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1

“I have no idea 

please help me”

2

“Struggling but 

getting there”

3

“I think I’m fine but 

I am here just in 

case there’s 

something I 

haven't thought of”

4

“I don’t really need 

to be here but I 

came anyways for 

the fun of it”

TICK

I am confident I can make 

everything fit





Objectives

This interactive workshop will work through the following:

• Think about what you have to get done

• Explore your working-from-home challenges

• Re-think your to-do list 

• Prioritise your to-do list

• Share your time management strategies 

• Gain the confidence to make a plan of action 



WHAT DO YOU HAVE TO GET 

DONE?



What do you have to get done?



What do you have to get done?

Work
Lit review Meet 

colleagues

Conference

Washing

Bills

Exercise

Home



Home Task 1

Write out your to-do list 



WORKING-FROM-HOME

CHALLENGES



Common challenges 



What are your common challenges?



Home Task 2

Write out the challenges you are currently facing 



Now rethink to-do list 

• Do you have the tech?

• Do you have the resources?

• Can you access the data?

• How much longer will things now take?

• Do you even have a laptop?

• Do you have a printer?

Think about how your to-do list will now become altered due 

to these challenges 



Now rethink the to-do list 

Example: lined up 10 face-face interviews

Now will you be able to do this?

What is now realistic? 

Challenges: 

• Re-arranging to be done

• Learning new platforms

• Slow connections

• Teach participants new platform (pre-meeting to do this?)

Solutions:

Maybe it is now 5, maybe it is none at all  



Now rethink the to-do list 

Example: researching primary school use of resources

Do you now have to re-assess the project entirely?

Challenges: 

• Can’t access schools

• Can’t access resources

Solutions:

Put interviews on hold, and prioritise something else

e.g. re-assessing research qs or focusing on skill development 



Home Task 3

Rethink your to-do list 

Be realistic about what you can now achieve 



PRIORITISING YOUR TO-DO 

LIST



What priority do things have?

Not Urgent Urgent

Not

Important

Important 



What priority do things have?

Not Urgent Urgent

Not

Important

Important 

Feed dog

Time 

management 

training
Pursue emails

PE grant 

deadline



Home Task 4

Take you adjusted to-do list

Put all the items into the matrix

Including your challenges/distractions 



What priority do these things have? 

Not Urgent Urgent

Not

Important

Delete for

now

Manage/

delegate/

review

Important 

Decide

Schedule a 

time

Do Now

Necessity
Quality work

Distractions- avoid

Time-wasting- stop Do this month

Ongoing Today/this week



TIME MANAGEMENT 

STRATEGIES



Sophie’s Time management hints and tips

Keep your breaks!

Work zone vs personal 

zone

Switch off

Stay connected

Live life one carrot at 

a time!



What are your time management hints and 

tips?

Other hints and tips in links in the “Resources Section”



Time allocation 

Make an action plan …



Scheduling your time…

High 

priority

Ongoing 

Laptop 

work

Child 

care

Child 

care

Child 

care

Laptop

-free 

work

Child 

care

High priority

High priority

High priority

High priority



Home Task 5

Have a go at scheduling your time

Based on your matrix

Taking into account all your challenges

With a partner/family if needed 



WHAT NOW?



What now?

1. Reflect on your to-do list

2. Define your challenges

3. Re-think your to-do list and what is achievable

4. Prioritise your to-do list

5. Allocate your time- make an action plan



Mapping your next months…



1

“I have no idea 

please help me”

2

“Struggling but 

getting there”

3

“I think I’m fine but 

I am here just in 

case there’s 

something I 

haven't thought of”

4

“I don’t really need 

to be here but I 

came anyways for 

the fun of it”

CROSS

I am confident I can make 

everything fit
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Feedback form

https://forms.office.com/Pages/ResponsePage.aspx?id=WNzgmUucIEiGFwTDhsJUxpJDnhqGYD9IuVF9835R4uVURjRVUUJOMDlCNE9SUExZRkRZMlhaUUJIVC4u


RESOURCES



Mental Health and Well-being

https://staff.napier.ac.uk/services/hr/workingattheUniversity/h

ealthandwellbeing/Pages/MentalHealthandWellbeing.aspx

https://my.napier.ac.uk/Wellbeing-and-

Support/Pages/Student-Wellbeing-2019.aspx

https://staff.napier.ac.uk/services/hr/workingattheUniversity/healthandwellbeing/Pages/MentalHealthandWellbeing.aspx
https://my.napier.ac.uk/Wellbeing-and-Support/Pages/Student-Wellbeing-2019.aspx


Blogs/other guidance:

Nature: Ten work–life balance tips for researchers based 

at home during the pandemic

Newcastle University- Managing Time and Motivation

Scottish Graduate Schools for Arts & Humanities: PhDs 

During Lockdown

https://www.nature.com/articles/d41586-020-01059-4
https://internal.ncl.ac.uk/ask/online-learning/managing-time-and-motivation
https://sgsahblog.wordpress.com/2020/04/06/phds-during-lockdown/


What priority do things have?

Not Urgent Urgent

Not

Important

Important 








