
 

beating procrastination
Your guide to 



You're going to tackle
procrastination.

HEAD ON.

You are about to embark on a 
game-changing adventure.

Welcome!

Let's begin!



Most people don't need a dictionary to tell them what 
procrastination is.

Put simply, it's putting things off.

It's the act of not doing what you should, when you should.

And to top it off, procrastination can make you feel really awful.

What is procrastination?

Can I beat procrastination?

A mind in procrastination mode is a very difficult one to tame. 
But it can be done!

In this guide, we'll show you how to pay attention to what your
procrastination is telling you. Just follow the steps, and you'll be on the

road to productivity in no time!



Step 1: Figure out why you
procrastinate.

Think back to your most recent study attempt. Why weren't you getting stuff done?

Stressed out?

I was really stressed out.

Pro tips: You might be procrastinating for more than one reason, and that's ok. Your reason(s)
might also be different to the ones listed here, and that's ok too!

I was incredibly bored. I was aiming too high.

I was totally confused.I was sleep deprived. I was really missing my friends.

I couldn't concentrate at all. I was worried I would fail. I didn't know where to begin.



Now, let's have a closer look at
your procrastination pitfalls.

Think about your TOP reason for procrastination. 
(You know, the one that gets you every time!)

Is this situation a recurring problem for you?

To which topics, days of the week, moods or environments does this
situation apply?

Have you already tried to solve the problem? What does and doesn't
work for you?

And what does it feel like when you can't do the things you need to do?

Once you're clear on your answers, read on.



Step 2: Recognise that you've
only got two real options.

It's important to acknowledge that as soon as your brain enters procrastination mode,
you've only got two legitimate options:

If you push through your procrastination and keep "working", chances are you're
going to struggle. Why? Well, for the reason(s) you identified above, something is

clearly stopping you from staying on task.

Until you address it, you're going to keep right on procrastinating.

You can push through it, or listen to it.

Try listening to it instead.



Step 3: The listening bit.
This is the part where you get to listen to your real voice.

If you aren't too sure what your "real voice" is, that's ok. Just keep reading!

Let's get clear on one thing first. We're not suggesting that you're hearing voices!

Here's what your real voice isn't:

Your real voice isn't the string of thoughts that makes unreasonable demands of you,
such as nagging you to work until 2am when you're already tired. And it isn't the

voice that tells you it's completely ok to watch four episodes of Game of Thrones
when you've got an essay due the next day. 

Your real voice is the one that sets realistic expectations and 
communicates your real needs. It really is the best voice you've got!

Problem is, your real voice has a hard time getting heard. It gets pushed out of the
mental conversations we all have everyday, especially if other voices are stronger.

Have you noticed that when you "need a break" (that's your real voice), but you "don't
have time" (thanks to a nagging, unkind voice), you still end up on Facebook? That's

because a nagging demand talked over what you actually needed. The result?
Procrastination.

Finding your real voice.

Unreal!



More on these voices...
Voices are just sentences that you think without saying them to another person. 

Over the course of the day, we hear thousands of them!

They come in different flavours too. Some voices will tell you to go beyond your
means in order to achieve the highest marks you possibly can. Other voices are

equally forceful, but instead of encouraging you to work in overdrive, they want you
to be lazy and do less. There's also your real voice - the one that looks out for you.

But if your real voice really is the best choice, how come it's so quiet?

To answer this question, let's look at the situation more deeply...

Think about your behaviour for a minute. Is it dominated by stress, laziness, panic,
carelessness, obsession or reluctance (or all of these at some stage!)? Whatever your
behaviour is, it's happening because of your loudest voice. Your loudest voice loves

talking over the top of every other voice, to make you do what it wants.



What do voices want?
Different voices want different things. Some want cake, and they want it now. Others
want higher Chemistry marks than your friend, in next week's exam. You get the idea.

The problem with loud, dominant voices is that they are often motivated by 
short-term goals. They aren't too worried about how you feel, because they just

want cake, or whatever it might be. The long-term aims of your real voice (keeping
you rested, healthy, happy and enjoying your life) are too vague and far away. 

