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Learning to Flourish in the 
Digital Era
Click. Pause… Scroll. Repeat.

This is the pattern that fills 38 percent of our waking hours. 
Since the pandemic began, the average time spent on 
screens has jumped from four to six hours per day. And the 
fallout from this increased time spent online is far-reaching. 
In a recent survey conducted by OnePoll, nearly six in 10 
respondents said they experience screen-related aches 
and pains, causing them to feel physically drained and less 
productive. Yet, two-thirds of respondents said that the first 
thing they do in the morning is turn to their phone. 

Research confirms that large amounts of unfocused time online can fuel feelings 
of anxiety and increase the risk of depression. Many people within the workforce 
are living out that reality right now, as COVID-19 has placed an exceptional strain 
on employees, with many spending over half of their day on connected devices, 
working remotely amidst constant uncertainty.

It’s time that we take control of this unfocused time. A survey conducted by 
Monster.com in July 2020 found that over two-thirds of employees are experiencing 
burnout symptoms while working from home (a 20 percent increase since May). 

While this statistic is 
alarming, it is not that 
surprising given that 55 
percent of them are still 
checking their email after 11 
p.m. We can do better, but 
employees need help to be 
at their best.

Digital Wellness is no longer a 
luxury in the workplace; it is a 
business and lifestyle imperative 
for organizational performance.

http://unfocused time online can fuel feelings of anxiety and increase the risk of depression
http://unfocused time online can fuel feelings of anxiety and increase the risk of depression
https://www.nielsen.com/us/en/insights/report/2020/the-nielsen-total-audience-report-april-2020/
https://www.cnbc.com/2020/07/28/remote-work-burnout-is-growing-as-coronavirus-pandemic-stretches-on.html
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A DUTY OF CARE

Today, 83 percent of employees are 
looking to their employers for guidance in 
navigating the pressures of remote work. 
Yet many employers feel ill-equipped to 
deal with these new pressures. 

That’s why we wrote this Digital 
Wellness Playbook—to provide you 
with actionable, research-based 
guidance to support your employees, 
reclaim their attention, and act with 
full intention. Encouraging a positive 
digital culture can raise productivity and 
engagement rates, improve retention 
and recruitment, deepen employee 
and customer loyalty, and increase 
employee well-being overall. 

REDEFINING WELLNESS 
FOR THE DIGITAL ERA

For years, corporate wellness efforts 
have focused almost exclusively 
on mental and physical health, 
offering seminars and platforms to 
help employees reduce stress while 
improving in the areas of exercise, 
sleep, and happiness. Organizations 
spend vast amounts of time and 
resources tracking these indicators 
because they know that engagement 
scores have a direct impact on the 
bottom line. 

These kinds of approaches, as well as 
benefits and perks, can certainly help 
buoy morale. However, employers can 
actually have a much deeper and often 
overlooked opportunity: upskilling 
employees to help them achieve Digital 
Wellness and strive toward meeting 
their potential.83%

of employees 
are looking to 
their employers 
for guidance in 
navigating the 
pressures of 
remote work.

So what exactly is  
Digital Wellness?  
Digital Wellness is the optimum state of 

health and well-being that each individual 

using technology is capable of achieving. 

https://www.nexthink.com/wp-content/uploads/2020/03/Vanson-Bourne-PDF-Final-Draft.pdf
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DIGITAL FLOURISHING®

To help you understand the different parts of Digital Wellness, we at the Digital 
Wellness Institute partnered with academic institutions across North America to 
create the Digital Flourishing® model, an empowerment-oriented approach to 
building positive digital practices into your life across the eight dimensions of Digital 
Wellness: productivity, environment, communication, relationships, mental health, 
physical health, the quantified self, and digital citizenship. 
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• Enhancing Focus
• Managing Distractions
• Tech Literacy & 
Navigating Technology 
With Ease

• Work-Life Balance

• Digital Clutter
• Optimizing Physical 
Workspaces

• Ergonomic Office 
Design  

• Blue Light Filters 
• Digital Minimalism 

• Positive Social 
Comparison

• Digital Culture at Work
• Team Communication 
Charters

• Tech-Life Balance & 
Boundaries

• Socially Responsible 
Correspondence

• Social Support
• Sense of Connection
• Introspection
• Meaningful Interactions
• Sense of Community

• Intentional vs. 
Passive Use

• Self Expression & 
Creativity

• Positive Emotion + 
Inspiration

• Meaning & Purpose
• Self-Care + Breaks

• Sleep Health
• Breaks & Movement
• Tech Hygiene 
• Eye Health 
• Texting & Driving
• EMF Awareness

• Digital Fitness 
Gamification

• Virtual Accountability 
Partners Biohacking

• Health Status Alerts
• Tech-Enabled Health 
With Wearables

• Privacy & Security
• Digital Identity & 
Footprint

• Civil & Mindful 
Interaction 

• Digital Activism 
• Conscious Content 
Consumption
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The goal of this model is to help individuals and 
organizations assess wellness in different domains 
of their lives, recognizing that many of the areas are 
interconnected. For instance, if we lean too heavily into 
improving productivity, our relationships might suffer. 
Or if we spend too long communicating on our devices, 
our physical health might fall by the wayside. This 
visual helps individuals constantly evaluate the shifting 
pressures in our world and recalibrate to find a better 
sense of balance.

