
TASK YOUR ACTION

When is your protected time routine going to start? Name the date and time and
block this out in your diary.

Who do you need to communicate this to? Not just your own line team, but
those above you who may need you urgently. Obviously, if there’s emerging
crises on the day you need to be able to adapt.

Where are you going to have this protected time? Do you have an office? Can
you close/lock that door? If you have an open-plan workspace, can you book a
meeting room? Do you have options for working from home? Could you go to a
co-working space, or a café that enables you to be uninterrupted?

What are the three conditions in which someone can interrupt you? Clearly
outline these, otherwise people will interrupt you thinking you want to know
about their “thing”.

How will you hold yourself and others accountable to protect this time? You
have to stay true to your boundaries and remember why you are doing this. 


