
Wear ear plugs or noise 
cancelling headphones. 

Connect with others 
in your breaks. Human 

connection is vital for your 
wellbeing, ideally face 

to face. 

Before you wrap up work 
for the day, make a clear 
plan for the structure of 

your next day. 

Suggest meetings be in 
the afternoon, to allow 
focus in the morning. 

Set app limits on your 
phone and set up ‘focus 
mode’ so you can’t be 
distracted during your 

working hours by 
social media. 

My idea: 

Keep your phone in your 
bag, off your desk or in 
another room while you 

are working. 

Take microbreaks every 
hour. Five minutes totally 

screen free! Leave you 
phone on your desk. 

Listen to low-fi beats while 
you are working 

Tidy your desk and work 
surroundings. 

Lock times into your 
calendar to focus on 

deep work. 

My idea: 

Move your body. Run up 
and down the stairs, walk 
around the outside of the 
office or do 20 star jumps 
when you get brain fog. 

Work in a different 
location. If you are at 
home, try moving to a 

different room and see if 
it helps. 

Turn off your email 
notification sounds/

badges and only check 
your emails 2-3 times 

during the day 

On a day you can’t focus, 
go outside for 10 minutes 

and see how fresh air 
and daylight changes 

your mood. 

Set up an autoreply to 
let people know when 
you will back online to 

reply and to call you if it is 
urgent. You can then focus 

better without checking 
your email constantly. 

Take a 15-minute walk (or 
longer) before starting 

your workday 

Start by doing the work 
that you need to focus on 

most clearly, first thing. 

Try out meditation. 
This one is worth doing 
every day this month, 
rather than just once. 

Go to bed at the same 
time each night, even at 

the weekend! This is worth 
doing all month to help 

with good sleep. 

Set a timer for 30 or 45 
mins for focused effort 

with no distractions. 

My idea:  My idea: 

Find focus, 
feel good

While you’re working over the next month, try out as many of these strategies as you can. Some of them you might only 
want to try once, others will be best to try multiple times. Cross out the ones you have tried that aren’t going to work 

long term and circle the ones that are winners and are worth keeping top of mind for the future. 
 

There may be some that aren’t practical, based on the nature of your work, but we have left a column blank 
so you can also add in any other ideas you think of that you would like to try. 
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