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Last week’s talk

1. Understand procrastination causes and 
impacts.

2. How the four circuits of executive 
function relate to procrastination

3. Explore strategies to overcome 
procrastination.
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Today’s Learning Objectives

Identify obstacles and 
develop strategies for task 

initiation.

Recognize and prevent 
procrastination in task 

management.

Apply evidence-based 
strategies for effective 

task management.
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Disclaimer This is educational 
purposes only and not 
meant to be a diagnosis or 
therapeutic in nature. 
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Key Learning 
Resources

Barkley, R. A. (2012). Executive functions: What 
they are, how they work, and why they evolved. 
Guilford Press.

Barrett, L. F. (2020). Seven and a half lessons 
about the brain. Houghton Mifflin.

Braaten, E., & Willoughby, B. (2014). Bright kids 
who can't keep up: Help your child overcome 
slow processing speed and succeed in a fast-
paced world. Guilford Publications.

Brown, P. C., Roediger III, H. L., & McDaniel, M. 
A. (2014). Make it stick: The science of 
successful learning. Harvard University Press.

5



Key 
Learning 

Resources 
(Cont.)
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Senge, P. M. (2006). The fifth discipline: The 
art and practice of the learning organization. 
Broadway Business.

Schwartz, T., & McCarthy, C. (2007). 
Manage your energy, not your time. Harvard 
business review, 85(10), 63.

Shaywitz, S. E., & Shaywitz, J. (2020). 
Overcoming dyslexia: Completely revised 
and updated. Hachette UK.

Silver, L. B. (2010). The misunderstood 
child: Understanding and coping with your 
child's learning disabilities. Harmony.

Various articles from ADDitude Magazine, 
ADHD Report, Understood.org, and 
Harvard’s Center on the Developing Child.



Review of 
Neurobiology of EF

Four circuits: 
What 
When 
Why
Who

Based on content from ADDitude Magazine 7



Working memory is like a bucket
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Executive functions involve things like:

Based on content from Harvard’s Center on the Developing Child 9

organizing and planning, 

shifting attention, 

regulating emotions, 

self-monitoring,

and holding information in mind for easy recall.

http://ncld.org/types-learning-disabilities/executive-function-disorders/executive-functioning-self-monitoring-checking-independent-living


Executive 
function 

deficits are 
not only seen 
in individuals 
with ADHD. It 
also effects 
people who 

have:

Learning disabilities
Communication disorders
Mental health disorders

Based on content from National Center for Learning Disabilities 10



Dr. Jim’s 
description of 

EF

• Doing 
• Doing a goal 
• Doing something that is goal-directed 
• Doing a goal-directed behavior
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Recommended reading

Barkley, R. A. (2012). 
Executive functions: What 
they are, how they work, 
and why they evolved. 
Guilford Press.
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Dr. Jim’s 
opinion
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99.9% of those who 
have  ADHD or ADD 
will also struggle 
with EF issues.

EF is likely its own 
entity.



Recommended 
reading: The 

ADHD REPORT 
from Guilford 

Press
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“Meta-
analytic and 

factor 
analytic 
studies 

consistently 
identify 
three 

primary 
EFs”

Working memory
Set shifting
Behavioral inhibition

Based on content from ADHD Report 15



Executive Function Disorder

Cognitive

Behavioral

Emotional
16Based on content from 

ADDitude Magazine



Dr. Jim’s description of EF

• Executive Functioning Disorder include 
difficulties with:
Time management 
Organization
Planning (ADHD----Follow through)
Problem solving
Self regulation 

17
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Executive 
Functioning 

Disorder

• Time blindness (Now… 
Now…Now)

• Difficulty doing things to 
complete long-term goals 

• Disorganized (setting 
schedules-- late)

• Trouble controlling 
emotions (Big feelings)

• Struggle with processing 
information (Getting stuff 
from the back to the front 
and front to the back)
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SEVEN 
MAJOR TYPES 

OF SELF-
REGULATORS

1. Self-awareness: Simply 
put, this is self-directed 
attention.

2. Inhibit ion: Also known as 
self-restraint.

Based on content from ADDitude Magazine 19



SEVEN MAJOR 
TYPES OF 

SELF-
REGULATORS 

(CONT.)
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SEVEN MAJOR 
TYPES OF 

SELF-
REGULATORS 

(CONT.)

