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1. Big Rocks First
What are your most important priorities in 
your life? These are, what Steven Covey 
would say, your “big rocks”. When life’s 
off-kilter, probably your big rocks are not 
your priority, but rather it’s the pebbles 
(smaller less important priorities) or even 
sand (the small things in life – ever waste 
an hour on Facebook?) taking up your 
time, energy and attention. 
Action: Identify your big rocks. (And, by 
the way, you are a big rock!)

2. Schedule Time
Once you know your big rocks, schedule 
them in...first. If a big rock is fitness, what 
are a few classes you can sign up for so 
you’re guaranteed to go (rather than “Oh, 
there’s lots of classes, I’ll go when I can fit 
it in.”) 
Action: Schedule in your big rocks (fit the 
rest around them.)

3. Accountability Partner
Having someone depend on you will make 
you more likely to follow through. Study 
groups got me through uni, my coaching 
partner made me a better coach faster, my 
bookkeeper calls me out on accounting 
mistakes (so not be audited by the CRA!) 
What is a big rock you’re not treating as 
such? 
Action: Ask someone to hold you account-
able to a big rock that’s not consistently a 
priority.

4. Say “Yes”
What have you always wanted to do? 
What’s on your bucket list? What brings 
you great joy? Often have lots of oppor-
tunities to do great things – go for a walk 
on a nice day, play with our kids, join a 
friend on a short trip, go for an impromptu 

dinner with our partner – but say no – 
there’s always something to do! But what 
if these things will make you happier, 
more efficient and recharged? 
Action: Say “yes” the next time that an 
opportunity arises which is aligned to your 
big rocks!

5. Say “No”
If we’re going to say “yes” to things, we 
need to be great at saying “no”. There’s 
only so much time in the day. Are you 
doing things you don’t even recall saying 
yes to? Still doing things just because 
you’ve always done it? Do you pick up the 
slack for others? Rather than just drifting 
through your day, consider if you really 
need to say yes to a request, to stay late, 
to answer that phone call, to keep going 
to that committee. 
Action: Say “no” to the next thing that’s 
not a big rock.

6. Say “Maybe”
Buy yourself time to decide if you should 
say “yes” or “no” by giving a “maybe”. 
Evaluate if a request is actually a big rock. 
“Sounds interesting – let me get back to 
you.” Buy yourself time and space to say 
“yes” to the right things. 
Action: If it’s not a big rock, try a 
diplomatic “maybe”.

7. Love Up Your Timer
My biz mentor Kim Shepherd taught me to 
work flat out, uninterrupted and undistracted 
for 45 minutes of every hour then, when the 
timer goes off, take 15 minutes to play, re-
spond to emails, or squeeze in “pebbles”. 
This improves productivity and guarantees 
time every hour to spend on big rocks. This 
shift actually makes you more productive 
plus gives you guilt-free time to fit in other 

smaller things in life. 
Action: Trial using this approach at least 
once within the next 24 hours.

8. Shut Out
Shut out distractions. Turn off your ringer 
or park your cell in another room, put a 
“please do not disturb” sign on your door, 
go to a quiet coffee shop, turn off your 
social media notifications, or get up early 
before others wake up. It takes up to eight 
minutes to get refocused post-distraction, 
so try to eliminate it. 
Action: Try one distraction reduction 
technique at least once in the next 24 hours.

9. Tune In
When you are doing something important, 
such as a project with a deadline or even 
in leisure with your family, are you truly 
tuned in and present? The single best piece 
of advice someone gave me prior to my

wedding (and there was LOTS of advice) 
was to be fully present every single second 
of this special day. Eighteen years later 
I can remember minute details and yet I 
cannot recall what I did yesterday! 
Action: Pick one big rock and truly tune in.

10. Ask For Help
When you’re stuck, frustrated, unsure, or 
have a great idea, ask for help. It gives 
others an important role to play in your 
life, and allows you to have a partner to 
ensure you’re successful. It can also act as 
a built-in accountability partner. Few great 
things were ever achieved alone - no great 
book ever published without an editor, 
no Olympic medal won without a coach. 
Who is helping you? 
Action: Identify one big rock you need 
help with and ask for it right away.