This playbook is designed to give you 
actionable guidance to help your 
teams flourish in the remote work era. 
Specifically, we will help you to:

•	 Create a positive digital culture within your organization.

•	 Effectively assess and address your Digital Wellness and 

that of your team.

•	 Write a communication charter with your team to optimize 

and foster authentic engagement.

•	 Support your employees with exercises for establishing 

effective digital boundaries and creating/breaking habits.
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Distraction and the 
Attention Economy 
Can I have your undivided attention? If you are reading this 
playbook in between checking your emails and scrolling 
through endless WhatsApp messages on your phone, you 
probably aren’t alone! In fact, since the pandemic began in 
February, searches for “how to get your brain to focus” 
have increased 300 percent. 

Connected device time has increased 46 percent over the 
past year, with the average individual spending 3 hours 
and 15 minutes each day on their smartphone. Research 
shows that once you pick up your phone, you have a 50 
percent chance of picking up your phone a second time 
within the next three minutes.

While technology can be a boon for both productivity and 
connectivity, poor digital boundaries can turn devices into 
compulsions, rather than tools of efficiency. For instance, 
67 percent of smartphone users compulsively check their 
phone for messages, alerts, or calls - even when they don’t 
notice their phone ringing or vibrating. 

Former Google Design Ethicist Tristan Harris explains that 
phones operate like clever slot machines, 
offering variable rewards highly attuned 
to hijack our attention and desires. In the 
recent Netflix documentary The Social 
Dilemma, Harris warns about the rise of the 
so-called “attention economy”: an internet 70% of sessions 

are less than 
two minutes

25% of sessions 
are two to 10 
minutes

5% of sessions 
are more than 
10 minutes

This time adds up to about
3 hours and 15 minutes.

On average, we pick up our
phones 58 times per day

https://www.newstatesman.com/science-tech/coronavirus/2020/05/how-focus-concentration-pandemic-brain-motivation-apps-pomodoro
https://www.pewresearch.org/fact-tank/2019/07/25/americans-going-online-almost-constantly/
https://blog.rescuetime.com/screen-time-stats-2018/
https://blog.rescuetime.com/screen-time-stats-2018/
https://www.pewinternet.org/facts-sheets/mobile-technology-fact-sheet
https://www.thesocialdilemma.com/
https://www.thesocialdilemma.com/
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that was shaped around advertising to maximize page views, effectively 
turning our attention into a commodity to be bought and sold. Our devices 
are burgeoning with content we know we shouldn’t look at, but we lack the 
self-control to fend off technology that is designed to prey on our individual 
human needs and desires.

But that doesn’t have to be the end of the story. While it’s easy for technology 
to disrupt our best intentions, ultimately we have human agency about when, 
where, why and how often we choose to engage with our devices. 

Now is the time to utilize our human agency to 
create a positive digital culture. Let’s take it back 
and optimize our time. 50%

of our work 
interruptions are 
self-inflicted.

https://research.udemy.com/wp-content/uploads/2018/03/FINAL-Udemy_2018_Workplace_Distraction_Report.pdf
https://research.udemy.com/wp-content/uploads/2018/03/FINAL-Udemy_2018_Workplace_Distraction_Report.pdf
https://research.udemy.com/wp-content/uploads/2018/03/FINAL-Udemy_2018_Workplace_Distraction_Report.pdf
https://research.udemy.com/wp-content/uploads/2018/03/FINAL-Udemy_2018_Workplace_Distraction_Report.pdf
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Market Trends: The New  
Virtual Workplace
Since the pandemic erupted, we’ve witnessed a digital revolution, with a shift 
to remote work, e-learning, virtual teaching, and more digital access to services 
than ever before. According to McKinsey & Company, the world has leaped five 
years forward in consumer and business digital adoption in a matter of just a 
few weeks. More than 90 percent of executives expect the fallout from Covid-19 
to fundamentally change the way they do business over the coming five years, 
with almost as many highlight the lasting impact the pandemic will have on 
customer behavior and needs. 

Executives, community leaders, 
and educators across the country 
are facing new challenges - 
communicating in real-time with 
remote teams, emphasizing focus 
and productivity, decreasing churn, 
and increasing engagement - all while 
facing unprecedented levels of stress, 
anxiety, and uncharted territory. 

The shift to remote work and 
education has accelerated interest 
in optimizing digital habits. In fact, 
83 percent of employees are looking 
to their employer to help them 
find better balance. Here are the 
emerging trends that employers 
need to know to prepare for the 
new future of work:
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THERE’S A SERIOUS DIGITAL 
WELLNESS SKILLS SHORTAGE.

48% 
of employees are new 
to remote work, but  

76% 
have received no training 
in how to work from home

THERE’S A WELLNESS CRISIS LOOMING.

