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Can you relate?

Are you always late
for appointments?
Do you often turn in
reports or projects after
the deadline?
Do you have to pay late
fees for bills?
Do you have a hard time
predicting how long
something will take?
Do you seem to disappoint friends and loved
ones because you don’t show up on time for
special events?
Does your child seem to struggle with time
management as well?

"Where does the
time go?"
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Time Blindness

"I HAVE TRIED ALL OF
THE STRATEGIES, AND
THEY JUST DON'T SEEM
TO WORK FOR ME!"

Are you frustrated because you have tried a million tips and strategies, but you
still suffer from time blindness?
People with ADHD tend to be "time blind," meaning they aren't aware of the
ticking of time. As a result, they often struggle to use time wisely and
productively.
You may find that you struggle to understand time, avoid procrastination, and
remain on task until completion. This leads to a constant feeling of being in a
rush, constantly playing catch up, and inevitably disappointing yourself and
others.

Miss the bus again?
Poor time management can affect the entire family.
Poor time management can affect the
entire family. You may find that your
child is often rushing around in the
morning because they spent too much
time picking out clothes while ignoring
the rest of his morning tasks.
Or your child is constantly missing the
bus because they are unable to manage
the morning routine.
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What is the root cause?

YOU CAN TELL TIME! YOU KNOW WHAT IS DUE AND WHEN IT’S DUE. YOU
WANT TO GET THINGS DONE! SO WHY DOES THIS KEEP HAPPENING?

The Root
Cause...
It’s important that we get to the root
cause. A lack of time management
or time blindness is not about being
lazy or unmotivated.
Effective time management
requires strong executive function.
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Time management
refers to a broad set
of skills related to
understanding time
and how to use
time effectively.

Executive function is a set of mental skills that help us
get things done. We must have strong executive function
in order to use our time wisely and understand how our
use of time impacts ourselves and others around us.
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How Does Weak Executive Function
Affect Time Management?
Let’s look the processes within executive function to further examine how
weak executive function affects our ability to manage time:
Working memory: allows you to take in information and hold that information in
your mental workspace, so you can then use that information to execute a task.
If you are unable to remember the different steps or requirements for a task to
be completed, then it is going to be very difficult for you to use your time wisely.
You are constantly trying to remember the different steps you need to take in
order to execute the task.
Emotion regelation: if you become very emotional during a task, it is going to be
difficult for you to sustain your attention to that one task and complete it in a
timely manner. If you have an emotional response to a particular situation, it will
not only be difficult for you to stay on task, but it will also be difficult for you to
regain your attention and get back on task once the emotions have subsided.
Mental flexibility: is all about being able to easily transition from one task to
another. If you have difficulty transitioning from one task to another, then time
management is going to be negatively affected.
Self monitoring: allows you to check yourself and your accuracy while doing a
task. If you are unable to self monitor, this means you are probably going to lose
track of time and also make careless errors. When you lose track of time and
make careless errors, the task ends up taking much longer.
Task initiation: obviously if you have difficulty starting a task right away, then it's
going to be very difficult for you to finish anything on time.
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Weak executive function affects time management
Organization and prioritizing: these are critical elements to time management.
We will provide you some activities in this eBook to help you get a new
perspective on how important organization and prioritizing is when it comes to
time management.
Inhibitory control: if you are very impulsive, you tend to start a task and then
start several other tasks at the same time without considering the
consequences of multi-tasking. In order to improve your time management
skills, you have to make certain that you are able to control your impulsive
nature that pulls you away from important tasks.
Therefore, time management is less about knowing how to use a calendar
and daily checklist and more about strengthening foundational cognitive
skills that are required for strong executive function.

Once you can strengthen executive function and improve these set of
mental processes, you will be able to use tools like calendars and to do
lists more effectively.
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Strenthen Executive Function and Self-Regulation

We Help You Cultivate Time
Management by Getting to
the Root Cause and
Strengthening Executive
Function.
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But What Can I Do Today?

How can you cultivate an understanding
and appreciation of time management?
Let's look at a few tips and strategies you can use to
help with time management.
We also will provide some activities you can do by
yourself, with your children, or colleagues to help you
gain a new perspective of time management and
develop an appreciation of the "why".
Why do time management skills matter?
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How much time do you spend on...

HOW IS
YOUR TIME
CURRENTLY
ALLOTTED?

Start a time log. A time log lets you see very quickly how much time you spend on
your daily activities. This can be a great reality check for many of us. You may not
actually realize how much time you are spending on things that are not a priority.
Once you are able to see how you are actually spending your time, you will be able
to get a clearer understanding of changes that need to be made in order to use
your time more effectively.

• Write down all your
tasks, appointments,
meetings, etc.
• Log your time daily
• Look at it in schedule
format
Review your log at the
end of the week. What
changes can you make
in order to be more
productive and efficient?
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Developing a Concept of Time

HOW LONG
IS A
MINUTE?

