The Great
Workspace Declutter

Learn how to declutter your workspace using The Four
Elements. Take some time to create a healthier working
space, one that helps you Think and Connect to your
work rather than drawing you away from it.

Take a ‘before’ photo of \
your everyday workstation,
this may be your desk, your

workbench or even your car.
Remove any old files,

papers or objects that

you either have not used

Remove any gadgets or in the last three weeks

wires that you aren't using or won't need in the

right now, tidy them away next three weeks.

in a drawer where you can
easily find them.

h @
Ensure you have as much
natural light as possible, if
o Ensure that you have a water this is notan opt\on ensure
@ bottle and (if you need it) a you get up during breaks and
healthy snack available, move into the light frequently.

Don't place phones and

\_

Take an ‘after’ photo and note tablets face up at your

workstation, have them face
the change.

down to lower distractions.
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