7. Planning and Problem Solving: 
Experts sometimes like to think of 
this as “self-play” 

This concerns how we play with 
information in our minds to come 
up with new ways of doing 
something. By taking things apart 
and recombining them in different 
ways, we’re planning solutions to 
our problems.

Based on content from ADDitude Magazine 23



9 Time-Saving Tips from Edward Hallowell, M.D. 

1. Focus on what truly matters.

2. Minimize distractions.

3. Create a positive emotional environment 
wherever you go.

Based on content from ADDitude Magazine 24

Presenter Notes
Presentation Notes
Remember rotary telephones? I had to use one at the lakeside cottage my family rented last summer, and, boy, was it irritating. That old monster took forever to dial. Okay, it took only 11 seconds (I timed it), but that seemed an eternity in today’s fast-paced world. Which got me thinking about why I found it so irritating to spend an entire 11 seconds dialing a phone number! So what?Without intending to, many people find they live in a rush they didn’t create, or at least didn’t mean to create. Sometimes busy-ness is blissful. But not if “busy” keeps you from doing what’s most important to you. Here’s how to overcome this common malady:1. Focus on what truly matters.Don’t spread yourself too thin, and don’t get sidetracked. Remember, cell phones, laptop computers, and other high-tech tools enable us to do more, but more is not necessarily better.�[Free Expert Resource: Keep Track of Your Time]2. Minimize distractions.3. Create a positive emotional environment wherever you go.Positive emotion is not a frill. It’s the on/off switch for effective mental functioning. When you feel secure in your surroundings, you think better, behave better, work better, and are better able to help others. So do your best to build positive relationships. Always aim to be friendly and upbeat.https://www.additudemag.com/time-management-techniques-hallowell/



9 Time-Saving Tips from Edward Hallowell, M.D. (Cont.)

4. Don’t waste time “screensucking.”

5. Delegate anything you’re not good at.

6. Slow down.

Based on content from ADDitude Magazine 25

Presenter Notes
Presentation Notes
4. Don’t waste time “screensucking.”What’s that? It’s being glued to your TV or computer screen. Screensucking interferes with the brain’s ability to focus. Whenever possible, limit such electronic hypnosis to one hour a day.Things that distract you on a regular basis should be addressed. Keep losing your glasses? Train yourself to put them in a special place. If you’re distracted by magazines strewn about your kitchen, put a basket in another room, and make sure the magazines get into it.5. Delegate anything you’re not good at.Is paying bills each month an irritant because you never manage to send them in on time? Hand the job over to your spouse. If you’re not married (or have a spouse who isn’t good at it, either), put as many bills as possible on auto-pay.Your goal is not to be independent, but to be effectively interdependent. That is, to share responsibilities for various tasks and projects with other people.6. Slow down.Periodically ask yourself why you’re in such a hurry, and take the question seriously. If the answer is “because I’m late,” assess your priorities and cut out unnecessary responsibilities. The time you save should be devoted solely to personal or family time.�[Free Webinar: It’s About Time: Understanding the Science of Time Management with ADHD]https://www.additudemag.com/time-management-techniques-hallowell/



9 Time-Saving Tips from Edward Hallowell, M.D. (Cont.)

7. Think twice about multitasking.

8. Invest your time for maximum return.

9. Play.

Based on content from ADDitude Magazine 26

Presenter Notes
Presentation Notes
7. Think twice about multitasking.People often try to do two or more things simultaneously, assuming it saves time. But research shows doing two things at once takes about 50 percent longer than doing them sequentially. An exception to this rule: Some people with ADD focus better if they do something essentially mindless while tackling an important task – for example, listening to music or balancing on a ball while doing homework.8. Invest your time for maximum return.Not sure where the time goes? Create a chart, and record everything you do. Maybe the chart indicates you’re spending too much time looking for lost keys or nagging your teenage daughter to clean up her room. Think of some creative ways to eliminate these (hanging a key hook near the front door or deciding that her room doesn’t really need to be clean, after all).9. Play.Imaginatively engage in what you are doing. This will use the best parts of your wonderful, creative mind. Playing is not a waste of time. It will make you more effective at whatever you’re doing, whether it’s carrying on a conversation or baking an apple pie.https://www.additudemag.com/time-management-techniques-hallowell/



