
Being Productive at Home: A Guide for Working Remotely
This guide will provide strategies you can use every day to stay productive and motivated 
while �I�L�Q�L�V�K�L�Q�J���\�R�X�U���W�H�U�P remotely.

DESIGN YOUR ENVIRONMENT

Our environments affect our behaviour whether we are aware of it or not. With respect to 
getting work done—or the habit of productivity—our surroundings will be helping or hurting us.

Good Cues = VISIBLE 

Bad Cues = INVISIBLE  

• A cue is a thing (time, location, object) that makes us aware to perform a specific behaviour. ��

�6�H�H�L�Q�J���D���W�H�[�W�E�R�R�N���F�X�H�V���U�H�D�G�L�Q�J�����6�H�H�L�Q�J���D���7�9���F�X�H�V���1�H�W�I�O�L�[.

•Arrange your environment so the cues to distractions are invisible. Put remote controls, gaming ��

controllers, phones, etc. in a different room or drawer . �6�L�W���Z�L�W�K���\�R�X�U���E�D�F�N���W�R���W�K�H���7�9 so you don’t��

see it. �0�X�W�H���V�R�F�L�D�O���P�H�G�L�D���Q�R�W�L�I�L�F�D�W�L�R�Q�V.��The harder it is for you to access the distracting cues, the 

better. If we deem an action too�� much work to perform, we won’t do it .

• Then, �D�U�U�D�Q�J�H���\�R�X�U���H�Q�Y�L�U�R�Q�P�H�Q�W���V�R���W�K�H���J�R�R�G���F�X�H�V���D�U�H���Y�L�V�L�E�O�H. Notebooks, pens, computer, ��

coffee … all the tools of a student are sitting on your desk/table and not hiding in a bag or ��

under your bed.�� �6�H�H�L�Q�J���W�K�H�V�H���Z�L�O�O���U�H�P�L�Q�G���\�R�X���R�I���W�K�H���W�D�V�N�V���\�R�X���Q�H�H�G���W�R���F�R�P�S�O�H�W�H.

• Now comes the question of where to work. If you have a kitchen table or desk, these make ��

optimal locations. �6�L�W�W�L�Q�J���D�W���D���W�D�E�O�H�����O�H�D�Q�L�Q�J���V�O�L�J�K�W�O�\���I�R�U�Z�D�U�G���R�Y�H�U���\�R�X�U���Z�R�U�N���L�V���R�Q�H���R�I���W�K�H���P�R�U�H��

�I�R�F�X�V�H�G���S�R�V�L�W�L�R�Q�V���W�R���J�H�W���Z�R�U�N���G�R�Q�H. You will be more productive and less likely to get distracted��

than lying on your couch or in bed.

•If you need to�� �U�H�D�U�U�D�Q�J�H���I�X�U�Q�L�W�X�U�H���W�R���R�S�W�L�P�L�]�H���S�U�R�G�X�F�W�L�Y�L�W�\… then do it. This is your time to get��

creative!

•If you live with roommates, try working together at the same time. �7�K�L�V���Z�L�O�O���K�H�O�S���F�U�H�D�W�H���D���P�R�U�H��

�P�R�W�L�Y�D�W�L�Q�J���D�Q�G���V�X�S�S�R�U�W�L�Y�H���H�Q�Y�L�U�R�Q�P�H�Q�W���F�R�Q�G�X�F�L�Y�H���W�R���S�U�R�G�X�F�W�L�Y�L�W�\��








