SOP: Time-blocking for Priority Tasks and Focus
Periods

This SOP details the process of time-blocking for priority tasks and focus periods, emphasizing the allocation of
specific time slots for high-priority activities, minimizing distractions, and enhancing productivity. It covers setting clear
objectives, scheduling uninterrupted focus periods, managing task deadlines, and evaluating effectiveness to optimize
time management and achieve goal-oriented work efficiently.

1. Purpose

To provide a structured methodology for allocating time to critical tasks, ensuring focus, reducing multitasking, and
increasing productivity through time-blocking techniques.

2. Scope

This SOP applies to all team members and individuals seeking to enhance work efficiency by prioritizing and scheduling
tasks within defined focus periods.

3. Responsibilities

¢ All staff: Follow the time-blocking process and adhere to scheduled periods.
¢ Supervisors/Managers: Support the team in adhering to time-blocked schedules & foster a distraction-
minimized environment.

4. Procedure

1. Identify and Prioritize Tasks
o Listall pending and ongoing tasks.
o Determine urgency and importance using prioritization methods (e.g., Eisenhower Matrix).
2. Set Clear Objectives
o Define tangible outcomes for each priority task.
o Break tasks into manageable sub-tasks if necessary.
3. Schedule Time Blocks
o Allocate dedicated time slots (e.g., 14€"2 hour blocks) for high-priority tasks in your calendar.
o Choose periods of highest personal productivity (e.g., morning for analytical tasks).
o Include short breaks between blocks to sustain focus (e.g., 5-10 minutes).
4. Minimize Distractions
o Silence notifications and close unused tabs/apps.
o Inform colleagues of focus periods to reduce interruptions.
o Utilize tools (e.g., Focus mode, 'Do Not Disturb’, noise-canceling headphones).
5. Manage Task Deadlines
o Set clear deadlines for each priority task and review them regularly.
o Adjust upcoming time blocks to accommodate changing priorities or urgent requests.
6. Evaluate and Adjust
o Review completed vs. scheduled tasks weekly.
o |dentify productivity gaps and adjust scheduling or prioritization as necessary.

5. Tools & Resources

e Calendar applications (e.g., Google Calendar, Outlook)
e Task management software (e.g., Asana, Trello, Todoist)
e Focus tools (e.g., Pomodoro timers, Focus@Will, Forest app)

6. Review & Continuous Improvement

e Team leads/individuals should review this SOP quarterly and update as needed.
¢ Incorporate feedback from users to refine scheduling and workspace practices.

Note: Consistency and discipline in following time-blocked schedules are critical for sustained productivity gains.
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