In order to manage your time, you must be able to accurately predict
how long things take you.
Overall, we may think we are good at estimating time. However, there are
a number of external and internal factors that can alter your perception
of time.
If you don’t know how long a minute is, then you probably don’t know how
long 10 minutes is, or an hour. So how do you make logical predictions of
how long things will take?
A simple activity you can do together is the minute challenge. This will
give everyone a concrete experience of time. Have everyone close their
eyes. They raise their hand when they believe a minute has passed.
One person, or a timer, keeps track of the time so everyone knows when
to open their eyes. It’s an effective way to demonstrate how everyone’s
perception of time is different. And, if we over-or-underestimate time, we
could throw off everyone’s schedules.
Resource: Calendar.com
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Prioritize Your Time
You are not able to do everything!
Look at how you are allotting your time
and see what is:

Necessary
Important
Fun

Not
Important
Not needed

Many times you'll find that you do your fun activities more
often and longer instead of your necessary or important
activities. Why? Because it's fun! What we need to realize is
that self monitoring means - I will abide by those things that
are necessary and important, before I do things less
important or even fun.
There is the question of why? Why do I have to prioritize? The
easy answer is, if you don’t, then you won’t be able to
accomplish everything in one day.
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Understanding Why Prioritizing is Important

This exercise gives you a good visual representation of why prioritizing is important. It’s
an excellent way to visually highlight the importance of doing the most important tasks
first.
Think of your day as a mayo jar and all of the tasks that need to fit into one day as
rocks, pebbles, gravel, sand, and water.
The mayo jar activity is straightforward.
Start with an empty jar. You’ll need materials like large rocks, smaller rocks, gravel, sand,
and water. Next, try to get all of these items into the jar.
The only way this is possible is by starting with the big rocks and working your way. The
biggest rocks are meant to represent your "Most Important Tasks". So, that’s why you
always focus on them from the start.
Your day is the Mayo jar. If you start with the less important things, then there is no
way to fit everything into your day.
Resource: Calendar.com
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Organize and Prepare for the Day
Whether you have ADHD or not, taking time to
organize and plan for the day ahead can help
you manage your time and activities better.
Try some of these simple organizational tips:

Make lunches the day before

Pack and set out your bag
the night before

Make a priority list for the next day

Leave a reminder on the door
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Understanding the Importance of Organizing

A fun activity to visualize the importance of organization:
The more organized we are, the more time we save. As a result, we have more time to do
fun things!
This is a simple time management activity that you can do with at least one other person.
You will need two decks of cards.
Like any other card game, you’ll need to shuffle one pack so that it’s random. The other
deck, however, will be organized in ascending order.
Each player then gets a pack.
Participants must then quickly find the Ace of Spades.
As you might surmise, the player with the organized pack might find this to be less
taxing than the individual with the mixed deck.
What does this accomplish? It highlights why the organization is so important to time
management.
Resource: Calendar.com
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Executive Function and Time Management
Time management tips and strategies are great tools to have
in your tool box. Developing an understanding and a concept
of time is equally important.
However, in order to improve time management skills, we must
get to the root cause:
We Must Strength Executive Function
Executive functions are the mental processes that enable us to:
Reason
Organize
Plan
Focus attention
Remember instructions
Juggle multiple tasks successfully
If one does not have cognitive control or strong executive function, it
is difficult to plan, prioritize, organize, self monitor, and as a result,
manage time.

Executive function is a
term used to describe the
brain as a corporation.
In a corporation, the
executives are the
persons responsible for
planning, organizing, and
prioritizing tasks
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Play Attention
Can help you
develop Strong
Executive Function
at any age!

Remember:
Developing
Executive Function
is the key to
Cultivating
Time Management

PLAY ATTENTION
DIRECTLY AFFECTS
AND TEACHES
COGNITIVE CONTROL /
EXECUTIVE FUNCTION.

Start a Customized Neurocognitive Training Plan with Play Attention
Improve Cognitive Control
Play Attention directly affects and teaches cognitive control/executive function. First, each
game is specially designed to teach a cognitive skill directly related to improving cognitive
control. These include finishing tasks in a reasonable time, attention control, short-term
memory, discriminatory processing, and many more. Secondly, the challenge of each game
is algorithmically designed to require more attention as one plays. If that challenge is met,
the game continues. If the challenge is not met, the game returns to the player’s last best
attention state. This challenge cycle repeats throughout play. It provides success, but no
failure. Lastly, each game produces increased challenge through both complexity and
distraction as one progresses. In essence, Play Attention provides increased challenge—just
enough to allow the player to improve without becoming anxious. It provides more than
enough challenge to master cognitive control.

Play Attention can help! Play Attention is specifically designed to strengthen the
cognitive skills that lay the foundation for strong executive function.

Our NASA inspired technology and cognitive exercises improve
executive function and self-regulation.
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Click here to schedule your free
1:1 consultation
to discuss a customized executive
function training plan for you!

Start Your
Play Attention
Program Today!

828-676-2240
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