50% 

reported new 
aches and 
pains since 
lockdown

46% 

felt isolated 
working from 
home during 

COVID-19

36% 

were 
concerned 
about the 
long-term 
effects on 

their mental 
health

61% 

have not 
had a good 

conversation 
with their 
manager 

about mental 
health during 

lockdown

THERE’S AN OPPORTUNITY TO RETHINK HOW WE DO WORK.

75% of employees want to 
continue working from home 
more post-pandemic, with 

69% wanting to work from 
home for most of the 
working week 

80% of remote 
workers 
report less 
stress 
when 
working 
from home 

Remote workers 
are 3.2 times more 

likely to be more 
productive if they feel 

satisfied with their 
social connectivity.

94% 

of employees would potentially stay 
longer with a company that invests 

in learning and development.

Making time for learning is crucial. The average 
employee is only given 24 minutes a week 
set aside for learning.

THERE’S AN EXPONENTIAL SHIFT 
TOWARDS DISTANCE LEARNING.

Between 2020 and 2024,  
the online education industry is 

forecasted to grow at a CAGR rate of 13%,  
far exceeding the expected market share of $350 
billion that was predicted before the pandemic.

THERE’S A NEED TO TRAIN WORKERS 
IN DIGITAL WELLNESS PRACTICES.

51% 
of chief human resource officers 
(CHROs) identify employee anxiety and 
burnout as a top challenge for their 
businesses, since the pandemic began. 

60% 
of CHROs plan to increase 
support for well-being and mental 
health for their workforce in 2021.

61% 
of CHROs plan to implement 
initiatives that increase 
workforce productivity in 2021.
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As a result of these trends, the way people receive 
their education is evolving, both inside and outside the 
workplace. More and more individuals are upskilling 
online to meet the demands of the new working world, 
to compete as a job-seeker in a time of economic 
uncertainty, and even to change careers entirely after 
this disruptive period. However, in order to be successful 
in these pursuits, we need to train employees in 
strategies for maximizing focus, setting effective digital 
boundaries, and optimizing wellness.
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Assessing and Addressing  
Digital Wellness
How do you know if you and your employees are digitally flourishing? And in 
what ways can you quantitatively and qualitatively improve Digital Wellness?

Think of Digital Wellness as a spectrum, ranging from excessive technology 
use to complete unplugging. The goal of the Digital Wellness Institute is to 
help individuals flourish by finding a healthy balance for living with 
technology, rather than escaping from it. 

Assessing Digital 
Wellness is not just a 
matter of adding up 
screen time; rather, it is 
a holistic assessment 
that measures the 
impact of technology 
upon each of the eight 
domains in the Digital 
Flourishing® wheel.

Digital
Detox

Digital
Minimalism

Digital
Flourishing

Technology
Overuse

Digital
Addiction

Digital
  Flourishing®

Wheel

Productivity

Environment

Communication

RelationshipsMental
Health

Physical
Health

Quantified
Self

Digital
Citizenship
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Most subjective assessments (i.e., questionnaires) in the 
space of Digital Wellness are clinical tools designed to 
draw on the problematic ways in which people use and are 
impacted by technology (e.g., measuring internet addiction, 
social media disorders, or problematic smart-phone use). 
While these tools are helpful in identifying the negative parts 
of technology use, they fail to capture the potential upside of 
technology engagement and overall wellness. As important 
as it is to quantify the problems created by distraction or 
inefficiency, it is equally important to underscore the ways 
that technology helps employees to thrive (e.g. by connecting 
with colleagues, facilitating upskilling and education, 
contributing to workplace productivity, and connecting 
employees with virtual resources for well-being.

Assessing Digital Wellness is important because it gives 
employers a more relevant and accurate snapshot of 
employee well-being, taking into consideration numerous 
factors (like feelings of angst around constant connectivity, 
digital overwhelm, and physical ailments) that do not show 
up on traditional engagement surveys, yet play silent but 
significant roles. 

http://mediad.publicbroadcasting.net/p/kplu/files/201502/PRIUSS_scale_and_guidelines.pdf
https://www.psytoolkit.org/cgi-bin/3.1.0/survey?s=rpWyS
https://doi.org/10.1016/j.chb.2015.02.059
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To address this need, the Digital 
Wellness Institute created the first-
ever assessment tool called the 
Digital Flourishing survey®1, which 
measures Digital Wellness across the 
eight domains of Digital Wellness. 

Assessing people’s level of Digital 
Flourishing® allows leaders to see 
where they can work on improving 
the teams’ flourishing. Quantitative 
and qualitative measures give 
team members a great anchor 
upon which to improve. Focusing 
on digital flourishing instead of 
technology struggles in turn has 
a great motivational effect for the 
individual and teams in general as it 
helps to focus on the best possible 
teams and results.

Sample results:

Your Digital Flourishing Summary

Pretty good. You’re on your way 
towards overall Digital 
Flourishing. (87/150)

Results by Category:

Mental Health: 
Keep working on it (9/25)

Well-Being: 
Keep working on it (12/25)

Relationships: 
Keep working on it (12/25)

Productivity: 
You’re on your way (15/25)

Physical Health: 
Pretty good (21/25)

Digital Citizenship: 
Pretty good (18/25)

To access this free tool, visit 

digitalflourishing.com and 

receive actionable tips for raising 

your overall Digital Wellness.

