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Introduction

THE JOURNEY OF DEVELOPING a personal and professional life that is fulfilling,
sustainable, and transformative is distinctive to you. History, research, and experience shows
us that when people reflect, increase self-awareness, and carefully consider specific
information in the context of connecting with supportive others, brilliant, life-changing
things are accomplished. It’s beneficial being mindful and agile.

With this workbook you will develop greater motivation and commitment to the tasks
required for progress. You will go from confusion to clarity, develop competencies, and
ultimately arrive at confidence. Once you have quality sustainable systems in place, your goals
will be realised. This planning process leads ordinary people to achieve extraordinary results.

Let this evidence-based self-improvement workbook be your point of focus on the
who, what, why, where, when and how guiding your goals and actions. You need to harness
energy and leverage your strengths. You are a complex being and life is testing, so a clear,
comprehensive plan is critical. Success is not about chance; it’s about choices. This dictates
being strategic and tactical. You hope your life will be good, but hope is not a strategy.

Start the process of life planning by engaging in good faith and with goodwill,
by completing the activities in the appendices and reading the resource information
there too. The activities and information are invaluable to improve self-awareness,
clarify understandings, broaden and build your skills, and deepen and strengthen
your resolve. Patience and persistence pays off. Then you will more meaningfully be
able to complete your very own Posztive Personal and Professional Progress Plan.

Remember, you are a thinking, feeling, behaving (sophisticated) animal with a complex
physiology. It’s powerful to create value in your existence, develop the influence you desire,
and build a life that’s important and precious for yourself, family, career, and community.

Planning a good life benefits enormously by using your 3Cs: in my family’s native
Italian; cervello, cuore, e coraggio - your brain, heart, and courage! This way you’ll make impressive
progress toward better thinking, improved routines, more resilience and grit, greater agility,
enhanced performance, and optimal health, so that you can create who you want to be.

This workbook is where I’'ve put some of the most important, helpful things I've
learned. I feel gratitude for these insights and experiences, and I wish you all the very best as

you embark on this wonderful journey as you get busy living.

John Barletta PhD
M.APS., F.C.COUN.P, F.C.CL.P.

PSYCHOLOGIST
www.johnbarletta.com

Workbook content is for information purposes to marke informed choices,
and is not a substitute for medical or psychological advice or clinical treatment.
Seek guidance from your registered health professionals regarding your health and wellbeing.
Don’t disregard the advice of a health professional, or delay in seeking it, becanse of something you read.

I need serenity to accept the things I cannot change,
The courage to change the things I can, and
ﬁ gy
« "“

The wisdom to know the difference.
| O
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Pos:tive Personal and Professional Progress Plan

The discipline of writing something down is the first step toward making it happen. (Iacocca)

1. What I HAVE that I love (or like), that works well, and that I appreciate:
(that I care about, that I am good at, and that I love doing)

2. What I really WANT in my life that I don’t have:

3. What I have in my life that I DON’T want: (things that keep me in a fog; wastes time; gives me a
headache)

4. What is STOPPING me right now from being where I want to be? And what’s the cost?

5. What new BELIEFS do I need to embrace to become the person I want to be?
(develop a new story to tell myself to keep on track, and to activate a helpful emotional state)

6. Where I want to be in 1 to 3 years time: (picture it; think big picture; be inspired and visionary)
(write a wish list or bucket list; or develop a vision board or dream board; or use Pinteres?)



7. GOALS that are most important to me (stretch beyond my comfort zone; a max of three clear goals):

A

B

C

8. My three GOALS:

What’s the smallest thing I’d
need to do, to consider it a
success?

Why it’s important for me to
achieve this goal.
(i.e., my real reason)

How will I know I’ve
achieved the goal?
(e.g., what I will see,
hear, feel, and think)

By when do I want
to achieve it?

A / /20
B / /20
C / /20

9. The ACTION Il take for each goal today, in subsequent days, weeks, and months:

(a sustainable system,; actions small enough to be achievable; commit to them)

GOAL A Action:

Action:

Action:

GOAL B Action:

Action:

Action:

GOAL C Action:

Action:

Action:




10. My BOARD OF ADVISORS (fan club or coaching team) includes:

(who supports and challenges me, e.g., partner, friend, family, colleague, mentor, coach)

11. ACCELERATORS of success: (what I will continue doing, do more of, restart, and start doing)

Do more of what I love.

12. OBSTACLES to success: (what gets in the way and self-sabotages? what I’ll stop doing or do less of)

Do less of what 1 loathe.

13. The critical thing I need to do to facilitate change and make a significant difference to my life is:

14. Commitment: The score I give myself out of 10 for how likely I am to achieve these goals: /10

15. If T gave less than 7.5/10, consider: What might stop me from achieving these goals?

Then decide; What I am prepared to do about it.

16. How I will measure progress (daily), and with whom (weekly/fortnightly coaching) for accountability,

motivation, and quality, and to be influenced by feedback:

17. What I will do to celebrate my progress and gains:

I am committed to achieving these goals and systems by working on these plans.  Initials:

Think big. Act small. Fail fast. Learn rapidly. (Poppendieck & Poppendieck)



Appendices

These activities and resources are beneficial for developing your goals and systems.

Great people are not born great, they grow great. (puzo)
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Be practical as well as generous in your ideals.
Keep your eyes on the stars and your feet on the ground. (Roosevelt)



Appendix 1: Reviewing Lifestyle Activity

Wheel of Life

An exploration of the Wheel of Life is very useful to begin the process of self-review.
It explores your current wellness reality, and focuses the probability of a healthier, more productive life.
The success in your strongest aveas will give you ideas as to how to develop your areas for growth.

(Source: Unknown)
1. If you consider the perimeter of the wheel to be the best you want to achieve, place a mark (X) at the relevant point on
the spoke indicating where you believe you generally are at this time of your life.

2. Join all the marks consecutively and then examine the shape that is formed. (Is it smooth or bumpy? Small or large?)
Consider why it is important for you to make some changes in your life.

This process will help you form goals/systems; be cleat, concise, realistic, action-otiented, and specify a
timeframe.

I have never met someone who stated emphatically; Yes, I have it all.
Because no matter what any of us has, and how grateful we are for what we have, no one has it all. (Sandberg)

1 jtstil Notes:




Appendix 2: Focusing on Wellness Info

Journey of Wellness

The choice to embark on a wellness journey brings a satisfaction of knowing that how you grow,

to a great extent, is the vesult of what lifestyle options you select along the way.

Thanks to the Internet, a lack of information is no excuse for not being part of your own wellness journey.
You can progress from being mentally shattered, to flat, to okay, to healthy, to mentally robust by your

chozces.

What a great challenge and adventure it is to create a path that leads to health, happiness,

satisfaction, fulfilment, and optimal functioning across your lifespan.

