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Activity overview
Use this template with a real, low-risk work activity. Follow agency policies and use approved systems. The core task is designed to be simple. The optional stretch activity allows you to apply deeper knowledge or work with a more complex example.
Objective
Trial one small change to digital work habits and assess its effect on focus, workload, inclusion or connection.
Learning outcomes
After completing this activity, you will be able to:
· Recognise helpful and unhelpful digital habits.
· Use settings and routines to support wellbeing.
· Consider how digital habits affect others.
· Review the result of a small behaviour change.
Activity tasks
Complete the steps below. Add short notes and evidence as you go.
Step 1
Choose one digital work habit, such as meetings, email, chat, notifications or after-hours availability.
Your notes:




Step 2
Describe the habit and who it affects.
Your notes:




Step 3
Record how the habit supports or reduces focus, connection, inclusion and wellbeing.
Your notes:




Step 4
Review any settings, routines or expectations linked to the habit.
Your notes:




Step 5
Choose one small change to trial for one week.
Your notes:




Step 6
Tell affected colleagues if the change may affect them.
Your notes:




Step 7
Record the result during the week.
Your notes:




Step 8
Decide whether to keep, adjust or stop the change and whether to discuss it with the team.
Your notes:




Reflection
Use short answers. Focus on what you learned and what you will do next.
What improved?




Did the change affect other people?




What boundary or team expectation needs to be clearer?




Stretch activity (optional)
Choose one if you want a deeper challenge.
Review team meeting patterns or communication expectations.
Develop a small team proposal for healthier digital work.
Stretch notes:




Evidence of completion
You have completed this activity when:
☐ A habit and its impact are reviewed.
☐ A one-week change is trialled.
☐ The result and next decision are documented.
Next steps
One action I will take next:




Support, approval or follow-up needed:





Queensland Government digital capability | Practice activity


