




I compiled this with the help of many different resources and ideas from others in 
CARES that have helped researchers work from home. 
Grab some paper and a pen or an empty word document as there will be a few 
exercises throughout the presentation and it will help to write things down. 









You probably had plans for 2020, expectations of yourself and expectations of what 
this year would look like. Considering the situation now, do your plans and 
expectations need readjusting? Does your idea of success need readjusting? 



“Good” and “bad” aren’t very descriptive adjectives, but try to think about how you feel 
at the end of a workday. Having a “good” day doesn’t necessarily mean that you got 
everything done or worked long hours – maybe it means that you tackled just one 
difficult task, or had a productive meeting with someone. Your workday doesn’t have 
to be perfect to be “good”. There are some examples on the next slide. 



These are my examples of a “good” and “bad” day. Take some time to write bullet 
points for your own good and bad days. Think about what makes you feel a sense of 
achievement at the end of the day, or what has happened if you feel frustrated with 
yourself. 



This exercise is to help you identify what’s stopping you from doing the things on your 
“good day” list, or to find the gap between your expectation of yourself and what’s 
really happening. There are some examples on the next slide. 



Write down some of your own roadblocks and then choose one to use in the next 
exercise. 



Take your time and think through these questions carefully. Make some notes for 
each. 

On consequences – sometimes the consequences of not meeting your self-
expectation aren’t that bad! Maybe this expectation is one you can let go of. Or, if you 
really do need to meet this expectation or achieve this task, go through the next few 
questions and see what you find out about what’s getting in the way of this. 



Taking your notes from the previous activity, write down one thing that you can do
today to help yourself take the next step. 





This is particularly good if you have a cluttered computer desktop and are likely to 
miss or not regularly check your tasks or emails. Also, don’t rely on your emails as a 
to-do list – you’ll miss things and this almost ensures that you won’t be working on 
any of your own personal goals or tasks. 



Here are some notepads I used to keep track of my tasks and goals while I was 
working from home in New Zealand. These worked well for me as I had a larger 
workspace. However, back in Singapore my desk is smaller so I use an online 
taskboard (Asana). 



There are a couple of online options for project management and general to-do lists. 
Both have good free versions for personal use. 



An example of an Asana project board



The Trello interface



This can be a helpful tool for identifying what is getting in the way of your progress. 
Don’t do this every day – maybe just occasionally at the end of the week. Think about 
what makes you do these unhelpful things and how to reduce your time spent on 
them. 



Researchers should be spending a lot of time in box II, but often end up in box III. 
When you’re planning your week/day, schedule in time for boxes I and II first. There 
will be box III interruptions that you’ll need to deal with, so leave time for these too. 
Try and eliminate box IV items as much as you can. 



This is what I use and I find it really helpful. 



This is what the Pomodoro Tracker looks like. You can create an account to track 
your time spent on various tasks and then analyse your statistics after a 
week/month/year to see what takes up most of your time. 









https://quiz.gretchenrubin.com/














