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4 Tips for 
Staying Focused

Whether you’re working from home or in the 
office, here are four simple strategies that you 
can try to keep yourself focused throughout 
the day.

The 20/20/20 Rule
For every 20 minutes spent looking at a screen, 
spend 20 seconds looking at an object at least 
20 feet away (for example, looking out the 
window at a distant tree, building, etc.). Don’t 
strain to focus though, the idea here is to relax 
your eyes.

Connect with Nature
It’s important to be purposeful about 
introducing nature into our lives. Try bringing 
in a houseplant or two (even fake ones!). Work 
near a window. Take a lunchtime walk. 

Engaging with natural materials, the outdoors, 
and natural daylight, can help us re-energize, 
increase productivity, and promote alertness.

Take Breaks
Our brains need to power down every now 
and then! Our minds need a moment of 
downtime to sift through data we’ve taken in, 
tag it, organize it, and create important 
synaptic connections. Every couple of hours, 
aim for a 15-20 min break, giving your mind 
time to decompress and re-energize. 

Need some break activity suggestions? 

• Take a walk (without looking at a screen)

• Gaze out a window and let your mind 
wander where it wants to go

• Listen to a guided mindfulness video or 
relaxing music.

• Consider some gentle movement (yoga,
stretching).

• Engage in a “mindless” task. (Unload/load
the dishwasher, do the laundry, refill the 
stapler, clean out your bag, or go on a 
coffee run.)

Focus Cues
When we need to concentrate, we can set up 
“cues” that offer our mind some extra support. 
These can be sounds, smells, or visuals that 
help us build an association over time. A scent 
in a diffuser, calming background music, white 
noise, or a clearly laid out daily agenda are all 
examples that could tell our mind that it’s time 
to focus on the task at hand.
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