There isn't that same urgency.

Loud voices are like loud people. Just because they get all the attention, it doesn't
mean they should. Turning the volume down on loud voices so that you can hear

your real one takes plenty of time, practise and patience. The good news? Tuning
into your real voice is like a muscle. Keep doing it, and each time you do, it gets

stronger.



Step 4: The plan of attack.
Once you're able to hear your real voice (not always easy!), 

you need to use it.

Planning your next move is essential for beating procrastination. The best plans
involve parameters, plus other people too. 

Let's look at an example to see what planning can do for you!

What should you do?

 

You're trying to finish an assignment, which is due tomorrow at 9am. 
You're at the computer with your assignment open and books ready, but the last section of

the assignment is really difficult, and Facebook is calling you. 
You really want to ask a couple of friends how their assignments are

coming along, but you know that if you go on Facebook, you'll end up trawling
through posts, watching videos, and "liking" things you don't even like!



Let's recap before we attack.
For this example, let's go through Steps 1-3 first:

Step 1: Figure out what your (future) procrastination is telling you.

In this example, it could be:

A. You miss your friends. Doing an assignment at home, alone, isn't enjoyable.
B. You're really confused about the hard section of the assignment coming up.

Step 2: Choose to listen, and Step 3: Listen to your real voice. What does it say?

A. You want to talk to your friends about the assignment.
B. You don't really want to do the assignment - it's tough.

Step 4: The plan of attack. 

In this example, it sounds like you could talk to your friends constructively 
about the tough section of the assignment.

But you need to plan how you're going to do this. Otherwise it could end in
procrastination.



What's the plan of attack?
Normally, you would open up Facebook, start the conversation about the
assignment with your friend, maybe click on a funny link they send you...

before you know it, you're toast.

You need to set some ground rules. These are for you to decide on, but you'll need
to put them in place before you act on what your real voice says. It's a good idea to

involve other people in your ground rules, so that you're accountable to them.

In this example, some ground rules could be:

Planning to solve procrastination only works when you treat yourself like a library
book. You need to have a return date, and you need to have a reason to stick to it.

Otherwise, you won't!

1. Tell your friend you have ten minutes to talk. Tell them to hang up after ten minutes.
2. Set a timer to go off in ten minutes, to remind you that your talking time is up.
3. Ask a family member to come and check on you in ten minutes, just in case!
4. Decide that Facebook is just too risky, and apply steps 1-3 to a phone call with your
friend instead.
5. You can even use websites or apps that can block your access to distracting sites.



What if I'm having trouble with
setting ground rules?

Anti-procrastination plans need ground rules. That's a given. 
Sometimes it can be difficult to know which ones to set.

For example, if you're procrastinating because you're really stressed, what then?

If your stress levels are through the roof, you need to bring them down to a more
manageable level, otherwise you won't be able to think straight.

Choosing an activity that legitimately de-stresses you is what you need. Ask yourself,
what do you love doing? Your real voice will tell you that it's walking the dog, going

to the shops for coffee... everyone's different.

Then, plan how you're going to do it. How long will you walk for? Can someone in
your family have a coffee with you for half an hour? Make a killer plan to avoid the

procrastination trap.

Stress is a huge topic in itself, and one that warrants its own treatment. So, keep on
the lookout for info on combating stress!



Step 5: Review.

Expecting to find the magic bullet for procrastination is never a good idea. 
It doesn't matter how equipped you are, procrastination is a stealthy habit.

It's ready to attack whenever you let your guard down.

If you find that procrastination gets the better of you, don't beat yourself up. 
It's ok. Nobody is perfect.

To improve your chances, make time to look back over some procrastination
victories, defeats, and close-calls. 

You can think of this like sport. It's not always about winning (though when it comes
to procrastination, winning is great!), because when you lose, it's an opportunity to

improve, change strategy, and maybe win next time.



Did you find this helpful?

If you liked this e-book, 
sign up for more awesome resources at

www.spongeeducation.com!

Keep an eye out for Sponge on social media too.


