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Distractions come from both outside and inside.
When we are often distracted we lose speed,
are more likely to make mistakes and, not least,
we experience more stress because more
adrenaline and cortisol are released.

That is why it is important to regularly reflect on
things you can do to go into single-focus. Tick
the boxes for tips you want to work on.

DISTRACTED?

How does techno-interruption feel in your brain?
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NOTIFICATIONS

Look at the number of notifications you received on your phone yes-
terday. Add to that the notifications (if any) on your computer. Can
you limit the notifications?

] Monitor your notifications on your phone
[C] Take regular time to adjust your notifications
[C] Mute group conversations

SINGLE TASKING

Single tasking refers to the idea of concentrating yourself on a
single task or activity and finishing it before starting anything else.
What do you need to single-task?

[ Plan focus-time

[ Turn off your communication channels
[] '‘Badge’ your tasks

[] Start focus time with your priorities
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http://www.howswork.be
https://www.youtube.com/channel/UChAQ8djo21rj51f3Qsxu2rA
https://www.instagram.com/werk_is_geen_tomorrowland
https://open.spotify.com/show/3wpnqiCHgdtsCvNzuQtmjg?si=c9fb79419fbf459b
https://www.linkedin.com/company/howswork

TECHNO VIGILANCE

Really concentrating is difficult when your brain is vigilant for
incoming messages. Your brain needs agreements to feel
safe. What agreements do you want to make?

[0 Agree on the use of communication channels
[0 Agree on how to mark focus time in your agenda

[] Express expectations

RE-FOCUS

Avoiding all distractions is, of course, impossible. So give your
brain a hand to re-focus more easily.

(| Write down your final thoughts
Look at ‘the bigger picture’ before diving in again
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TOP 3

Write down 3 things that you will work on.
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