PRE- !
MATURE e g - 4 e Db S
DEATH WELLNESS

DISEASE POOR HEALTH NEUTRAL GOOD HEALTH OPTIMAL HEALTH
Multiple medications Symptoms No symptoms Regular exercise 100% function
Poor quality of life Drug therapy Nutrition inconsistent Good nutrition Continuous development
Potential becomes limited Surgery Exercise sporadic Wellness education Active participation
Body has limited function Losing normal function Health not a high priority Minimal nerve interference Wellness lifestyle

Consider to what extent you typically address your wellbeing when signs or symptoms of illness
appear
(e.g., treat pathogens)...or to what extent you have a deliberate, committed plan

to develop and maintain a sense of authentic, genuine wellness (i.e., pursue salutogens)...

WELLNESS PARADIGM
Pre- ,
Mature " \
Death i Ymeioms SN
TREATMENT PARADIGM

s © 1072, 1988, 2004, John W. Trava, MD

Neutral Point
(Mo discernable illness or weliness)

High-
Level
Wellness

(Graphics: Travis)

Health is a state of complete physical, mental, and social wellbeing and
not merely the absence of disease or infirmity. (W.H.0.)

Notes for rmay Wellness Jormey:




Appendix 3: Building a Life Mission Activity

Personal Mission Statement

You need to have purpose in life and kenow what’s important to you so you can focus on it daily.
The following prompts will help you create a mission statement for yourself. This ts not only about what
you want to do (as found in a résumé or CV), it’s about who you want to be (as heard in a eulogy).
This is about legacy not vanity...
It is my mission...
To live...

To wotk...

To continue...

To love...

To be...

To become...

To believe...

To promote...

To strive...

To seek...

(Adapted: Covey, Merrill, & Meril)

What matters is not the meaning of life in general but rather the specific meaning of a person's life at a given moment. (Frank)

Meaningf Notes:




Appendix 4: Exploring Values Activities

Values Clarification

There are numerous ways to clarify your core values.
Here are three values clarification exercises that are a great place to start.
Stay close to your core values as you develop your personal and professional goals,
and they will provide you a compass for your journey.

A. All the following values are worthwhile. Add any value that comes to mind that is not on the list.
Take five minutes to select your top 10 (one X); and then refine it to your top five values (two Xs).

__ ACHIEVEMENT (accomplishment using skills, practice, perseverance, grit, exertion)
_ ADVANCEMENT (moving forward in life through work promotions, goal-setting)
__ ADVENTURE (life that involves risk-taking, travel, or trying new things)

_ AESTHETICS (studying or appreciating the beauty of ideas and things)

_ AUTONOMY (independence, absence of significant direction from others)

__ CARING (love, affection, intimacy)

_ CERTAINTY (routines and a predictable lifestyle, not likely to change over time)
__ CHALLENGE (stimulates full use of your potential)

__ COMPETITION (your abilities against others where there is a win/lose result)

__ COOPERATION (opportunity to be in teams toward common goals)

__ CREATIVITY (being imaginative, innovative, coming up with ideas)

_ ECONOMIC SECURITY (having enough money for now and later)

_ EXCITEMENT (experience a high degree of, or frequent, excitement in life)

_ FAMILY (to spend time and develop good family relationships)

__ FRIENDSHIP (develop close personal relationships)

_ HEALTH (physical and psychological wellbeing)

_ HELP OTHERS (helping people in a direct way, individually or in a group; volunteering)
_ HELP SOCIETY (do something to improve the community or environment)

_ INNER HARMONY (being at peace with oneself)

_ INTEGRITY (genuineness, sincerity, and honesty)

_ INTELLECTUAL STATUS (be regarded as an expert in a field; being smart)

_ KNOWLEDGE (understanding gained through study and experience)

__ LEADERSHIP (influence/manage others; rather lead than follow)

__ LEISURE (have time for hobbies, sports, activities, and interests)

_ LOCATION (live where it fits your lifestyle and allows you to do things you enjoy)
_ LOYALTY (steadfastness and allegiance)

10
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__ NOVELTY (varied, frequently changing responsibilities and/or settings)

__ PLEASURE (fun, enjoyment)

__ POWER (authority, control)

__ PRECISION (little tolerance for error)

__ RECOGNITION (getting acknowledged for your contributions)

__ RESPONSIBILITY (being accountable for results)

_ SPIRITUALITY (transcendent dimension where there is a meaning of existence)
__ TIME FREEDOM (flexible schedules, no specific hours expected)

__ WEALTH (profit, gain, money)

__ WISDOM (accumulation and use of knowledge)

B. Here’s another way to find what’s important to you:

1. Develop a list of your personal values.

2. Now rank each one in importance as ‘A’ (high), or ‘B’ (medium), or ‘C’ (low).

3. Review the A and B values. Are there any that are essentially the same value, or one that is a subset of the

other? If so, collate them and rename.

4. Rank order the remaining list from highest through to lowest priority.

5. You can now identify your top five core values.

6. Ask yourself whether these are your true, internal bone deep beliefs, or if any are external should values.
You often don't recognise a lifetime of conditioning that has left you with other people's belief
systems. Now replace any should values with your own values.

7. Examine each core value to ensure that it is your end value and not a means to some other end. For

example, wealth is seldom a value in itself. It is usually the means to recognition, power, security, freedom,

accomplishment, pleasure, or helping others.

C. And here’s a really easy way to see what's important to you:

1. Imagine you are 100 years old and you’re looking back at your life as it has been.
2. Ask yourself: ~ What did I do that made me happy?

What did I do that defined me as a person?

What did I spend too much time worrying about?

What did I spend too little time doing?

If I could travel back in time, what would I do differently?

If one does not know to which port one is sailing, no wind is favourable. (Seneca)

1 albted Notes:
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Appendix 5: Shifting to a Growth Mindset Info & Activity

Growth Mindset

Some think that trying something and failing means one is unintelligent, incapable, or unlucky.
For those people, further pursuit after a failing is considered a waste of time.
These people with a fixed mindset avoid challenges because they think they can’t improve,
showing they are not learners.

Others know that intelligence and skills can be improved with a learning mentality, and they use
failures as motivators and stepping-stones to competence (a growth, or challenge, mindset). When
pping p g ) £¢,
you realise you can improve, you invest resources, time, and effort that lead to higher achievement.

Having to make an effort to achieve something does not mean you lack ability or talent.
It’s simply that you need to make thoughtful, committed choices on the journey toward success.
The truth is you have enormous capacity to succeed when you commit effort to a plan.

The first psychology textbook ever published (in 1890) referred to plasticity as the idea
that with practice, you grow new internal (brain) connections and strengthen existing ones,
i.e., you become what you do repeatedly.

Neuroscience shows that you increase your brain’s growth by chosen actions, such as using
effective learning strategies, asking thoughtful curious questions, deliberate practice,
connecting with others, and following good nutrition and sleep habits.

(Adapted: Dieck)

What Kind of Mindset Do You Have?

Fixed
Mindset

Growth
Mindset

I can learn anything I want to. I'm either good at it, or I'm not.
When I'm frustrated, I persevere. When I'm frustrated, I give up.

I want to challenge myself. I don’t like to be challenged.
When I fail, I learn. When I fail, I'm no good.

Tell me I try hard. Tell me I'm smart.