Time Management 
Workaround Strategies from 

Ari Tuckman

1. Externalize time.
2. Maximize motivation.
3. Eliminate distractions.
4. Don’t catastrophize.
5. Identify feelings. 

Based on content from ADDitude Magazine 27

Presenter Notes
Presentation Notes
1. Externalize time. When your internal clock is unreliable, you need to lean heavily on external ones. Old-fashioned analog clocks — not digital clocks — are useful for this purpose; the moving hands physically represent the passage of time; the numbers of a digital clock can be too abstract. Another great tool is the Time Timer; it shows the remaining time as an ever-shrinking red slice on the clock’s face.Some individuals externalize time by setting up systems that remind them of it constantly. That might mean setting alarms, utilizing phone reminders, or scheduling to-do list items directly into a calendar. Designating specific times for specific regular tasks also helps to ensure they get done regularly.2. Maximize motivation. To harness (and maintain) motivation before it’s too late, visualize a future where time is managed well, and compare it to an alternative reality. For example, a college student with a paper due Friday should ask how it will feel to pull an all-nighter at the library while all of his friends go out to parties.To practice visualization effectively, first acknowledge the common lies we tell ourselves to justify poor time management. Examples include: “I have plenty of time,” “I don’t really have to do that now,” or “I work best under pressure.” Confronting those lies, examining them, and admitting when they’re untrue, is critical to developing better time management over the long-term.3. Eliminate distractions. A hallmark symptom of ADHD is distractibility, which can override even the strongest time management strategies. Since it’s easier to avoid distraction than it is to recover from it, set up your work environment to eliminate distractions and manage the temptation to get off task. This means different things to different people, but some commonly used techniques include: blocking tempting websites on your computer (using online tools like SelfControl or Freedom), putting your phone on Do Not Disturb, or facing your desk toward the wall so you’re not tempted to look out the window.4. Don’t catastrophize. Sometimes people put off tasks or long-term goals because they imagine the endeavor is bigger, more complicated, and more difficult than it is in reality. But waiting until the last minute because the project seems too hard — or avoiding it altogether because it involves too much risk — tends to become a self-fulfilling prophecy; the longer you procrastinate or avoid something, the more difficult (or unlikely) the project or goal becomes.People who catastrophize tasks in their minds can benefit by simply forcing themselves to get started. Challenge yourself to complete just five minutes of a scary project before taking a break. If you still don’t feel productive after five minutes, it’s okay to stop. But in most cases, those five minutes of work will make it clear that the project wasn’t as difficult as you imagined. Plus, five minutes of work now means five fewer minutes of work later.5. Identify feelings. Often, people put off doing a task because it makes them uncomfortable, but they’re not actually sure why. In some cases, the project seems boring or pointless, so apathy is to blame. Others might worry about failure — causing them to procrastinate as a way of putting off the anxiety they feel. Apathy and anxiety require different solutions, and it’s impossible to know which solution to try until you identify the root cause of your procrastination.No single time-management strategy will work 100 percent of the time. It’s important to identify a collection of strategies that each works some of the time, mixing and match them to adapt to new goals and challenges as they arise.https://www.additudemag.com/how-to-plan-ahead-when-you-have-adhd-understand-time/



