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Forgetting-Risk Planner
Decide, item by item, what people must remember, what they can look up, when they relearn it and how you will check it later.
From coursebox.ai/blog/forgetting-curve | Coursebox planning aid, not a validated assessment
How to use this planner
Use this worksheet to plan follow-up for one course. Record the task, local requirements, practice, ownership and later evidence. It does not predict a forgetting date or authorise work.
List the decisions, procedures, facts and skills the course teaches.
Record frequency of use and the consequences of a miss. Task type is context, not a formula for when each item will fade.
Agree with the procedure owner what must be remembered and what can be looked up safely. Make approved job aids accessible.
Practise to an agreed observable criterion, with feedback and another attempt. Ease or a fixed attempt count is not the criterion.
Choose an initial follow-up from risk, required schedules and evidence. Check earlier when needed; adjust later practice from errors and support required.
Keep required recurrent training and drills. A short booster does not automatically replace them. Name the owner and record the decision.
Remember or look up? Four questions
Can the person safely consult an approved reference during the task? Check access, legibility and time pressure before relying on it.
What must they demonstrate without a teaching hint? Write the criterion and the errors requiring immediate support.
What evidence will tell you to bring a check forward or change the next session?
What current procedure, drill or refresher requirement must the plan preserve?
Worked example: floor wardens at a head office
Hypothetical planning example: twelve wardens at a 300-person office complete a 40-minute course and route walk in February, with a planned drill in August. A real alarm could occur sooner. Week 6 and week 20 are provisional example dates, not safe waiting periods. The procedure owner must approve the content and schedule.
	Item
	How often used
	Cost of a miss
	Physical or cognitive
	Remember or look up
	Relearn when, check how

	When to sweep a floor and when to leave
	Drill or real alarm only
	High
	Cognitive
	Remember
	Week 6 and week 20 scenarios; scored at the August drill

	What to do about a person who refuses to leave
	Rare
	High
	Cognitive
	Remember
	Week 6 and week 20 scenarios; scored at the August drill

	Which assembly point to use when the main one is blocked
	Drill or real alarm only
	High
	Cognitive
	Remember
	Week 6 and week 20 scenarios; scored at the August drill

	Walking the floor route
	Drill or real alarm only
	Medium
	Physical
	Remember
	Walk-through in week 20; observed at the August drill

	Warden kit contents
	At each drill
	Low
	Cognitive
	Look up
	Card in the kit; kit check in August

	Using the roll-call sheet
	At each drill
	Medium
	Cognitive
	Look up
	Steps printed on the sheet; audit after the drill


Planning result: practise the three decisions and provide approved kit and roll-call references. Add provisional follow-up to the current programme. Keep required training and drills; use observed errors to change the plan. Owner approval: __________  Earlier check needed by: __________
Your course
Course: __________________  Procedure/version: __________________  Owner: __________________
Initial criterion and required schedule: ______________________________________________________
Follow-up owner/date: __________________  Evidence for changing the plan: __________________
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Sources: Ebbinghaus (1885/1913), Memory, chapter 7; Arthur, Bennett, Stanush and McNelly (1998), Human Performance 11(1).
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