1 The Digital Flourishing® survey is currently being 
scientifically validated by a team of international researchers, 
led by Dr. Sophie Janicke-Bowles of Chapman University.
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Playbook for 
Employees

To overcome, or at least counter-balance, the 
effects of the attention economy, employers can 
help employees to create a positive digital culture 
by teaching these strategies:

Strategy #1: Ground Yourself

Strategy #2: Create a Habitat for Happiness

Strategy #3: Optimize Your Habits
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STRATEGY #1: GROUND YOURSELF

Digital Wellness is not simply about unplugging for periods of time; 
it’s a holistic way of thinking about how, when, where and why 
we are interacting with technology and what the effects of those 
choices might be on other aspects of our health. It’s about giving 
intention to our attention.

In the same way that the third prong on a plug helps to channel 
energy and prevent shock, taking a moment to ground our time 
online can help us to feel more balanced and fulfilled. By taking the 
time to examine what we are paying attention to and the quality of 
that attention when using our devices, we are better able to pause 
between stimulus and response, reduce reactive responding, and 
avoid going down Internet “rabbit holes” or compulsively checking 
email. An intentional approach allows us to have greater control 
over our digital device use without feeling like they control us.
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TRY IT: SET YOUR INTENTIONS

Taking a moment to think about what drives and motivates you (e.g. loved ones, 
productivity, knowledge, relevance, faith, power, happiness, well-being, health). 
In the chart below, write down your top five values. Then, open the settings 
on your smartphone (for Apple, go to Settings>Screen Time; for Android, go to 
Settings>Digital Wellness) and write down the top five most used apps and the 
average amount of time spent on each.

Top 5 Values Top 5 Most Used Apps Average 
Time Spent

Do your values align with how you are spending your time? If not, don’t despair. 
The goal of this exercise is to increase your awareness of your digital behaviors 
and the implicit time trade-offs that are happening. Digital Wellness is not about 
tech shaming, but rather about helping you to make better use of your time and 
energy. If you notice a misalignment, reset by taking a moment to write down your 
intentions for the coming week. 

Example of an intention to use 
technology less: This week, I will play Candy 
Crush (most used app) less to be more 
productive (your value).

Example of an intention to use technology 
better: This week, I will login to Duolingo (least 
used app) at least three times a week to work 
on my French (your goal).

Research shows that 
by writing down your 
intention, you are 40% 
more likely to achieve 
your goal. Great job on 
taking the first step!
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STRATEGY #2: CREATE A HABITAT FOR HAPPINESS

Our smartphones enable - and encourage 
- continuous connection and, as such, 
they are continuously at our fingertips. 
While connection might be good in the 
right circumstances, the temptation to get 
distracted from important tasks is high. 
Even brief moments of task switching can 
cause you to lose as much as 40 percent 
of your productivity. Stopping to read 
a text message might only take you 2.2 
seconds, but in this span of time, you 
double your error rates on basic tasks.

A recent study found that, even when 
you are successfully ignoring your 
smartphone while concentrating on work, 
the mere presence of your device next 
to you reduces cognitive capacity by up 
to 10 percent. Why? Because your brain 
is actually anticipating that it might get a 
message and devotes resources to the 
potential message, rather than staying 
focused on the task at hand. 

So what’s the solution? Learning to live 
with technology - not just escape from it - 
means creating invisible fences, or digital 
boundaries, between our minds and our 
devices during periods of time where 
we want to be fully present. One simple 
strategy is to put your phone on do not 
disturb and tuck it behind your computer 
screen when you’re working. This keeps 
your phone out of sight - eliminating those 

visual triggers that encourage compulsive 
checking - but still within reach should you 
need it. You may not be able to control 
for every distraction in your environment, 
but setting digital boundaries helps you to 
maximize your focus.

Another challenge of remote work is 
managing other household members who 
may not understand your work hours or 
habits. Here’s a secret: post your schedule 
on your door, so that others can see when 
you are busy and when you are available. 
Your schedule may be clear in your mind, 
but others may not understand your flow 
of work. If you have a child, spouse, or 
roommate who is always interrupting or 
asking when you will be done with work, 
what they are really asking is when you 
will be available to engage with them. 
Communicate when you expect to be 
done with work or when you will be 
taking a break to minimize this type of 
interruption.

Even brief moments 
of task switching 
can cause you to 
lose as much as 40% 
of your productivity

https://doi.org/10.1037/0096-1523.27.4.763
https://doi.org/10.1037/0096-1523.27.4.763
https://www.journals.uchicago.edu/doi/abs/10.1086/691462
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TRY IT: OPTIMIZE YOUR HOME OFFICE 
BY UTILIZING THE CLEAR METHOD. 

These subtle changes will make a world of difference.

C Clear your desk and your inbox. Physical clutter and digital clutter affect mental 
clarity and productivity.

L
Lift your computer to avoid tech tension. Invest in ergonomic solutions to stop 
hunching over your screen. A simple, adjustable laptop stand and supportive chair 
will promote better posture. Your body will thank you later!