Time Management Tools 
recommended by Ari Tuckman

1. RescueTime
2. Finish 
3. 2Do 
4. MIN TO GO 

Based on content from ADDitude Magazine 28

Presenter Notes
Presentation Notes
If you want more concrete tools to help you plan for the future and take care of your daily tasks, try these useful time management apps:RescueTime (iOS, Android, Mac, PC, Linux; Free for basic; $9/month for Premium)�Before you can save time, you first need to take stock of it. The Rescue Time app does that without bias or judgment — it runs in the background of your computer or mobile device and quietly tracks how much time you spend working, reading the news, or mindlessly scrolling through Instagram. After rating each activity from “Very Distracting” to “Very Productive,” set your goals and track your progress!Finish (iOS, Free)�Finish calls itself “The To-Do List for Procrastinators,” making it perfect for anyone with ADHD who has a lot on their plate. When adding a task to the app, you select a due date: “Short Term,” “Mid Term,” or “Long Term.” Instead of due-date reminders — which can feel meaningless to procrastinators — Finish shows you how time is running out, and moves tasks from one time category to another as it does.2Do (iOS, Android, Mac; $2.99-$49.99)�The 2Do app organizes simple reminders and checklists, as well as larger projects, by color — an important feature for visual thinkers. The app’s ingenious clear tab system also allows users to create lists and then not promptly forget about them. Each task is sortable by priority, due date, note, an embedded audio note, and/or photo.MIN TO GO (iOS; $0.99)�MIN TO GO is a timer and alarm app designed especially for people who are “time blind.” It features three pre-alarm notifications that announce, out loud, “60 minutes to go,” “15 minutes to go,” and “5 minutes to go.” Each announcement begins with a few pleasant tones, followed by a calming female voice. There’s no need to open the app to see how long you have left — the remaining minutes are displayed right on the app’s icon, making it easy to see at a glance how efficiently you’re using your time.https://www.additudemag.com/how-to-plan-ahead-when-you-have-adhd-understand-time/�



Color-
Coding 

Tips from 
Lexi 

Walters 
Wright

• Color-code the 
calendar.

• Use a different color 
for each subject. For 
example, red is math. 
If you use a shared 
digital calendar, you 
can also assign colors 
to different subjects. 
Check under 
“settings.”

Based on content from understood.org 29



Color-Coding 
Tips from 

Lexi Walters 
Wright 
(Cont.)

Based on content from understood.org 30

• Use different-colored 
supplies for each subject.

• Assign each class its own 
color. Blue for philology, red 
for math, and so on. 

• You can also color-code 
digital folders on your 
computers.



Color-Coding 
Tips from 

Lexi Walters 
Wright (Cont.)

• Try “home” and “school” 
colors for note-taking.

• In class, students take notes 
on what they learn from the 
professor. At home, they 
take notes on what they’re 
studying on their own. 
Taking at-home and at-
school notes in different 
colors—whether by hand or 
on a computer—can help 
avoid confusion.

Based on content from understood.org 31



Color-Coding 
Tips from Lexi 

Walters 
Wright (Cont.)

• Use an underlining system for 
note-taking.

• When each color has a specific 
purpose, you can scan a page 
and know where to look for 
what. For example, you mark 
all new terms or vocabulary 
words in yellow, the main 
topic in green, and each 
subtopic in pink.

Based on content from understood.org 32



Color-Coding 
Tips from Lexi 

Walters 
Wright (Cont.)

• Color-code to-dos.
• Use different-colored 

sticky notes to help your 
child keep track of things 
like assignments or tasks. 

• The color of the sticky 
note can show how 
urgent it is. For example, 
flag tasks that need to be 
done first with red 
stickies, next week’s stuff 
green, and so on.

Based on content from understood.org 33



Travis Bradberry’s 12 Things Truly 
Confident People Do Differently

1. They get their happiness 
from within.

2. They don't pass judgment.

3. They don't say yes unless 
they really want to.

Based on content from Inc. Magazine 34

Presenter Notes
Presentation Notes
Confidence takes many forms, from the arrogance of Floyd Mayweather to the quiet self-assurance of Jane Goodall. True confidence -- as opposed to the false confidence people project to mask their insecurities -- has a look all its own. And truly confident people always have the upper hand over the doubtful and the skittish because they inspire others and make things happen."Whether you think you can, or you think you can't, you're right." -- Henry FordFord's notion that your mentality has a powerful effect on your success is manifest in the results of a recent study at the University of Melbourne that showed confident people went on to earn higher wages and get promoted more quickly than others.Learning to be confident is clearly important, but what is it that truly confident people do that sets them apart from everyone else?I did some digging to uncover the 12 cardinal habits of truly confident people, so you can incorporate these behaviors into your repertoire.1. They get their happiness from within.Happiness is a critical element of confidence, because in order to be confident in what you do, you have to be happy with who you are.People who brim with confidence derive their sense of pleasure and satisfaction from their own accomplishments, as opposed to what other people think of their accomplishments. They know that no matter what anyone says, you're never as good or as bad as people say you are.2. They don't pass judgment.Confident people don't pass judgment on others because they know that everyone has something to offer, and they don't need to take other people down a notch to feel good about themselves. Comparing yourself to other people is limiting. Confident people don't waste time sizing up people and worrying about whether or not they measure up to everyone they meet.3. They don't say yes unless they really want to.Research conducted at the University of California, San Francisco, shows that the more difficulty you have saying no, the more likely you are to experience stress, burnout, and even depression. Confident people know that saying no is healthy, and they have the self-esteem to make their noes clear. When it's time to say no, confident people avoid phrases such as "I don't think I can" or "I'm not certain." They say no with confidence because they know that saying no to a new commitment honors their existing commitments and gives them the opportunity to successfully fulfill them.https://www.inc.com/travis-bradberry/12-things-truly-confident-people-do-differently.html