If you succeed, I'm inspired. If you succeed, I feel threatened.
My effort and attitude determine everything. My abilities determine everything.

Created by: Reid Wilson @wayfaringpath @ ®& @ Icon from: thenounprojectcom

...there are two paths you can go by, but in the long run,
there's still time to change the road you'te on... (Page & Plant)

Growth Notes:




Mindset Quiz

Place a mark (X) in the column that identifies the extent to which you agree or disagree.

Strongly
Agree

Agree

Disagree

Strongly
Disagree

1. Your intelligence is something very basic
about you that you can’t change very much.

2. No matter how much intelligence you have,
you can always change it quite a bit.

3. You can always substantially change how
intelligent you are.

4. You are a certain kind of person, and there is
not much that can be done to really change that.

5. You can always change basic things about the
kind of person you are.

6. Music talent can be learned by anyone.

7. Only a few people will be truly good at
creative pursuits like writing — you have to be
born with it.

8. Maths is much easier to learn if you are male
or maybe come from a culture that values maths.

9. The harder you work at something the better
you will be at it.

10. No matter what kind of person you are, you
can always change substantially.

11. Trying new things is stressful for me and I
avoid it.

12. Some people are good and kind, and some
are not — it’s not often people change.

13. I appreciate when clients, coaches, friends,
family give me feedback about my performance.

14. 1 often get angry when I get feedback about
my performance.

15. All human beings without a brain injury or
significant birth defect are capable of the same
amount of learning.

16. You can learn new things, but you can’t really
change how intelligent you are.

17. You can do things differently, but important
parts of who you are can’t really be changed.

18. Human beings are basically good but
sometimes make terrible decisions.

19. An important reason why I do my work and
read is that I like to learn new things.

20. Truly smart people do not need to try hard.




Mindset Quizg — scoring

Circle the numbers in the boxes that match your answers.

Strongly | Agree | Disagree | Strongly
Agree Disagree
1. ability mindset — fixed 0 1 2 3
2. ability mindset — growth 3 2 1 0
3. ability mindset — growth 3 2 1 0
4. personality mindset — fixed 0 1 2 3
5. personality mindset — growth 3 2 1 0
6. ability mindset — growth 3 2 1 0
7. ability mindset — fixed 0 1 2 3
8. ability mindset — fixed 0 1 2 3
9. ability mindset — growth 3 2 1 0
10. personality mindset — growth 3 2 1 0
11. ability mindset — fixed 0 1 2 3
12. personality mindset — fixed 0 1 2 3
13. ability mindset — growth 3 2 1 0
14. ability mindset — fixed 0 1 2 3
15. ability mindset — growth 3 2 1 0
16. ability mindset — fixed 0 1 2 3
17. personality mindset — fixed 0 1 2 3
18. personality mindset — growth 3 2 1 0
19. ability mindset — growth 3 2 1 0
20. ability mindset — fixed 0 1 2 3
Subtotals
GRAND TOTAL

46 — 60 Strong Growth Mindset

31-45 Growth Mindset with some Fixed ideas

16 - 30 Fixed Mindset with some Growth ideas

00-15 Strong Fixed Mindset

My Mindset:

(Adapted: www.classroom20.com)
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Appendix 6: Prioritising using the MoSCoW model Info

MoSCoW

MoSCoW is a simple and effective way to sort priorities; to help you quickly see what is essential
and what is not, and to get an understanding about where you place importance.
Once there is a clear set of vequivements, it is essential to rank them.
This ranking helps you to understand what is most important, in what order to develop them,

and what to avoid when there is pressure on_finances, timeframe, energy, or resources.

MoSCoW refers to:

M - Must have - can’t live without it, non-negotiable.
S - Should have - important to be included, 7/ posszble.

C - Could have - less critical but desirable, .

W - Won’t have now - lowest value (but, would maybe have in the future)

(Adapted: Clege)
The terms (i.e., Must, Should, Conld, Won’t) make it easier to discuss what's really important.
The must requirements provide a coherent solution, and alone might lead to success.
The must requirements are fixed.
Failure to deliver even one of the musts will likely mean a goal or project fails.
You can aim to attain as many of the shoulds as budget, time, energy, and resources allow.
Could requirements are desirable, but do not affect the overall success of a project.
It is essential to have a clear set of prioritised and agreed requirements alongside an overall
objective, timeframe, budget, quality criteria, and outcomes if excellence and success are

going to be attained.

Anyone with any degree of mental toughness,
ought to be able to exist without the things they like most for a few months at least. (O’Keeffe)

Notes to Prionitise:
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Appendix 7: 1dentifying Strengths Activity

Character Strengths

This exercise helps you identify your character strengths.
A strength is something you do well (high performance),
happily (high energy), and often (high use).

You have all the strengths to some extent, but certain ones will be more potent than others.
When you leverage your strengths you feel energised, and when you don’t you feel depleted.
Take 10 minutes to select (circle) what you think are your five most prominent strengths.
Play to your strengths as you develop your goals and systems to live a quality life.

You can take this free test on-line: www.viacharacter.org

Virtue of Wisdom: Cognitive skills that entail acquiring/using knowledge.

1. Curiosity |[novelty-seeking, openness|: Taking an interest in ongoing experience for its own sake;
finding subjects and topics fascinating; exploring and discovering.

2. Love of Learning: Mastering new skills, topics, and bodies of knowledge, whether on one's own
or formally; related to the strength of curiosity but goes beyond it to describe the tendency to add
systematically to what one knows.

3. Judgment |[critical thinking]: Thinking things through and examining them from all sides; not
jumping to conclusions; able to change one's mind in light of evidence; weighing evidence fairly.

4. Creativity [originality, ingenuity]: Thinking of novel and productive ways to conceptualise and do
things; includes artistic achievement but is not limited to it.

5. Social (& Emotional) Intelligence [personal intelligence]: Being aware of the motives and feelings of
others and oneself; knowing what to do to fit in social situations; knowing how others tick.

6. Perspective [wisdom]: Being able to provide wise counsel to others; having ways of looking at the
world that make sense to oneself and others.

Virtue of Courage: Emotional skills that involve the exercise of will to accomplish goals in the
face of external and internal opposition.

7. Bravery [conrage]: Not shrinking from threat, challenge, difficulty, or pain; speaking up for what’s
right even if there’s opposition; acting on convictions even if unpopular; perhaps physical bravery.

8. Perseverance [industriousness]: Finishing what one starts; persevering in a course of action in spite
of obstacles; showing grit; taking pleasure in completing tasks.

9. Honesty |authenticity, integrity]: Speaking the truth but more broadly presenting oneself in a genuine
way and acting sincerely; being without pretence; taking responsibility for one's feelings and actions.

Virtue of Humanity: Interpersonal strengths that involve tending to and befriending others.

10. Kéndness [generosity, altruism]: Doing favours and good deeds; helping and taking care of others.
11. Love: Valuing close relations with others, in particular those in which sharing and caring are
reciprocated; being close to people.
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Virtue of Justice: Civic strengths that undetlie healthy community life.