E Eliminate distractions. Create an unplugged box that doubles as an out-of-sight 
home for your phone - a drawer in a desk or any box will do!

A
Activate a dedicated workspace in your home. No office? No problem! Invest in a 
simple room divider to claim a corner of your home just for work. Differentiating 
spaces helps your brain with the division of “work” and “home” activities. Consider 
utilizing a space with natural light to boost your mood.

R

Refresh your office or desk by adding a plant. From low maintenance succulents 
to flowers that require daily care - there’s a plant for everyone. A recent Japanese 
study found that people who kept a small plant on their desk had lower levels 
of anxiety and stress at the end of a four-week period. Copious research 
exists to support the idea that nature can serve as an antidote to overwhelm, 
overstimulation and “attention fatigue,” as well enhance cognitive performance.

*Diversity Equity & Inclusion Note: When making recommendations, keep in 
mind that members of your team have differing work-from-home environments. 
While some have a dedicated home office with lots of natural light, others may be 
working at a kitchen table in a smaller, city apartment.

Takeaway: Remember, it’s not about the size of your workspace but rather how 
you use it to create a habitat for happiness!

https://journals.ashs.org/horttech/view/journals/horttech/aop/article-10.21273-HORTTECH04427-19/article-10.21273-HORTTECH04427-19.xml
https://journals.ashs.org/horttech/view/journals/horttech/aop/article-10.21273-HORTTECH04427-19/article-10.21273-HORTTECH04427-19.xml
https://meridian.allenpress.com/jeh/article/37/1/30/430948/An-Update-of-the-Literature-Supporting-the-Well
https://journals.sagepub.com/doi/abs/10.1111/j.1467-9280.2008.02225.x?journalCode=pssa
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STRATEGY #3: OPTIMIZE YOUR HABITS

Our lives revolve around habits. Research tells us approximately 43 percent of our 
behaviors each day are the result of ingrained habits. Some move us closer to our 
goals, while others lead us away from our goals.

It is often our tendency to want to change quite a few habits very quickly (think 
New Year’s resolutions). But most goals are abandoned within weeks or even days 
because we don’t understand the science behind habit formation, and therefore 
approach them with a flawed plan.

THE THREE MYTHS OF HABIT CHANGE

Myth #1: Habits are formed in 21 days
The leading research on habit formation tells us it takes an average of three 
times that long, 66 days, for a new habit to stick. So you shouldn’t expect results 
for at least two months.

Myth #2: Rewards are motivating
Do you think a fancy trip will motivate you to get into shape? Think again. 
Rewards may sound like a great idea, but unfortunately they aren’t terribly 
effective at long-term behavior change because we have a tendency to stop the 
behavior once we receive the reward.

Myth #3: Information leads to transformation 
No matter how many self-help books you read, knowledge doesn’t necessarily 
transfer into action because of something called the Information-Action Fallacy 
Trap. Information appeals to your “executive brain” (prefrontal cortex which 
processes logic), but emotions appeal to your “lizard brain” (basal ganglia and 
brainstem which process your primitive drives and habits). Your brain is constantly 
weighing these different responses, and often, we revert to our “lizard brains”, 
which is why cigarette smokers, well-aware of the health risks, keep smoking. 

To increase the odds of creative positive habit change, you need to get the “lizard” 
and the “executive brains” to work together. Our next section will teach you how!

http://scholar.google.com/scholar_lookup?hl=en&volume=83&publication_year=2002&pages=1281-1297&author=W.+Wood&author=J.M.+Quinn&author=D.+Kashy&title=Habits+in+everyday+life%3A+Thought%2C+emotion%2C+and+action
http://www3.interscience.wiley.com/journal/122513384/abstract
http://www3.interscience.wiley.com/journal/122513384/abstract


21Digital Wellness: Your Playbook for 
Surviving Thriving in the Remote Work Era

EFFECTIVE STRATEGIES FOR POSITIVE HABIT CHANGE

Start Small
BJ Fogg at the Behavior Design Lab at Stanford University says the first big rule 
is to start small. He calls them tiny steps, but others, such as Thrive Global 
founder Arianna Huffington, refer to them as micro-steps. They are the same 
thing. Small changes are less likely to frighten the “lizard brain” and if you stick 
to them, they become big changes over time.

Stack Habits
Whether you realize it or not, you are a bundle of good habits, and you can 
leverage the good ones to create more good habits. James Clear, author of 
Atomic Habits, calls this “habit stacking.” Perhaps you want to remove your 
smartphone from your room at night so it is not the first thing you look at in 
the morning? Pair that behavior with something else you do at bedtime, such 
as brushing your teeth or putting out your clothes for the next day. Once they 
become paired, your new habit gets to piggyback off the more ingrained habit. 

