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What will I learn today?

 What are executive functioning skills are and how are 

they needed for daily activities?

 How do our individual, unique strengths help us manage 

day-to-day executive function challenges?

 What are some strategies for planning, prioritization, 

time management, self-regulation, and getting things 

done.

What are Executive Functions?

Always 

late

Forgetful
Sound familiar?Think before 

you speak!

Definition

“The executive functions are a set of 

processes that all have to do with managing 

oneself and one's resources in order to 

achieve a goal.” (Cooper-Kahn & Dietzel, 2008.)

Executive Functions are the skills it 

takes to get things done.

Mental Skills

• Planning

• Organization

• Time management

• Task initiation

• Sustained Attention

• Goal-directed persistence

• Working memory

• Metacognition

Emotional Skills

• Impulse control

• Emotional control

• Flexibility



7/12/2016

2

Your Amazing Brain

Pre-Frontal Cortex

• Orchestra Conductor 
• Allows us to control our 

thinking, behavior and 
emotions

Amygdala

• Switching Station
• Determines if incoming 

information will go to 
PFC or lower reactive 
brain for 

“fight/flight/freeze”

Executive Functions 

in Daily Life

How can I set myself up for success?

Know 
your 
strengths.

Set a 
goal. 

Take baby 
steps.

Plan for 
barriers.

Build 
support.

Celebrate 
small 
victories. 

Setting Yourself Up for Success
Know your strengths.

Free Strengths Assessment

Values in Action (VIA)  based on Positive Psychology

www.viacharacter.org

1. Appreciation of Beauty & Excellence
Noticing and appreciating beauty, excellence, and/or skilled performance in various

domains of life, from nature to art to mathematics to science to everyday experience.

2. Creativity
Thinking of novel and productive ways to conceptualize and do things; includes artistic

achievement but is not limited to it.

3. Humor
Liking to laugh and tease; bringing smiles to other people; seeing the light side; making

(not necessarily telling) jokes.

4. Hope
Expecting the best in the future and working to achieve it; believing that a good future is

something that can be brought about.

5. Judgment
Thinking things through and examining them from all sides; not jumping to conclusions;

being able to change one's mind in light of evidence; weighing all evidence fairly.

6. Curiosity
Taking an interest in ongoing experience for its own sake; finding subjects and topics

fascinating; exploring and discovering.

7. Zest
Approaching life with excitement and energy; not doing things halfway or halfheartedly;

living life as an adventure; feeling alive and activated.

Diane’s Signature Strengths
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Setting Yourself Up for Success
Goal-Setting

• What is realistic?

• What are you willing to do?

Setting Yourself Up for Success
Barriers

o What might get in your way of progress?
• External obstacles

• Internal barriers

Setting Yourself Up for Success
Focus

• Stay in the present.

• Use your pause button.

• Create Anchors.

Setting Yourself Up for Success
Support

o What do you need to be successful?
• Accountability

• Partners

• Technology

Setting Yourself Up for Success
Momentum

o How can you maintain for the long haul?
• Evaluate goals

• Celebrate small successes

• Expect ups and downs
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Tools

for

Planning

and

Time 

Management

 Start with the end in mind.

What will it look like when I’m finished? Picture/draw it!

 Break down steps and estimate time.

 What steps do I need to take to reach my end picture?

 In what order do I need to take the steps?

 How long will each step take?

 Prepare to take action.

 Who or what do I need in order to do the steps?

Plan backwards: “Reverse Planning” or 

“Backward Design”

Planning
Get Ready, Do, Done!

 

3. GET READY 

What and who do I need to do the 
task? 

2. DO 
What steps do I need to take to be 

done? 
How long will each step take? 

1.DONE 
Do a “Future Sketch.” 

What will it look like when I am DONE? 

 Steps:                     Time:  

4. 
Prepare your space. 
Gather needed materials and 
supplies. 
Consult with people who may help. 

5. 
Set up “Working Clock.” 
Start steps and adjust time if needed. 
Finish all the steps. 

6. 

Know when to STOP. 
Close out the task: ALL DONE 
Review: What worked? Worked didn’t 
work? 

Concept created by Sarah Ward and Kristen Jacobsen of Cognitive Connections: Executive Functions Practice.

Now you try it.

Using Planners

 What works BEST for YOU?

 Size?

 Purpose?

 Electronic or hard copy?
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 A few different resources:

The Creativity Planner

The PURPLE O!  www.etsy.com/shop/ThePurpleO

The Academic Planner: A Tool for Time Management

Order out of Chaos  www.orderoochaos.com

The Passion Planner

www.passionplanner.com
Free printable pages!! 

Clocks and Timers

 Use to help develop accuracy in estimation

 Use for “time experiments”

 Avoid digital clocks/timers if you struggle with accurately 

estimating time; instead use ones that show time as a 

quantity or volume (analog clocks, egg timers, Time-

Timers, etc.) 

“Working Clock”
 Glass front (for dry erase)

 metal frame (for magnets)

 IKEA “PUGG” clock  $12.99

Concept created by Sarah Ward and Kristen Jacobsen of Cognitive Connections: Executive Functions Practice.

Resources for Executive Functions

BOOKS

 The CEO of Self: An Executive Functioning Workbook  

(2014) by Jan Johnston-Tyler MA 

 FLIPP the Switch: Strengthen Executive Function Skills

(2015) by Sheri Wilkins and Carol Burmeister

 The Smart but Scattered Guide to Success: How to Use Your Brain's Executive Skills to 

Keep Up, Stay Calm, and Get Organized at Work and at Home

(2016) by Peg Dawson EdD and Richard Guare PhD  

Websites

 Diane McLean’s Pinterest page (ideas for executive functions and lots more!)
www.pinterest.com/ADHDcoachdiane

 Odyssey Learning LLC (Diane McLean’s executive functions website)
www.execskills.com

 Cognitive Connections: Executive Function Practice (Planners, games, working clock 
with magnets) 
www.efpractice.com

 Smart but Scattered Kids (Planners, books, information)
www.smartbutscatteredkids.com
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