12. Teamwork [social responsibility]: Working well as a member of a group or team; being loyal to the
group; doing one's share.

13. Fairness [equity]: Treating all people according to notions of fairness and justice; not letting
feelings bias decisions about others; giving everyone a fair chance.

14. Leadership: Encouraging a group of which one is a member to get things done and at the same
time maintain good relations within the group; organising group activities and seeing they happen.

Virtue of Ternperance: Strengths that protect against excess.

15. Self-Regulation: Regulating what one feels and does; being disciplined; controlling one's
appetites and emotions.

16. Prudence [cantion, discretion]: Being careful about one's choices; not taking undue risks; not saying
or doing things that might later be regretted.

17. Humzlity [modesty]: Letting one's accomplishments speak for themselves; not regarding oneself as
more special than one is.

Virtue of Transcendence: Abilities to forge connections to the universe and provide meaning.

18. Appreciation of Beauty and Excellence |[awe, wonder]: Noticing and appreciating beauty,
excellence, and/or skilled petrformance in vatious domains of life, from nature to art to mathematics
to science to everyday experience.

19. Gratitude: Awareness of and thanks for good things that happen; taking time to express thanks.
20. Hope |[optimism, future-minded]: Expecting the best in the future and working to achieve it;
believing that a good future is something that can be brought about.

21. Spirituality [faith]: Having coherent beliefs about the higher purpose and meaning of the
universe; knowing where one fits within the larger scheme; having beliefs about the meaning of life
that shape conduct and provide comfort.

22. Forgiveness: Forgiving those who have done wrong; accepting others’ shortcomings; giving
people a second chance; not being vengeful.

23. Humour [playfulness]: Liking to laugh and tease; bringing smiles to other people; seeing the light
side; making jokes.

24. Zest [vitality, enthusiasm]: Approaching life with excitement and energy; not doing things halfway
or half-heartedly; living life as an adventure; feeling alive and activated.

(Adapted: Peterson & Seligman)

My top five Character Strengths are:
1. 2. 3.

4, 5.

A person can perform only from strength.
One cannot build performance on weakness, let alone on something one cannot do at all. (Drucker)

Stongths Notes:
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Appendix 8: Increasing Happiness Info

Flourishing via P.E.R.M.A.H.

Create a good, full life using the six pillars of wellbeing based on positive psychology.
This information identifies what comprises a sense of flourishing.
As you live a happy, interesting, connected, purposeful, and fulfilling life
that you deliberately create, you will embrace and appreciate opportunities more fully.
P.E.R.M.A.H. is more than a to-do list. It focuses attention on what’s important to build resilience.
Having more things from these six aveas will be transformative.

P - POSITIVE EMOTIONS (gratitude, pleasure, fun, joy, gratification): For you to
experience flourishing, you need to be grateful to enjoy positive emotions in your life. Any
positive emotion like peace, satisfaction, inspiration, hope, curiosity, and love falls into this
category, and it’s important to be kind and enjoy bezing (not just doing) in the here and now.

E - ENGAGEMENT (losing yourself and being absorbed in work, hobbies, and the
moment): When you are truly engaged in a task or project, you experience a state of flow.
Time seems to stop, you lose your sense of self as you concentrate intensely on the present
challenge; you are én the gone! This feels right. The more you have this type of engagement in
tflow, the more likely you are to build resilience and experience wellbeing.

R - RELATIONSHIPS (those who touch your mind, body, heart, spirit): We are social
animals and good relationships are central to wellness. People who have several meaningful,
positive relationships are much happier and healthier than those who don’t. Great
relationships with at least a few people and groups are critical for quality and quantity life.

M - MEANING (purpose, pursue an ambitious vision): Meaning comes from serving a
cause bigger than yourself. Whether this is working on a personal goal, helping others,
volunteering, contributing to a cause or community engagement, a mission is critical.

A - ACCOMPLISHMENT (learning and completing endeavors big and small,
knowing and using your strengths, fulfillment, satisfaction): Many of us strive to better
ourselves in some way, whether you're secking to master a skill, achieve a goal, or win
something. Growth and achievement are important factors that contribute to thriving.

H - HEALTH (sleep, move, relax, nutrition, forgive, nature, pets): Ensure nutrition is
balanced and healthy, you are hydrated and consume only modest amounts of alcohol, move

regularly (activities/exercise), get about 8 hours sleep, chill-out, and spend time in nature.
(Adapted: Seligman)

When you see a person without a smile, give them one of yours. (ziglar)

Floumishing Notes:
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Appendix 9: Enhancing Mental Wellness Info

Maximising Brain Health

These seven daily activities compromise the set of mental nutrients your brain needs to function at its best.
By engaging every day in all these behaviours, you promote integration,
and enable your brain to coordinate and balance tts activities.

The Healthy Mind Platter

< @

PHYSICAL TIME

SLEEP TIME

FOCUS TIME
TIME IN @ CONNECTING TIME
DOWN TIME PLAY TIME

The Healthy Mind Platter, for Optimal Brain Matter

Cogymight € 2011 David Rock and Damel J. Sieged, M.0. All nghts reserved,

Essential Dazily Activities to Optimise Brain Matter and Create Wellbeing

Sleep Time: Give your brain the rest it needs to consolidate learning and recover from the experiences of
the day (about 8 hours per night).

Physical Time: Move your body, aerobically if medically possible, as it strengthens the brain in many ways.

Focus Time: Closely focus on tasks in a goal-oriented way, and taking on challenges that make deep
connections in the brain (experiencing flow by being in the zone; creativity; declutter).

Time In: Quietly reflecting internally (mindfulness, meditation), focusing on sensations, images, feelings
and thoughts, help to calm and integrate the brain. Remember to be self-compassionate too.

Down Time: Being non-focused, without any specific task, and let your mind wander or simply relax, which
helps the brain recharge (chillaxing; digital detox).

Play Time: Allow yourself to be spontaneous and creative, playfully enjoying novel experiences which helps
make new brain connections (being childlike; adventures; novelty).

Connecting Time: Connect with other people in person (avoid loneliness), and also take time to appreciate
your connection to the natural world around you, richly activating the brain's relational circuitry.

With time and patience you can achieve anything. (my Dad!)

Brainy Notes!
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Appendix 10: Maximising your Focus Activity

Mindfulness Triggers

Reflecting and focusing on sensations, images, emotions and thoughts helps integrate wellbeing.
Dazly activities to focus you in the present ave critical for resilience, and to facilitate change.

A mindfulness trigger is something that will remind you to break out of automatic pilot so you can be aware,
spontaneous, calm, and free.

Use post-it notes to remind you to smile, relax, or to breathe deeply. Post notes so you will see them first thing
in the morning, helping to set the tone for the day. Stick a note to your computer screen or wherever you
work, in order to remind you to detach yourself from the mindlessness of habitual thoughts and emotions
even for just a few breaths.

Mindfulness triggers can also be ordinary actions or objects in your environment. You can learn to associate
those actions and objects with being mindful so they act as reminders to be aware.

