
 
My Focus Fail-Safe Plan 

Steps to Reclaiming Your Focus 

 

Congratulations on taking the first step toward reclaiming your focus! On the third page of this 
worksheet, you will find your Focus Fail-Safe Plan, a chart detailing the courses of action you 
will take whenever you feel yourself getting off track and becoming distracted. Watch the 
videos accompanying this worksheet and then follow the steps below to create your Plan: 
 

1. Identifying My Distractions: Identifying your distractions is the first step to overcoming 
them. In the three boxes in this column, write down your three most common inner and 
outer distractions (ex: Worrying thoughts about the future, Regret for a past action, 
Email notifications). Acknowledging these disturbances lessens their ability to affect 
your focus. 

 
2. Finishing What I Start—With Quality: We tend to praise multitasking, seeing it as a 

highly-efficient and desirable ability. On the contrary, our brains are actually wired to 
function best when allowed to give their full attention to one task at a time. In the three 
boxes in this column, write down three ways you can break the multitasking habit we’ve 
become so accustomed to in favor of completing tasks one-by-one, with quality!  
 

3. Practicing My Controlled Attention: There are two types of attention: Controlled 
Attention and Automatic Attention. The latter occurs when something naturally comes 
to the forefront of our minds, such as a deer jumping in front of our car or a person 
shouting in a library. The former requires you to take an active role in its development. 
Controlled attention, or sustained attention, is born of impulse control and daily 
practice. It involves overriding your automatic attention to stay on target with a 
particular item or task. In the three boxes in this column, write down ways that you can 
train your controlled attention daily.  
 

4. What’s On My NOT-to-Do List?: Oftentimes, we get bogged down by a seemingly 
endless list of items to complete. But how many of these tasks are actually necessary? In 
the three boxes in this column, write down three items that you do NOT need to 
complete or give your attention to this week, and see how much more time and refined 
focus you have when you exercise the power of de-prioritization.  
 

5. Overcoming My Fear of Failure: Embracing vulnerability is a courageous act. In the 
three boxes in this column, list three things at which you are afraid of failing. Now, 
embrace these fears and dare to fail! Why? Because your failures and achievements 



 
aren’t reflective of your actual abilities; in fact, they can guide you towards future 
success! Your abilities are tied to your inner core, that part of you within yourself that is 
exactly as capable as it can be at any given moment. Understand that failure and success 
exist separately from your innate capacities. 
 

6. Are My Goals Helping or Hindering?: Our personal goals are sometimes only a picture 
of what we don’t have, or don’t think we have. In the three boxes in this column, write 
down three goals that might be creating undue pressure on yourself rather than 
cultivating your deepest passions and innate abilities. Are they about exploring your 
identity, or simply achieving more? Ask yourself: Is this goal serving me, or am I serving 
this goal? 

 
7. Tapping Into My Core Identity: Your core identity is not connected to your past and 

future achievements. It is so much more than awards and recognition. Your inner core is 
who you are beyond the successes and failures you have experienced. It is your driving 
force, your passions, the full range of your capabilities. When you remove the inner and 
outer distractions from your mind and exist only in the present moment, you tap into 
your core to unleash your full potential. In the three boxes in this column, list three 
ways that you can acknowledge and remove distracting thoughts from your mind to 
connect with your core identity. 
 

 
Keep this Plan somewhere you can access it whenever you feel yourself losing direction and in 
need of help regaining focus. Whether you’re struggling with controlled attention, getting 
caught up in multitasking or feeling disconnected from your core identity, you now have an  
in-depth plan to help you reflect on and tackle each distraction that comes your way! 
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