


What is a ‘planning 
day’?

Preferably a whole day set aside for 
long-term planning and project work.



Why should you do a 
planning day regularly?

Because it’s a chance to push aside all 
other work and distractions - and actually 

think about the future/big picture!



We often feel like 
we’re chasing our tail 

- because we get 
stuck in Q1, Q3 or 

even Q4 - and don’t 
spend enough time in 

Q2!
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It’s a chance to put aside 
OPP...

… Other People’s Priorities - and work 
on your own.



How often?
At minimum - quarterly.

Ideally - monthly.



Benefits of a 
planning day...

● Reduces overwhelm, because 
you take the time to work 
through all those ‘maybe one 
day’ lists of ideas and actually 
decide which ones to 
implement.

● Helps you plan long-term, 
deep-work projects that would 
get neglected otherwise.

● Prioritises goal-setting so it 
gets done.

● Moves you past the ‘groundhog 
day’ feeling - or feeling like 
you’re not making any 
progress. 



So, how do I do it?
You’ll work out your own ideal planning 

day routine, but I have some 
suggestions...



When

● On a normal work day.
● Ideally, a whole day.
● If you can’t do a whole day, 

then at least 2-3 hours either 
morning, afternoon, or evening, 
when you won’t be disturbed!

● Day of the week is up to you - 
you might like to make it an 
end-of-week wind-down, or a 
mid-week break.

● SCHEDULE IT IN YOUR 
CALENDAR and treat it like an 
important appointment, 
otherwise, it’s easy to put it off.



Where

● Ideally - somewhere other than 
your normal workspace - and even 
more ideally - out of your 
home/office.

● This is because changing location 
helps your brain to switch focus - 
and it minimises distractions (from 
work or home chores).

● Library, quiet cafe, co-working 
space all good options.

● If you can’t leave your home, then 
move to an area you don’t normally 
work in, or change the setting some 
other way (e.g. a ‘planning candle’ 
you only burn on planning days.



How

● Plan your planning day. i.e. ideally, 
have some idea of what you’re 
going to be working on that day.

● This will get easier with time as you 
get into a routine with your planning 
days.

● You can also split your planning 
day - maybe half is planning, and 
half is doing ‘deep work’ on a 
project.

● Also - plan the day itself. Make it 
fun - reward yourself! 

● Are you going to have brunch first, 
or break for lunch? Where are you 
going for that? Are you going for a 
walk or a swim before/after - or 
maybe a massage?



What

● What should you work on?
● Review your past month/quarter
● (Top 3 Priorities if you use this 

planning method)
● Long-term vision
● Goal-setting 
● Reviewing your ‘possible 

projects’ list and deciding what to 
do for the next month/quarter

● AVOID ADMIN - you should NOT 
do any ‘normal’ work on a 
planning day. Do it last thing the 
day before or first thing the next 
day. Turn off your notifications, 
and stay out of your inbox!



Maintain 
Focus

● This is the key!
● It’s the whole point of taking a 

dedicated planning day - to 
switch your mindset and avoid 
distractions.

● KNOW ahead of time what 
your distractions are, and 
remove them from your 
environment.

● Do not stop to check social 
media, email, or any other Q1, 
3 or 4 activity.

● If you MUST check on 
something, do it at the end of 
the day.



Q2 is the goal!
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5 Minute Activity

● Plan your next planning day!
● Think about then when, where, how, and what.
● What will your reward/enjoyable perk be?
● Schedule it into your calendar!



Further 
Resources

● Workshop: Time Management 

for Creatives 

● Workshop: The Top 3 Priorities 

Planning Method

● Workshop: Business Planning
Workshops & Podcasts

https://thrivercircle.com/aug15/
https://thrivercircle.com/aug15/
https://thrivercircle.com/dec15/
https://thrivercircle.com/dec15/
https://thrivercircle.com/september-workshop-2015-business-planning/