Transitional events can make the best mindfulness triggers. A transitional event is an action that involves
changing from doing one thing to doing another. So walking through a door can be a transitional event that
acts as a mindfulness trigger, as can getting into your car, or stepping onto a train, hearing your phone ring,
or putting down your briefcase.

You can cultivate mindfulness triggers by choosing a particular transitional event, and consciously reminding
yourself to be mindful whenever that event occurs, e.g., when the phone rings, remind yourself to smile and
to breathe deeply three times before you reach for the phone.

A mindfulness trigger can be a very powerful wake u#p call. You might be in the routine of grabbing habitually
for the phone as soon as it rings. This tends to add to pressure, since the compulsive nature of the grabbing
reflects that the phone is in charge of you. Since you can't control when the phone rings, you're not in charge
of your own life, which is inherently demanding. That small gap that you produce after the phone rings and
before you pick it up reminds you that you have choices. You can choose to calm yourself by consciously
taking a few deep breaths, and you can choose to pick up the phone smiling and in a friendly state of mind.

Other mindfulness triggers can be used in a similar way. Use mindfulness triggers as opportunities to wake
up from automatic pilot and to be more fully alive in the present moment. You let go of thoughts of past and
future, and in doing so you let go of some of the emotional turmoil that those thoughts engender.

You can associate a phrase or image with a trigger, e.g., you could say to yourself, opening 7y heart as you open

the door to your home or office, and take your awareness to your emotions as you do so.
(Adapted: Hansen)

Between stimulus and response there is a space. In that space is our power to choose our response.
In our response lies our growth and our freedom. (Frankl)

My Mindjpess Triggers:
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Mindfulness of Breath - Activity

1. Bring your attention to your breathing.

2. Follow the air as it comes in through your nostrils and goes down to the bottom of your lungs.
Then follow it as it goes back out again.

3. Follow the air, as if you’re riding the waves of your breathing.

4. Notice the air moving in and out of your nostrils...how it’s slightly warmer as it comes out, cooler as it
goes in.

5. Notice the gentle rise and fall of your ribcage.
6. Notice the gentle rise and fall of your abdomen (belly).

7. Fix your attention on one of these areas, whichever you prefer: on the breath moving in and out of the
nostrils, on the rising and falling of the ribcage, or on the rising and falling of the abdomen.

8. Keep your attention on this spot, noticing the movement — in and out — of the breath.

9. Whatever feelings, urges, or sensations arise, whether pleasant or unpleasant, gently acknowledge them —
as if nodding your head at people passing by you on the street. Gently acknowledge their presence,
and let them be. Allow them to come and go as they please, and keep your attention on the breath.

10. Whatever thoughts, images, or memories arise, whether comfortable or uncomfortable, simply
acknowledge them, and allow them to be. Let them to come and go as they please, and keep your
attention on the breath.

11. From time to time, your attention will become distracted by thoughts or feelings. Each time this happens,
notice what distracted you, and then bring your attention back to the breath. No matter how often
your attention wanders off — whether a hundred times or a thousand times, your aim is simply to
note what distracted you, and bring your attention back to the breath.

12. There is no need to be frustrated or impatient when your thoughts carry you off. It is the same for
everyone. Our minds naturally distract us from what we are doing. So, each time you realise your
attention has wandered, gently acknowledge it, notice what distracted you, and return your attention
to the breath.

13. If frustration, boredom, anxiety, impatience or other feelings arise, simply acknowledge them, and
maintain your focus on the breath.

14. No matter how often your attention wanders, gently acknowledge it, note what distracted you, and gently
bring you attention back to the breath.

15. When you are ready, bring yourself back to the room, and open your eyes.
(Adapted: Harris)

You can’t stop the waves, but you can learn to surf. (Kabat-Zinn)

Mindfibess Notes:




This management grid s very effective for organising personal and professional priorities.

Your effectiveness increases as you expand Quadrant #2; focus on non-urgent, important things.
Your compass of purpose and values will guide you. Be opportunity-minded, not problem-focused.

Appendix 11: Organising Time and Priorities Info

Time Management Matrix

Quadrant #2 is critical so that you work tactically and strategically.

URGENT NOT URGENT
Quadrant #1 Quadrant #2
“NECESSITY” “QUALITY & PERSONAL
LEADERSHIP”
Your Key Action:
E “MANAGE" Your Key Action:
< “FOCUS”
E Common Activities
8 - Crises Common Activities
- Medical emergencies - Values clarification
- Other “true” emergencies - Empowerment
- Pressing problems. - Relationship-building
- Last minute preparations -True recreation
Quadrant #3 Quadrant #4
“DECEPTION”" “WASTE"
Lo Your Key Action: Your Key Action:
E “USE CAUTION or AVOID” “AVOID”
o
8 Common Activities Common Activities
= - Meeting other people’s - Escapist activities
5 priorities and expectations - Mindless tv-watching
z - Frequent interruptions: - Busywork
- Most emails, some calls - Junk mail
- Urgency masquerading as - Some emails
importance - Some calls

Priority Notes:

Adapted from Stephen Covey's “First Things First” - Covey Leadership Center, Inc. © 2003
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Appendix 12: Boosting Emotional Intelligence Info

Emotional Intelligence

Emotional Intelligence (your EQ) improves relationships, work performance, and leadershzp.
EQ enhances and boosts academic/ cognitive intelligence (your 10), and increases satisfaction.
Increasing your EQ ts enormously helpful in moving toward your goals.

There are six areas of competence within Emotional Intelligence:

1. Self-Awareness (be present rather than disconnected): The skill of perceiving and understanding your own
emotions. It represents the frequency with which you consciously consider your feelings and mood states;
recognise the causes of your feelings; understand the impact your feelings have on your thoughts, decisions,
and behaviours; and know about your strengths and weaknesses.

2. Awareness of Others (be empathic rather than insensitive): The skill of perceiving and understanding
others” emotions. It represents the frequency with which you identify the way other people feel about issues;
understand what causes other people to feel specific emotions such as concern and optimism; and
demonstrate an understanding of other people’s feelings.

3. Self-Expression (be genuine rather than untrustworthy): The skill of expressing your own emotions
effectively. It represents the frequency with which you effectively express how you feel about issues;
appropriately express specific emotions such as frustration and happiness; provide positive feedback to
others; and express emotions at the right time, to the right degree, with the right people.

4. Reasoning (be expansive rather than limited): The skill of utilising emotional information in reasoning,
planning, and decision-making. It represents how frequently you take your own and others’ feelings into
account in decision-making; demonstrate to others that you have considered feelings when making decisions;
appropriately communicate decisions to others; and consider your own and others’ values when making
important decisions.

5. Self-Management (be resilient rather than temperamental): The skill of effectively managing your own
emotions. It represents how frequently you explore and manage the causes of things that upset you; engage
in activities that make you feel positive; and move on quickly from things that distress you.