12 Things Truly Confident 
People Do Differently (Cont.)

4. They listen more than they speak.

5. They speak with certainty.

6. They seek out small victories.

Based on content from Inc. Magazine 35

Presenter Notes
Presentation Notes
4. They listen more than they speak.People with confidence listen more than they speak because they don't feel as though they have anything to prove. Confident people know that by actively listening and paying attention to others, they are more likely to learn and grow. Instead of seeing interactions as opportunities to prove themselves, they focus on the interaction itself, because they know this is a far more enjoyable and productive approach to people.5. They speak with certainty.It's rare to hear the truly confident utter phrases such as "Um," "I'm not sure," and "I think." Confident people speak assertively because they know it's difficult to get people to listen if you can't deliver your ideas with conviction.6. They seek out small victories.Confident people like to challenge themselves and compete, even when their efforts yield small victories. One possible reason?  Small victories build new androgen receptors in the areas of the brain responsible for reward and motivation. The increase in androgen receptors increases the influence of testosterone, which further increases confidence and eagerness to tackle future challenges. When you have a series of small victories, the boost in your confidence can last for months.https://www.inc.com/travis-bradberry/12-things-truly-confident-people-do-differently.html



12 Things Truly Confident People Do Differently (Cont.)

7. They exercise.

8. They don't seek attention.

9. They aren't afraid to be wrong.

Based on content from Inc. Magazine
36

Presenter Notes
Presentation Notes
7. They exercise.A study conducted at the Eastern Ontario Research Institute found that people who exercised twice a week for 10 weeks felt more competent socially, academically, and athletically. They also rated their body image and self-esteem higher. Best of all, rather than the physical changes in their bodies being responsible for the uptick in confidence, it was the immediate, endorphin-fueled positivity from exercise that made all the difference.8. They don't seek attention.People are turned off by those who are desperate for attention. The truly confident know that being yourself is more effective than trying to prove you're important. People tend to read attitude quickly, and they're more attracted to the right kind of attitude than what, or how many, people you know. Confident people always seem to bring the right attitude.Confident people are masters of attention diffusion. When they're receiving attention for an accomplishment, they quickly shift the focus to all the people who worked hard to help get them there. They don't crave approval or praise because they draw their self-worth from within.9. They aren't afraid to be wrong.Confident people aren't afraid to be proven wrong. They like putting their opinions out there because they learn a lot from the times when they're wrong, and other people learn from them when they're right. Self-assured people know what they are capable of and don't treat being wrong as a personal slight.https://www.inc.com/travis-bradberry/12-things-truly-confident-people-do-differently.html



12 Things Truly Confident People Do Differently (Cont.)

10. They stick their necks out.

11. They celebrate other people.

12. They aren't afraid to ask for help.

Based on content from Inc. Magazine 37

Presenter Notes
Presentation Notes
10. They stick their necks out.When confident people see an opportunity, they take it. Instead of worrying about what could go wrong, they ask themselves, "What's stopping me? Why can't I do that?" and they go for it. Fear doesn't hold them back because they know that if they never try, they will never succeed.11. They celebrate other people.Insecure people constantly doubt their relevance, and because of this, they try to steal the spotlight and criticize others in order to prove their worth. Confident people, on the other hand, aren't worried about their relevance because they draw their self-worth from within. Instead of insecurely focusing inward, confident people focus outward, which allows them to see all the wonderful things that other people bring to the table. Praising people for their contributions is a natural result of this.12. They aren't afraid to ask for help.Confident people know that asking other people for help won't make them seem weak or unintelligent. They know their strengths and weaknesses, and they look to others to fill the gaps. They also know that learning from someone with more expertise is a great way to improve.Bringing it all together.Building confidence is a journey, not a destination. Please share your thoughts on the matter in the comments section below, as I learn just as much from you as you do from me.https://www.inc.com/travis-bradberry/12-things-truly-confident-people-do-differently.html�



