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LEARNING OBJECTIVES

* Understand what you are most distracted by

* Learn how to decrease the presence of distractions to

increase your productivity




NAME YOUR DISTRACTIONS

* External or internal

* Individualized

* Increase your
awareness of time-

wasting activities
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STOP DISTRACTIONS AT THE SOURCE

* Cycle of Impulse-Generation

No Impulse
g

Situation Situation
selection modification

Impulse

(Duckworth et.al., 2016)




CHANGE YOUR ENVIRONMENT

* Consider presence of distractions, comfort, lighting,
. cleanliness in various locations
Situation

selection (i.e. library, lounge, coffee shop)

* |ncrease motivation to select these environments

(i.e. plan, acquire accountability)

Situation
modification * Reduce clutter, temptations, or noise




AVOID THE MYTH OF MULTITASKING

* "Task-switching”
* Goal shifting

* Rule activation

* Limits our productivity by 40%

(Rubinstein, Hughes, Meyer, & Evans, 2001)




WORK SMARTER, NOT LONGER

* Work in short intervals then take frequent, energy-restoring breaks
(Evans, 2014)

ONE POMODORO CYCLE

. WORK || BREAK

Ex: Pomodoro Technique (Clark, 2016)



USE AN APP FOR MOTIVATION

* Pomodoro timers

* Tide, Focus Keeper, Forest and Day Ninja

* Website blockers
* SelfControl (Mac OS X)

* Nanny for Google Chrome, StayFocusd &TinyFilter (Google Chrome extensions)
* Leechblock (Firefox Add-on)

(Fitzgerald, 2012)




SCHEDULE A TIME FOR E-MAILS

Keeps focus on priorities

* Prevents needless interruptions

Promotes delayed vs. instant gratification

“Crises” may resolve themselves




USE THE “DO NOT DISTURB”
FUNCTION

00000 ATRT & 11:50 AM 7 % 66% )
* Reduce notifications on your iPhone, Costings PoNotDistuid
Android, iPad or computer
Manual

When Do Not Disturb is enabled calls and alerts
that arrive while locked will be silenced, and a
moon icon will appear in the status bar.

\ Scheduled ( \)

. From 12:00 AM
Do not disturb To 6:00 AM
Total Alarms Priority Allow Calls From Favorites

silence only only

Incoming calls from your favorites will not be

silenced.
(O Until you turn this off ey
Repeated Calls (
For one hour When enabled, a second call from the same person

within three minutes will not be silenced.

Until 23:51 - (Guimont, 2015)



TURN OFF NOTIFICATION BADGES

9:41 AM
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Alerts require an action before proceeding.

(Tanous, 2014)
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* Stay focused and return
to these later




THANK YOU!
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