6. Positive Influence (on self) /Inspirving Performance (in others) (be empowering rather than indifferent):
The skill of influencing the moods and emotions of self and others. It represents how frequently you help
self and others find effective ways of responding to events and requirements; effectively help self and others

resolve issues causing distress; and create a positive environment for self and others in which to operate.
(Adapted: Genos; Stongh)

Anyone can be angry — that is easy.
But to be angry with the right person, to the right degree, at the right time, for the right purpose,
and in the right way — that is not easy. (Aristotle)

Emotional Notes!
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Appendix 13: Minimising Unhelpful Thinking Info

Automatic Negative Thoughts (ANTs)

Sometimes you can be trapped in a vicious cycle of automatic negative thoughts.
Break the cycle of limiting beliefs by noticing and gently accepting them,
or challenging such thoughts, or by using a thought stopping statement.
Then find something that takes your interest and focus toward more useful thoughts and activities.
(Squash the ANTSs!)

The Dirty Dozen
1. All or Nothing thinking:

Black-or-white thinking, e.g., If it is not perfect, it’s a failure.
2. Overgeneralisation:
See a single negative event as a never-ending pattern.

3. Mental filter (negative):

4. Discounting the positive:

E - Thinking that positive experiences just don’t count.

5. Mind-reading:

@ Without checking it out, you decide what people think.

~ Predict that things will turn out negatively.
e.g., L just know I am going to fail.

: See only the worst possible outcome in a situation.
8. aiato
Exaggerate the importance of your problems, or minimise the importance of your good qualities.
9. Emotional reasoning:

Assume negative feelings reflect the way things really are.

10. Should statements:

Tell yourself that something should (must, ought, has to) be the case. If directed inward, a ‘should’ statement
leads to guilt and frustration, and if directed outwards, leads to anger and frustration. Try alternative
statements such as: [ could. .., I might..., I want to... (Don’t should on yourself])

11. Labelling:

Extreme all-or-nothing style and instead of saying: I wade a mistake, you say, I'n a loser or I'm stupid!

12. Personalisation and Blame:

When you personally feel responsible for an event that isn’t totally under your control, or think that it's other

people’s fault when you are actually responsible.

Those who cannot change their minds cannot change anything. (Shaw)

What I Now Think about My Thinking:
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Appendix 14: Overcoming Procrastination Info

Staying on Track

Procrastination is when you carry out less important (or more pleasurable tasks)
in preference to the more important (or less pleasurable ones).
Procrastination is a way that you get stuck, and you might not realise you are,
and you create reasons that supply you with logic to delay the task at hand, sometimes indefinitely!
Whether you procrastinate due to inadequate self-regulation, laginess, impulsivity, perfectionism, fear of
success, low self-discipline, or poor time management, here are strategies to help...

Diary
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What you focus on you amplify. Where attention goes energy flows. (Redfield)

Ask yourself....

www.learningfundamentals.com.au ©

Notes for Kegping on T rack:
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Appendix 15: Thinking Optimistically Info

On Being Optimistic

You will be happier in life by understanding and explaining what happens to you,
both good things and not so good things, using an optimistic viewpozint.
Remember, the way you think about things changes how you feel and behave.

Seeing the glass as half full improves physical and psychological wellbeing. Yet, some struggle to be

optimistic because of their personality, or their explanatory style (i.e., how they explain life events).

The great news is that since this is a thinking style, it can be learned via repeated deliberate practice. You
too can be an optimist. There are three dimensions people unconsciously, that is automatically, consider
when explaining a life event which influences whether or not they are optimistic.

First, consider whether the event is enduring or transitory; ask yourself: Wi/l time change things, or will things
stay the same regardless? Next, consider if the situation is global, your life as a whole, or local, a reflection of
only one part of life. Finally, do you think you or an outside force cause events?

Realistic Optimists believe positive events occur because of their efforts, as evidence that other positive
things will happen in the future, and also in other areas of their life. Optimists see negative events as not
being predominantly their fault, and as isolated situations that have nothing to do with other areas of their
life or the future. Pessimists think the opposete. (beware of cruel optimism that involves perfectionism...)
Pessimists believe they cause negative events, that one mistake means more will happen, and mistakes in
other areas of life are inevitable. On the other hand, they see positive events as flukes, caused by things
outside their control, and something that probably won’t happen again.

An optimistic view is developed by deliberately challenging and releasing negative, self-limiting thinking and

replacing it with an optimistic thought pattern and more perspective. You can do it; I’m optimistic for you!

Don't cty because it's over, smile because it happened. (Dr Seuss)

My Optinicc Nates:
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Appendix 16: Managing The Third Space Info

Successful Transitions

In each of your many Roles, you conduct numerous Tasks, within several Contexts...
often mindlessly!
Here’s your chance to overcome the habitual (and sometimes negative)...

You need to-  LEARN MORE ABOUT HOW YOU WORK and PLAY WELL,
BE AS RESILIENT AS POSSIBLE,
MINIMISE UNPRODUCTIVE EXPERIENCES,
RECOVER FROM A BAD EXPERIENCE OR DAY.

FOCUS ON WHAT’S IMPORTANT, i.e., arriving at work and Akome in good psychological shape.

1. Reflect: This is where you reflect on and analyse your experiences. The key is to focus on what you
achieve and what goes well. This activity of examining how you grow and improve will increase your level of
positive emotion, and develop a growth mindset.

2. Rest: The next stage is to take time to relax and unwind. Being calm and present allows your body and
brain to recover from demands. This stage allows you to shift so that you more composed and logical.

3. Reset: This is the final stage where you became clearer about your intention for the next space, and
enumerate the specific actions you want to exhibit, e.g., Who’s the person you want to be? How do you want
to show up when you walk through the door? This is the most important stage that determines if you have
good interactions because of how you enter the environment. If you walk in happy, calm and focused, you’ll
have positive interactions. If you are angry, frustrated or distracted, you’ll have negative exchanges.

1he

IRDSPACE

B,
_ REFLECT | e P
How do i Conlbe Mo will | 4
Intarpest what 5l ond ‘show up'?
just !.w_r.xi'.x.rn::r.ac prasent?
FIRST SPACE SECOND SPACE

(1 & ©

(Adapted: Fraser)

Transition isn’t pretty, but stagnation is hideous. (Rowe)

Notes for Better Transitions:
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Appendix 17: Journeying to Expertise and Excellence Info

Expertise and Excellence

Peak performance, optimal functioning, and expertise is something
many people (and organisations) aspire to, yet very few achieve.

There s no research to support the idea that excelling in anything is a consequence
of possessing innate gifts. No one is born to greatness!

The reason that some people are much more effective, expert, or successful than others
is related to how they engage in deliberate practice, that is,
spectfic intentional repeated exercises that are purposeful and systematic.

Much of what we do is mindless, automatic repetition, which is fine for routine tasks,
whereas deliberate practice requires focused attention and
is conducted with a sustainable system and a spectfic goal to improve performance.