Strategies for starting and managing 
tasks

38

Get social Take five 

Start wherever
The Romans were 
wrong…about 
outlining 



Get Social 

Create or join 
a study group

1
Get an 
accountability 
partner

2
Get a body 
double

3
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Take Five

Get an egg timer

Set it for five minutes 

Work until the bell goes off

40

Presenter Notes
Presentation Notes
By telling yourself you only have to work for five minutes you can often overcome the forces of procrastination



Start Wherever

If you don’t know how to begin, that’s fine. 
Start somewhere else. Start in the middle. 
Or at the conclusion.

For example, if you’re writing a paper on 
Hamlet and you don’t know what your 
thesis is, you could start in the middle by 
writing your analysis of a quote from a 
literary critic in a particular passage of 
required reading. 

41



The Romans were wrong…about 
outlining

Alternates to Roman Numeral outlining:
• List of questions
• Mind maps
• Models
• Collection of ingredients (chef 

approach)
• Gathering materials (engineer 

approach)

42

Presenter Notes
Presentation Notes
A short essay I wrote about this: �The thesis of this essay is that alternative outlining methods, such as list of questions, mind maps, models, or a collection of ingredients like a chief or gathering materials like an engineer, can better support these students in their academic pursuits.To begin with, let us discuss the traditional Roman numeral outline. This method requires a hierarchical structure, beginning with broad topics and subsuming progressively more specific ideas underneath. While this structure can be effective for some, students with learning disabilities and ADHD may find it rigid and restrictive. The need to maintain a strict order can be distracting and limit creative thinking, which is critical to the learning process.In contrast, outlining in the form of a list of questions enables students to identify key themes, issues, and areas of inquiry that they wish to explore. By generating open-ended questions, students can delve into various aspects of a topic without being confined by a rigid hierarchical structure. This flexible approach allows for a more organic thought process, accommodating the diverse learning styles of students with learning disabilities and ADHD. Furthermore, answering the questions enables students to clarify their thoughts and provides a natural segue into drafting the essay.Mind mapping is another alternative outlining technique that can be particularly beneficial for students with learning disabilities and ADHD. This method allows for the visual representation of ideas and connections between concepts, which can help students better understand complex relationships. Mind maps provide a graphical, non-linear way of organizing information, allowing students to see the "big picture" of their topic, and encouraging creative thinking. By arranging ideas in a spatial manner, students can identify patterns and associations that might be overlooked with a more linear method, such as the Roman numeral outline.Another unconventional approach to outlining is the creation of models. Students can construct a physical or digital representation of their topic, which can help them understand complex concepts and relationships more intuitively. For example, a student studying the political system of a country could create a three-dimensional model or a digital simulation to visualize the interaction between various branches of government. The process of creating a model can be particularly engaging for students with learning disabilities and ADHD, allowing them to connect with the material on a deeper level.Outlining in the form of a collection of ingredients, like a chef, or gathering materials, like an engineer, is yet another innovative method that can support the needs of students with learning disabilities and ADHD. This approach involves assembling a "toolbox" of resources, including primary and secondary sources, quotations, and personal anecdotes, which can be used to build the essay. Students can arrange these "ingredients" in various combinations to test different arguments and perspectives, without being confined by a predetermined structure.This method also encourages critical thinking, as students must evaluate the relevance and validity of each resource. For students with learning disabilities and ADHD, this approach can help them stay engaged in the research process, as they actively explore their topic and consider multiple viewpoints. As they collect and analyze these "ingredients," they can also identify gaps in their understanding, guiding further research and promoting deeper learning.In conclusion, the traditional Roman numeral outline may not be the best approach for students with learning disabilities and ADHD. Instead, alternative methods such as list of questions, mind maps, models, or a collection of ingredients like a chef or gathering materials like an engineer can provide more flexible and engaging ways to organize and explore ideas. 



Learning objectives for next week’s talk 
on Emotional Regulation

Understand emotional 
regulation's importance for 

resilience.

Identify challenges, triggers, 
and consequences of 

dysregulation.

Develop strategies to 
improve emotional 

regulation, build resilience.
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Washington University's Services for 
Students

44
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