Reduce Friction
If you want to create a new habit, make it as easy as possible by reducing both 
the amount of friction and the number of decisions. When positive psychology 
expert and author Shawn Achor decided to start an exercise habit, he created a 
plan to improve the likelihood of success. Each evening, he decided what type 
of exercise he would do the next day. He then slept in his gym clothes and kept 
his gym shoes next to the bed. Each of these steps reduced the friction and 
amount of activation energy needed to fulfill his plan.

https://behaviordesign.stanford.edu/people/bj-fogg
https://behaviordesign.stanford.edu/people/bj-fogg
https://jamesclear.com/atomic-habits
http://shawnachor.com/
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STRATEGIES FOR BREAKING BAD HABITS

We’ve given you some tips for creating new habits, but what about breaking the old ones? 
Perhaps you engage in doom scrolling for hours before bedtime, only to feel depressed 
and not sleep well. How do you stop this if you’ve been doing it for a long time?

Habit expert Charles Duhigg says the best way to address an undesirable habit is 
to follow the Golden Rule of Habit Change. Our habits are typically part of a 3-step 
process: trigger, routine, reward. Breaking the chain is extremely difficult because it 
has a neural pathway in the brain that never completely goes away, even with time, 
so rather than trying to break the chain, just switch out the undesirable routine.

So, if you spend your evenings 
doom scrolling, figure out the 
cue and reward. Perhaps the 
cue is putting your children in 
bed and the reward is avoiding 
boredom and passing the time 
before sleep. The Golden Rule 
of Habit Change would suggest 
you replace doom scrolling with 
another activity that provides 
the same reward. Maybe you 
pick up a crossword puzzle 
or engage your roommate in 
a game of cards? Get back to 
the project you have in the 
closet? It may take a few tries, 
but you should be able to 
find a replacement if you fully 
understand what the reward is 
that you are still seeking.

https://www.sciencedirect.com/sdfe/pdf/download/eid/1-s2.0-S0090261612000393/first-page-pdf
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TRY IT: CREATE A FLEXIBLE ROUTINE

Each day and schedule differs - and adjusting your break activities to reflect that is 
an excellent example of adaptability while still prioritizing self-care. When you look 
at your schedule for the day, choose activities that work for you. You may not have 
time for a full hour workout in the midst of your day, but maybe you have time for 
a brisk walk. To help reduce friction and simplify decision-making, brainstorm a list 
of activities you can do for short breaks (5-15 min), medium breaks (15-30 min), and 
long breaks (1+ hour) to make the most of this time. By having this list on-hand, you 
can easily select the break that best fits your ever-changing schedule.

FLEXIBLE ROUTINE IDEAS

Short Break
5-15 minutes
•	 Unplugged Tea
•	 Walk around the block
•	 Meditation (guided or self-directed)

Medium Break
15-30 minutes
•	 Replicate a commute (ex: 

bike riding)
•	 Stretch break
•	 Hammock swinging
•	 Work on a puzzle

•	 Pet therapy
•	 Take time to be in nature
•	 Yoga
•	 Journal
•	 Adult coloring book

Long Break
60+ minutes
•	 Pilates workout
•	 Do a crossword or 

sodoku

•	 Cook a healthy meal
•	 Family dinners

•	 Learn to paint or draw
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Playbook for 
Teams

Strategy #1: Write a Communication Charter

Strategy #2: Encourage Downtime

Strategy #3: Foster Authentic  
Engagement - Both Online and Offline
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STRATEGY #1: WRITE A COMMUNICATION CHARTER

In our always-on culture, employers expect workers to be reachable and responsive 
at all times. However, research shows that constant connectivity may actually be 
counterproductive for engagement and productivity levels. 

Many employees feel compelled to respond immediately when an employer 
reaches out, even if communication comes after work, over the weekend, or even 
on vacation. Fifty-five percent of American workers reported checking their email 
after 11 p.m.; and 44 percent of cell phone owners have slept with their phone 
next to their bed because they wanted to make sure they didn’t miss any calls, text 
messages, or other updates during the night. 

Leaders can create a more positive digital culture for employees by explicitly setting 
the policy on when and how employees are expected to respond. Forward thinking 
companies, like Deloitte, are beginning to create “Team Charters” to document 
communication preferences and expectations. Team Communication Charters give 
employees the opportunity to share not only their expected working hours (which is 
crucial for flexible work schedules and organizations operating across time zones), 

but also their preferences for 
how they can best be reached 
(email, text, phone, Slack, etc.) for 
different levels of urgency and 
what the expected response time 
might be. Team Communication 
Charters also give colleagues the 
chance to set scripts for how to 
unplug after hours and hold each 
other accountable. 

https://www.sciencedirect.com/sdfe/pdf/download/eid/1-s2.0-S0090261612000393/first-page-pdf
https://techtalk.gfi.com/survey-81-of-u-s-employees-check-their-work-mail-outside-work-hours/
https://hbr.org/product/sleeping-with-your-smartphone-how-to-break-the-247-habit-and-change-the-way-you-work/10816-HBK-ENG
https://www2.deloitte.com/us/en/pages/finance/articles/cfo-insights-creating-effective-communications-program.html
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TRY IT: TEAM COMMUNICATION CHARTER

Create a Team Communication Charter by filling out the following template with the 
individuals that you interact with most frequently at work. Remember, this activity 
is a conversation rather than a contract. Use this opportunity to foster dialogue and 
deeper understanding of one another to improve your communication. 

