
Your 10 Point Essential Back
to Work Checklist: 
Re-energise and Refocus

As the summer draws to a close, you might be stepping back from
holiday mode or transitioning from a summer juggling work and family
commitments. It’s a great time to re-focus and gear up for the
productive months ahead. This checklist is designed to help you
smoothly transition back into your professional routine with renewed
energy and focus. 

1. Preparation and Goal Setting 

Review and Set Goals: Take a moment to assess your year so far. What
goals have you met, and what still needs attention? Adjust your
objectives for the year's remaining months to keep yourself on track. 

2. Professional Development 

Skill Enhancement: Identify one or two key skills you’d like to improve
that will benefit your current role or career aspirations. Look for
relevant training or webinars to help bridge any gaps.

3. Health and Wellbeing 

Daily Mindfulness: Dedicate a few minutes each morning to
mindfulness or meditation. Starting the day calmly can improve your
focus and reduce stress. 
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Update Your Reading List: Choose a mix of industry-specific articles
and books that inspire personal growth to keep you informed and
motivated. 
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4. Workspace and Technology 

Organise Your Workspace: A clean and organised workspace can
significantly enhance your productivity. Spend some time tidying up
your physical and digital work areas.

Technology Updates: Check that all your software is up-to-date and
that your hardware is functioning properly to avoid any disruptions. 

5. Communication and Networking 

Reconnect with Your Network: Send a brief update to your colleagues
and clients to reignite professional relationships. A simple message
can re-open communication channels and foster collaboration. 

Set Communication Priorities: Ensure that you have a clear
communication strategy in place that supports both your work and
your team’s needs. 

6. Task and Time Management 

Efficient Email Management: Apply the '2-Minute Rule' for emails to
immediately handle messages that require less than two minutes.
Schedule time for more complex responses.

Prioritise Key Tasks: Make a list of critical tasks for the upcoming
weeks. Focus on those that provide the most value or are time-
sensitive. 

7. Financial and Personal Management

Financial Review: Take an hour to review your professional and
personal financial situation. This can help you adjust your budget and
plan for upcoming expenses. 

Personal Interests: Block time each week for personal projects or
hobbies to ensure a well rounded life 
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Your Essential Back to Work
Checklist: Re-energise and
Refocus for Success 

8. Team Integration and Morale 

Team Meetings: Schedule a catch-up meeting to share updates, set
expectations, and discuss any support your team members might
need. 

Organise a Team Activity: Plan a low-key social or team-building
activity to enhance camaraderie and lighten the mood. 

9. Work-Life Integration 

Define Work-Life Boundaries: Clearly articulate your work hours to
your colleagues and stick to them to maintain a healthy balance. 

Schedule Regular Breaks: Incorporate short breaks into your day to
stay fresh and maintain productivity. 
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10. Ongoing Review and Adjustment

Monitor Your Progress: Regularly assess how well you are meeting
your goals and adjust your strategies as needed. Flexibility can help
you stay aligned with changing priorities. 

Equipped with this checklist, you’re all set to navigate the transition
back to work smoothly and efficiently. It’s all about preparing
thoughtfully, staying connected, and taking care of yourself. Let’s make
the rest of this year productive and positive. Welcome back!
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