Productivity and Focus

Self-reflection
What made you come here today? 



What do you find most difficult about being productive or being focussed? 




	What has helped you with these difficulties in the past? 
This is a good place to start, you can build on what has worked.










Notes:
Use this space to make notes of; 
· anything useful to remember
· anything you want to come back to or find out more about
· any resources that might be useful to try
· any questions you have that you want to ask
· any actions you want to do from this

























Prepare, plan and break it down
Whatever your task, make it easier to tackle by making a plan.
What steps do you need to take to reach your end goal?
Is it one big task or can it be broken down into smaller more manageable tasks?

Task Breakdown
	Main Task/Goal
	Due
	Tick

	Sub Tasks: Steps to achieve main task/goal
	Sub task due
	

	Section / subtask:


	
	

	Section / subtask:


	
	

	Section / subtask:


	
	

	Section / subtask:


	
	

	Section / subtask:


	
	

	Section / subtask:


	
	



Double tick method; to keep track of your completion.
No tick = work not started
One tick = task in progress
Two ticks = task completed

SMART Goals
SPECIFIC - your goals need to be clear and explicit.  
MEASURABLE – a measurable goal is where you can identify exactly what you will see, hear and feel when you reach it.  
ACHIEVABLE & REALISTIC – If you set your goals and ambitions very high this might put extra unnecessary pressure on you. If your goal doesn’t seem achievable and realistic you could break up the goal into smaller goals.  Don’t set yourself up to fail.
TIME BOUND - set a time limit for when you can expect the agreed changes to have taken place. This can then be reviewed as needed. Setting a time limit helps you focus the actions that need to be taken to achieve goals.  

	Set yourself a SMART goal
 What is your SMART goal?  
 

Why do you want to reach this goal? 
 
 
What supports do you have to reach this goal? 
 
 
What steps should you take? 
 
 
Problems you might encounter: 
 
 
Ways of dealing with these problems: 



How to Prioritise
	
	URGENT
	NOT URGENT

	IMPORTANT
	Top Priority


	Third Priority



	NOT IMPORTANT
	Second Priority


	Last Priority





The 4 T’s

OHIO
[image: An image of a SmartArt element showing the following text: 
O - Only
H - Handle
I - It
O - Once]
Don’t put it back down to come back to later, deal with it now if possible. 

Eat That Frog! 
[image: An illustration of a frog]
If it’s your job to eat a frog, it’s best to do it first thing in the morning – it’s out of the way and you don’t have to think about it all day.
[image: An illustration of a large frog and a small frog]

If it’s your job to eat two frogs, it’s best to eat the biggest one first - that way the smaller one will feel more manageable. 

This isn’t really about eating frogs and no frogs have been harmed in the making of this session… The frog is just a metaphor for a task we don’t really want to do.
If it’s your job to [insert the thing you don’t want to do], it’s best to do it first thing in the morning – it’s out of the way and you don’t have to sit worrying about doing it all day while it feels like it is growing bigger and bigger. 
If it’s your job to [insert two things you don’t want to do], it’s best to do the biggest one first. If you start with the smaller and find it hard to do; you’re not going to want to do the bigger task. Do the harder one first, that way the other one will feel easier. 

3/3/3
[image: A clock face with 3 hours shaded out]3 hours on a big or important project / task


[image: Three large red exclamation marks]3 shorter urgent tasks



[image: Three cog shapes with a spanner]3 smaller maintenance tasks to keep life running smoothly



The three hours makes sure you are chipping away at a bigger task, the three shorter urgent tasks make sure you are still prioritising things that need doing and the three smaller maintenance tasks can be quick easy wins making you feel like you are ticking things off your list or making progress. 


1-3-5 Rule

1 big task

3 medium tasks and

5 small tasks to focus on for the day

This technique can help to prioritize and manage your to-do list more effectively; it’s a good one for if you need to be flexible between tasks and it can also be used to help break down one big task into smaller steps.

Pomodoro Technique  
· [image: A pomodoro timer - a tomato shaped timer with numbers
] Choose a task to accomplish 
· Set a timer to 25 minutes  
· Work on the task until the timer (or pomodoro’) rings 
· Put a tick on a piece of paper 
· Take a short break (5 minutes is fine) 
· Every 4 Pomodoros take a longer break (15-30 minutes) 


[image: An image of a 2 minute timer]The 2 Minute Rule 
Commit to just two minutes, it’s easier than committing to an hour. When the time runs out, decide if you can commit to another two minutes. Keep going like this until you gain momentum. 
Focus on completing small steps towards the task, not the whole task. Celebrate the starts - you’re building a habit of taking action.
This could be any length of time that works for you, it doesn’t have to be 2 minutes. 


 




Focus and Productivity Plan
Strategies and tools to help you to focus and be more productive are an individual thing. We have given you ideas, now you need to figure out what works for you. 
	Consider:
	What works for you:

	Environment
	Where, noise levels, with others / alone?

	Time
	When are you most productive and how long can you realistically focus for?

	Distractions
	What things are likely to distract you and how can you limit them?

	Productivity hacks / strategies

	Are there any hacks, tips or tricks you can use to help you if you are struggling?

	What is / are your tasks?
	Is it clear / too big / too much? Can you break it down or plan it to make it clearer?

	Why are you doing it / them?
	What is your motivation / reward?



Remember, it is important to find what works for you. Don’t waste your time trying to make yourself work a certain way if it’s not right. Not all suggestions will be right for you, you may need to adapt some of them. 


Reflection and next steps: 
What things have been useful and what will you take away with you from the session?















	One thing I will try this week…










Take some time now to think through any barriers that may stop you from doing this and what you can do to help yourself make sure that you can achieve this. 










Further support: 
We run the following sessions regularly:
	[image: ]
	Time Management and Organisation 

Practical strategies to help you with organisation managing and organising your time.

Booking Link: go.shu.ac.uk/organisation

	[image: ]
	Email Management and Digital Support

Practical strategies to help you to manage your inbox and calendar, information about accessing digital support.

Booking Link: go.shu.ac.uk/digitalsupport 

	[image: ]
	Managing Study, Deadlines and Assignments 

Practical strategies to help manage study and deadlines including approaching and breaking down your work.

Booking Link: go.shu.ac.uk/managingstudy 

	[image: ]
	Motivation and Procrastination 

Practical strategies to help you to better understand and improve motivation and manage procrastination.

go.shu.ac.uk/motivationprocrastination 

	[image: ]
	Support and Social Opportunities 

Practical strategies to help you to find and access the support and social opportunities available to you here at Hallam.

Booking Link: go.shu.ac.uk/socialsupport 



You are always welcome to come back and repeat sessions if this is helpful. 
We also run a Peer Support Check-in on a Wednesday from 3pm – 4pm. 
	[image: ]
	Peer Support Check-in 

Come and ‘check in’ with staff and peers, to receive and or provide support in a supportive environment. You are welcome to come along and discuss topics from the sessions, student life, or use the session as a social opportunity


You can check when it is running using this link: go.shu.ac.uk/checkin

Tackle it


  If it’s quick, easy or straight forward 


Task it


  If it needs a bit more thought and attention


Toss it out


  If it’s unimportant


Transfer it


Unsure, need clarification or help to deal with it
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