Team Members List each person on the team by name.

Core Values
Discuss which shared values can help 
guide how you approach your work and 
how you collaborate with each other.

Digital Boundaries
What are your working hours? Are there 
times of the day or week that you are 
available?

Preferred Methods of 
Communication

How do you prefer to communicate for...
- urgent messages?
- FYI messages?
- task updates?

Accountability
Consider positive means of reinforcing 
shared goals and examples of when 
exceptions might be made.

See the following page for a full worksheet to fill out.

Zoom fatigue is real, but in the world of remote work, there’s still a time and place 
for video calls. Do you have protocol or a Team Communication Charter for your 

team to understand when you need their videos on and off?
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STRATEGY #2: ENCOURAGE DOWNTIME

Amidst the constant churn of zoom meetings, slack notifications, calls, and emails, many 
employees feel that they lack the uninterrupted time to actually get their work done. 

By actively encouraging employees to set aside downtime, employers can reduce 
distraction and drive long-term engagement. It’s time to give employees a (real) 
break and, by doing so, unlock the full potential of your workforce. 

TRY IT: SCHEDULE THINKING TIME

To empower employees to be their most productive selves, encourage them to 
block at least one chunk of “focus time” each day on their calendars. They can even 
set up a short-term auto-responder explaining what they are doing and when they 
will be back (i.e., I’m stepping away from my email to finish this project. I’ll be back 
in one hour). This small gesture communicates a sense of respect to other team 
members, but also signals that they value doing good work. 

TRY IT: ENCOURAGE PHONE-FREE BREAKS

Despite workers’ desire to get away from their devices, more than half turn to their 
smartphones during downtime, even though research that shows that employees 
who take their phones on breaks feel less restored and less productive after 
returning to work. A 2019 study of more than 4,000 employees worldwide found 
that “less-happy” workers are about 57 percent more likely to spend their lunch 
breaks using social media, whereas “happier” workers are about 275 percent more 
likely to take a leisurely lunch with friends, family, or co-workers than unhappy 
workers are. To boost the restorative power of breaks, encourage your employees 
to step away from their screens. Instead, encourage them to make the most of their 
breaks by practicing positive habits (journaling, writing statements of gratitude, 
meditating, doing a random act of kindness, moving around, or connecting with 
colleagues) that will refuel them for the day ahead.

http://newsroom.hilton.com/homewoodsuites/news/less-is-not-more-forget-downsizing-americans-are-craving-more-space
https://www.sciencedirect.com/science/article/pii/S0747563215302703?via%3Dihub
https://library.wrike.com/us-wrike-hapiness-index/
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STRATEGY #3: FOSTER AUTHENTIC ENGAGEMENT - 
BOTH ONLINE AND OFFLINE

Have you ever heard that expression, “How you do anything is how you do everything?”

In the digital age, it can be so easy to default to engaging behind a screen, but in 
doing so, we inadvertently ignore the human on the receiving end of the message. 
Make an effort to engage authentically, even if you are working remotely. 

TRY IT: WORK MORE HUMAN

Start your meetings off on the right foot. Take a moment to recognize a 
teammate for a contribution. 

Practice vulnerability: Do a team check-in to get a feel for where your 
team is each day, and be prepared to lead by example. If you are short on 
time, ask everyone to say one word about how they are feeling. This exercise 
can give you a pulse on the mood of the group, and give you an opportunity 
to check in individually with team members who might be struggling.

Reach out: While texting or emailing might be the most convenient 
way to reach out, sometimes picking up the phone and communicating 
with inflection can lend a more authentic connection and be even more 
productive.

Hold a virtual Happy Hour: Consider sending you employees a starbucks 
gift card and starting a new remote work tradition. You can name your happy 
hour something fun like ConnectiviTea or Mocktail Monday! 

Send a care package: Send your employees a good old-fashioned care 
package. Employees remember employers who take care of them!
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TRY IT: WORK MORE HUMAN (CONT.)

Create a wellness routine within your organization: Consider a remote 
yoga or movement class to support team-building and physical health. 

Offer mental health support: Does your company offer telehealth 
services to support mental health? Is this information readily available? 
Normalize and prioritize mental health by making this information public and 
accessible. If you’re unsure, contact HR to start a dialogue. 

Take time to discuss personal and professional growth: Recognize that 
an employee’s mental health is frequently linked to their level of satisfaction 
with their current role. An integral aspect of Digital Wellness is a leader’s 
effective virtual communication including the frequency of check-ins. Take 
the time to listen to your employees’ professional goals, develop a career 
pathway, and support their upskilling or reskilling - in the long-run, your 
workforce will be more satisfied, productive, and engaged.

Keep in mind that energy is contagious and authentic engagement stems from a 
place of trust. If you’re showing up authentically and ready to work, your team is 
much more likely to do the same.
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Takeaways and Next Steps: 
Creating a Positive Digital 
Culture at Work

The future 
of work is 
here. 
Stay ahead of 
the curve by 
becoming a 
leader in Digital 
Wellness. 