Notwithstanding the idiosyncratic habits of a few positive deviants, what most exper? performers do is:

- start where they have an authentic passion (or something they are good at), or they develop a passion,

- focus attention and avoid distractions (regular, short time periods with high concentration),

- regulate their emotional state to keep on track (with rest times and quality/quantity sleep),

- maintain effortful exertion to improve performance, e.g., read in their area, prepare to perform, commit
to remediating mistakes (direction is more important than speed),

- receive positive reinforcement (internal personal satisfaction, and external tangible rewards),

- extend objectives and tasks just beyond their current ability level and comfort zone, to reach beyond
their grasp (push tothe s t r e t ¢ h zone...or even to the terror zone!),

- develop and engage in deliberate practice, i.e., determine a baseline using quality data collection, then
structure (often solitary) practice activities designed purely to improve performance with a clear
plan to make progress (costly and demotivating; focus, feedback, fix),

- critique and integrate ongoing feedback that provides information on progress and outcomes,

L.e., data, self, clients, peers, coaches, experts, mentors (remember, feedback may have a negative
personal impact, but it’s not personal...it’s about what you are doing, not who you are),

- make continuous modifications over time via repetition (be in learning mode - a growth mindset),

- nurture social motivation from friends/family/colleagues who praise, encourage, and support.

Self-management through regular practice, brief work sessions, realistic systems, and keeping anxiety at bay is
imperative. Binge working is usually counterproductive and can be a source for a funk, a block, or
exhaustion. As you self-regulate emotion and behaviour to stay on task, you’ll lose yourself in the work and
experience flow and success when you’re in the zone; now that’s excellent!

(Adapted: Ericsson)

Continual improvement involves an appreciation that there is always a better way to do things
irrespective of how much you have achieved
or how comfortable you might be with where you currently are in life. (Farr-Jones)

Exvellence Notes:
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Appendix 18: Considering your Needs and Consciousness Info

Levels of Existence

Humans are a bio-psycho-social system that evolves from culture and individual characteristics;
this dynamic space of behaviour emerges in response to an
interplay of external and internal conditions
with both progression and regression as possibilities.
As you choose to adapt to the world or make the environment adapt to you,
a plateau on a particular level might occur, interspersed with intervals of change,
all based on your deliberate efforts.
Remember that your six basic psychological needs must be satisfied
(i.e., certainty, variety, significance, love, growth, contribution)
and how you value those needs and to what extent determines the divection and quality of your life.

Natural Systems; Self-principle; Multiple Realities;
Knowledge

Integral

Authority Meaning; Discipline; Traditions; Morality; Rules;

Live for Later, Saints and Sinners

Bistiactire 'Food; Water; Procreation; Warmth; Protection;
Stay Alive

(Adapted: Graves; Madanes)
Any idiot can face a crisis; it’s this day-to-day living that wears you out. (Chekov)

Exastential Notes:
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Appendix 19: Engaging in Journalling Info

Journalling Guidelines

There are approaches to reflecting and writing that improve physical and mental health.
There are many ways to journal that will be helpful, so think of these as guidelines rather than rules.
Experiment with your journal writing to see what works well for you.

Getting Ready to Write:

Find a time and place where you won’t be disturbed.

Ideally, choose a time at the end of your day or before you go to bed.

Promise that you will write for a minimum of 15 minutes a day, for a majority of weekdays.
Once you begin writing, write continuously. Don’t worry about spelling or grammar.

You should write by hand (avoid using a computer).

Write about the same thing, or about something different each day; it is all entirely up to you.

Prompts for your Journalling:

What have you been thinking about, or worrying about, too much?
What are you dreaming about?

Is your life moving in a positive or negative direction? Why?

What do you feel is affecting your life in an unhealthy way?

What works well about your life now?

How many demands are in your life and where do they come from?
What have you been avoiding for days, weeks, months or even years?
What are you grateful for?

What do you need to accomplish in your life to feel fulfilled?

Who or what is holding you back the most right now, and why?

What people in your life support you and what people drain your energy?
What do you like the most and least about your day?

Try the following for writing:

Ouver the next few days, write about some deep emotions and thoughts in_your life. Really let go and explore your feelings and
thoughts about life. All of us have conflicts or demands in our lives and you can write about them as well. You can write about
whatever issues you like. Whatever you choose to write about, however, it is critical that you really let go and explore your very
deepest emotions and potent ideas.

CAUTION: Some people say that after writing, they sometimes feel somewhat low. Like seeing a sad movie,
this typically goes away in a couple of hours. If you find that you are getting extremely upset about a writing
topic, simply stop writing or change the subject, or connect with someone to explore what’s challenging.

What to do with your Journalling:

The aim when journalling is to be completely honest with yourself. When writing, remember that your
journal is essentially only for you. If you ever want to share the sentiments and learnings from your journal
with anyone else, like a partner, friend, or coach, please do so. Be aware than over time your writing will
change due to your preferences, growth, and the usefulness of the writing process. Always take the journal
with you so you can make notes at any time.

Human relationships are not rocket science; they are far, far more complicated. (Pennebaker)

Notes for mzy Joumaling




Dazly Journal - Template

1. Positives, Successes, Wins:

2. Negatives, Challenges, Struggles:

3. Aha moments, Discoveries, Takeaways:

4. Next steps, Plans, To-do list:

Keeping a journal of what’s going on in your life is a good way to help you distil
what’s important and what’s not. (Navratilova)
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Appendix 20: Extending Life Expectancy Info

Living Longer

You live longer and are healthier by optimising your lifestyle and surroundings.
Here are nine key lessons for living longer, from the people who live the longest,
so that you can create a posttive environment for wellness.

Ofmerzows POWER

Move

Naturally

oo 2 Right
B S Outlook

Know Your Purpose:
Discover your passions,

-
Eat Wlse'y gifts, and talents
— Downshift: Find a
80% Rule: Stop eating stress-relieving
when you're 80% full strategy and make

Plant Slant: Eat a it a routine
plant-based diet
rich in nutrients

Wine@®5:

Drink alcohol
moderately and
regularly - 1-2
glasses a day

Connect

Right Tribe: Community: Loved Ones First:
Surround yourself with Belong to a faith-based Invest time and love in
supportive friends community and feel a children, commit to a
part of a larger group life partner, keep
elders close

© 2008 Phue Zonest, LLC | AN Rights Reserved Privted and deteboted by Lesering ZoneKpeews | 888433 0y SO S TSTS
Learn
R AT NGIC L AP S 7 Xowess

My interest is in the future because I am going to spend the rest of my life there. (Kettering)

Notes for a1 onger L g:
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Appendix 21: Understanding basic Body Chemicals Info

Brain Basics, Neurotvansmitters, and Stress Hormones

Optimal functioning requives a happy brain and a calm bod)y.

You simply cannot produce your best work when you are under stvess, because the brain becomes impaired
and you quickly, and mistakenly, make judgements about your abilities and potential that are untrue.
You need to have your brain in the right state to enable it to perform optimally.

Sadly, many people never get out of the stress Jone, and it becomes a vicious ctrcle.

The reticular activating system (RAS) is a network of neurons in the brain stem which perform a crucial role in
maintaining behavioural awareness, consciousness, and motivation. Your RAS takes what you focus on and
creates an intensity for it. It then sifts through the data and only presents pieces that are important to your
plans. All of this happens without you noticing, and works in your favour without you actively doing much.
Pretty awesome!

