep yourself 
positive. Write them down and 
repeat them. 

• Think of positive words and 
messages which describe you 

•  Say them quietly to yourself 

•  Repeat them when you are    
feeling low 

• Say them to your favourite 
music 

Q AND A 
Q and A stands for question and 
answer. Q and A is a great way to 
practise recall. Try to get others to 
test you out and use cards to: 

• Write a question on one side and 
an 

     answer on the other 

• Put questions from old test papers 
on the cards 

• Pencil in answers to questions 
which you are not sure about 

INDEX CARDS 
Index cards are postcard sized lined 
cards. Index cards are a good way of 
keeping notes or memory maps in one 
place. Good index cards: 

• are numbered - so that you can 
practise 

• mixing them up and then re-
ordering them 

• are written on one side only so 
you can turn them over and test 
your memory of what’s 
underneath use colour and shapes 

MEMORY MAP 
Memory maps are a visual 
summary of the most important 
information. Good memory maps 
use space, show relationships 
and: 

• have the key ideas growing 
from the centre 

• link ideas together using 
summary words are colourful 



 



 