In this e-book, we have given you some concrete 
strategies for how to create a positive digital culture 
at work - one that supports productivity, raises 
engagement, drives recruitment, and supports overall 
wellness. Now that you have this information, how 
are you going to integrate this content and empower 
others?

Creating meaningful change is hard work. It might 
require rethinking the ways that we have always gone 
about business; it might mean having to rewrite policies, 
revisit procedures, or possibly even give up long-held 
practices. But if we envision a future of work that looks 
different - and better - than ever before, what changes 
do we need to make now to make that happen? 

If you are ready to champion a more positive digital culture at work, here are a few 
steps to help you get started: 

1.	 Try one idea mentioned in this book. Maybe you want to break a bad habit and pick up a 
new habit. Or perhaps you want to set aside time with your team to write a communication 
charter. It doesn’t matter which strategy you start with; just hone in on one idea, start small, 
and be flexible. Experiment with what works for your unique job or industry. 

2.	 Upskill your workforce. Employees are desperately seeking guidance for balancing work 
and home life in this unique time - conventionally known as “work-life balance.” Consider 
offering a lunch and learn series of webinars or a keynote to introduce the concepts of 
Digital Wellness to your teams. By learning skills to optimize productivity and self-care in 
the digital age, your employees’ happiness and contributions will increase in ways you 
never imagined. Wiley and The Digital Wellness Institute are here to support you with 
enrolling in your continuing education programs. 
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3.	 Lead by example. Ready to create positive change? This ebook just touches on the 
myriad of topics related to Digital Wellness. If you are interested in helping your employees 
or clients embrace a positive digital culture, consider getting certified as a Digital Wellness 
Educator through our 10-week online program, designed to equip changemakers with 
tools to shift the trajectory and conversation around tech-life balance.  
www.digitalwellnessinstitute.com

4.	 Plan a company or community-wide activation. Build motivation and spur 
conversation about Digital Wellness by organizing a Digital Wellness Day event. While 
May 7th is the official Digital Wellness Day this year, any day can be a Digital Wellness 
day for your organization. Download our free toolkit for ideas and inspiration.  
www.digitalwellnessday.com 

Employers who choose to invest in Digital Wellness will reap the benefits of a self-
aware, engaged, and innovative workforce. This could even be the key to company 
success. By working hard to mitigate the unintended negative consequences of 
technology, it is possible to help teams to flourish both online and offline. 

To learn more about 
the Digital Wellness 
Institute and custom 
solutions for your 
organization, visit 

digitalwellnessinstitute.com.

http://digitalwellnessinstitute.com
http://digitalwellnessday.com
https://www.digitalwellnessday.com/
http://digitalwellnessinstitute.com
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Glossary

Attention 
Economy

A period following the Information Age, asserting human 
attention has become a scarce resource and valuable 
commodity amidst the swirl of information constantly 
bombarding consumers.

Team 
Communication 

Charter

A formal document that outlines your team’s preferred 
communication methods. It helps to reduce unnecessary 
messages, saves people time, and improves the focus and 
efficiency of both team and individual communication.

Digital 
Boundaries

Real or imaginary lines that we draw to set expectations 
for our relationship with technology.

Digital 
Citizenship

An orientation toward online communication that 
includes competency in civil discourse, culturally sensitive 
communication, online etiquette, and information processing. 
A person with a high digital citizenship orientation knows 
about data privacy and its implication for the individual 
and society, is aware of how their online communication 
can affect others, has tools at hand to evaluate information 
obtained from the internet to be truthful or biased, and 
understands how to communicate to different audiences in a 
way that is sensitive to diversity and inclusion.

Digital Culture
A concept that describes how technology and the internet 
are shaping the way that we interact as humans.
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Digital Wellness

The optimum state of health and well-being that each 
individual using technology is capable of achieving. It is a 
way of life, while using technology, that promotes optimal 
health and well-being in which body, mind, and spirit are 
integrated by the individual to live more fully within the 
human, natural, and digital communities.

Digital 
Flourishing®

An empowerment-oriented approach to Digital Wellness 
encompassing strategies for mindful technology use. 
This approach enables people to take advantage of the 
benefits of technology while avoiding associated harms, 
empowering them to flourish in the digital age.

Doom Scrolling
The tendency to continue to surf or scroll through bad 
news, even though that news is saddening, disheartening, 
or depressing.

Nomophobia

Also known as no mobile phone phobia, the term is used 
to describe a psychological condition when people have 
a fear of being separated from their smartphone. Other 
research studies define it as phone addiction.

Self-Care
The practice of taking an active role in protecting one’s 
own well-being and happiness, in particular during 
periods of stress.
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Additional Resources

Enroll in the Digital Wellness Certificate Program
digitalwellnessinstitute.com

Take the Digital Flourishing® Survey
digitalflourishing.com

Download the Digital Wellness Day Toolkit
digitalwellnessday.com

Learn about how to upskilling your workforce at Wiley Beyond 
beyond.wiley.com/resources

http://digitalwellnessinstitute.com
http://digitalflourishing.com
https://www.digitalwellnessday.com/
https://beyond.wiley.com/resources
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