You can train your RAS by taking your deep thoughts and desires, and connecting them to your conscious
thoughts; this is se#zing your intent. When you focus on clear plans, your RAS reveals the people, information,
and opportunities that will help you achieve them, e.g., if you care about positivity, you will become more
aware of and seek out positive people and situations. If you want growth and success, and set your intent,
you’ll tune in to the right information and people to help you do that, e.g., develop a clear goal or situation
you want to influence; consider the experience or result you want to reach in regards to that goal or situation;
create a mental picture of how you see that goal or situation ideally turning out; notice the sounds,
conversations, feelings, visuals, and details of that picture; replay it often in your mind...and see what unfolds.

Stress Hormones: Necessary for life, the body releases the hormones adrenaline and cortisol to provide
energy to cope with potential demands. You need to meznimise these, when not needed, as they lead to
overreaction, being unprepared, and derailment by an unhelpful inner monologue. With stress, there are less
dendrites (neuron segments that receive stimulation for brain cells to activate) in the prefrontal cortex, and
hippocampus, and more dendrites in the amygdala...preventing from you doing complex tasks, impairing

memory, and experiencing emotional and reactivity problems. (1 = increases; | = decreases)
Adrenaline Theart rate/blood pressure/anxiety

Cortisol Tproblems with memory/concentration/sleep/immune system

Noradrenaline Theart rate/blood pressure/blood sugar

Neurotransmitters: Neurotransmitters are chemicals made in the brain that carry, boost, and balance signals
between neurons (i.e., nerve cells) and target cells in the body. These target cells are in glands, muscles, and
other neurons. Neurotransmitters play a critical role in brain and body communication, influencing
everything from movements, learning, and mood. You need to maximise these neurotransmitters by
ensuring a quality, happy life because they enhance the ability to prioritise, prepare for and cope with
challenges, and get important stuff done well.

Dopamine Tpleasure/reward/motivation

Serotonin Tsleep/wellbeing/happiness

Endorphins Twellbeing/euphoria; | pain

Oxytocin Tbonding/trust/calming/arousal; |stress/anxiety
Acetylcholine Mearning/memory

Noradrenaline Tawareness/concentration/learning/mood

A Happy Brain and a Calm Body leads to:
Your brain working efficiently; more productivity and engagement (i.e., perform, persist, perfect); reduced
pain; more physical strength; greater endurance; enhanced immune system; better resilience; less burnout.

We see with our brain, not with our eyes. (Doidge)

Newro Notes:
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Appendixc 22: Addressing Attitudinal or Behavioural issues Info

Managing Conflict

Conflict management is the process of limiting the negative aspects of conflict
while increasing the positive aspects for growth.
The aim ts to enhance wellbeing in relationships and at work.
Here is a process to help you respectfully confront and overcome difficulties, and enrich lives.

This Fierce Conversation nodel incorporates the first seven steps into a 60-second opening statement.

A
1. Name the issue.

(e.g., I need to talk to you about the way you speak to me, and the effect it is having on the team and myself.)
2. Select specific examples that illustrate the behaviour or situation you want to change.

(e.g., You often matke me the target of your jokes, mocking me, and also rolling your eyes when ' talking to the team.)
3. Describe your emotions about this issue.

(e.g., When you do these things, 1 feel self-conscious, embarrassed, disrespected, and very undervalued.)
4. Clarify what is at stake.

(e.g., The stakes are high becanse we need to show respect to each other, and the more united we are, the better work we’ll do.)
5. Identify your contribution to the problem.

(e.g., I regret I didn’t say something earlier, and I know sometimes I langh along or tease you too. For this, I apologise.)
6. Indicate your wish to resolve the issue.

(e.g., I want this sorted, and onr relationship to be respectful, and the way we interact to be positive and professional.)
7. Invite the other person to respond.

(e.g., Also, I want to understand how you see things.)
B
8. Inquire into the other person’s view.
(e.g., I'm interested to know how you see this sitnation?)
C
9. What have we learned? Where are we now? Has anything been left unsaid that needs saying?

What is needed for the resolution?

10. Make a new agreement and determine how you will hold each other responsible for keeping it.

(Adapted: Scott)

In the animal kingdom, the rule is eat or be eaten; in the human kingdom, define or be defined. (Szasz)

Notes for Fewer Drarmas:
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Appendixc 23: Enhancing Relationships Info

Pos:itive Relationships

Relationships, whether personal or professional, arve foundational to having a good life.
Quality relationships arve based on interdependence,
therefore you have a responsibility to cater to some of the psychological needs of others,
on the basts that others will take care of some of your needs.

1. Notice when others are doing good things and let them know they are appreciated.

2.

Every day be kind, and express gratitude for the things you value about others and what they do

for you; this builds up the emotional bank account.

. Really listen to what others are saying. Suspend judgments and invest effort to understand their

needs and desires before responding. Building trust contributes to commitment.

. Spend time getting to know others’ interests, likes, dislikes, favourite stuff, and friends.

Remember, people change over time. Updating what you know about each other is essential.

Maintaining a friendship is critical. Contribute to fulfilling each other’s dreams.

. Make deliberate plans to spend time with others by having fun, and building shared experiences

and memories. Quantity time together is very important.

. Negotiate, and agree upon, expectations and rules for interactions. Make requests, not demands.

. Conflict is normal. When in conflict with others, look for the aspirations and future goals within

that conflict. The presence of contempt, criticism, defensiveness, and stonewalling in

conflict is highly destructive. Repair relationship strains and ruptures ASAP.

. Manage your stress, anxiety, low mood, and anger levels by learning techniques to reduce your

physiological and psychological symptoms such as increased heart rate, tightness in the

body, and an unhelpful thinking style.

. When others bid for your attention, turn towards them and show genuine interest. Bids and turns

are the basis for human connection (turning away and/or against is unhelpful). Lots of bids!

10. Breath and keep calm. Speak and listen non-defensively. Validate others. (Adapted: Gottman)

Relationship Notes:

Practice, practice, practice! And, maintain a sense of humour...

The smallest indivisible human unit is two people, not one; one is a fiction. (Kushner)




Goal-setting and Action-plan Overview

Complete this overview and keep in your appointment book, journal, or post it in your workspace
so that you will see it daily, and it is a useful reminder for what you will achieve...

Do or do not. There is no try. (vod)
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GOAL A

GOAL B

GOAL C

My GOALS are:

STEPS IN THE
PLAN

(in chronological order)

SKILLS and
KNOWLEDGE

I will need to access

OBSTACLES to

Success

INDIVIDUALS,
GROUPS, and
ORGANISATIONS
which will help me

What I will SEE,
HEAR, FEEL, and
THINK when goal is
achieved

COMPLETION date

/ /20

/ /20

/ /20

Notes:

Just start it. (me!)




Notes to Self

I am not what happened to me, I am what I choose to become. (Jung)
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Be yourself. Everyone else is already taken. (Wilde)
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