
HOW TO STRUCTURE YOUR 
DAY AND MANAGE YOUR 

WORKLOAD IN LOCKDOWN

SOME TOP TIPS FROM YOUR STUDENT 

VOICE TEAM



1) Prioritise your tasks 

■ If you’re feeling overwhelmed with your workload, remember that is 
completely okay – it’s a very stressful time!

■ To help, try writing a to do list to plan out everything you want to get 
done each day

■ Then, prioritise your tasks based on your timetable (available on show 
my homework) and when each task is due 

■ Remember to take a deep breath and focus on one task at a time, 
getting the most important things done first

Top Tip: try giving yourself mini rewards after each task – this will make                   
it easier to keep going ☺



2) Wake up early 

■ Getting into a good routine is so important, especially in lockdown, as 
it will help you to focus and get more done in the day

■ The best way to start a routine is by waking up early! This will help 
you to feel energized and motivated; it is proven that you are most 
productive in the first few hours after waking up – don’t waste them! 

■ Try setting an alarm at the same time each day and scheduling a time 
to go to bed that will allow you to still get 8 hours of sleep, stay 
consistent and this will soon become a habit 

Top Tip: try putting your phone/alarm at the other side of the room so 
you have to get out of bed to turn it off 



3) Set timers 
■ During lockdown, its easy to feel unmotivated and overwhelmed, especially 

when we are surrounded by distractions – even when you have planned out 
and prioritised your work it can be hard to actually start! 

■ To help, try setting timers on a phone/tablet/laptop 

■ Set a timer for 25 minutes and work during this time; this will help you to 
focus and watching the numbers on the timer go down will motivate you to 
keep going 

■ Work as hard as you can for these 25 minutes then, when the timer goes 
off, stop! Walk around, stretch, get a drink or a snack and leave your desk 
or place of work for 5 minutes , after this do it again and you will be able to 
get your work done efficiently and to a high standard 

Top Tip: if you are easily distracted by your phone either leave it in another 
room while you work or display the timer on your phone screen to watch – this 

will stop you from getting distracted! 



4) Take regular breaks 

■ When planning out your day, its important to always schedule regular 
breaks as well as time to wind down and relax after completing your 
school work

■ You could try taking breaks when you would normally have them at 
school or perhaps try every two hours 

■ Remember to schedule time for yourself too; this can include reading, 
watching Netflix or going outside (a daily walk will help you be more 
productive and decrease your stress levels) 

Top Tip: don’t forget to schedule time for three meals a day, having 
these at the same time each day will also help you get into a healthy 

routine and increase your productivity 



Finally, if the work become too much, you can always reach 
out to your teachers via email or show my homework and if 

you are feeling stressed or anxious about school work or 
other issues, check out some more of our student voice 

PowerPoints on the school website.

Remember, keep working hard and looking after yourself and 
those around you. You’re doing a great job! ☺


