YOPO WORKDAY TEMPLATE - DESK WORK EDITION

The YoPO Workday Template

A template for an ideal day, shaped around your body's natural rhythms — from the
moment you wake to the moment you switch off. None of this needs special kit or a total
overhaul — just small, well-timed habits threaded through an ordinary day at the desk.

It brings together the habits from across YoPO's guides — sleep, hydration, nutrition, daylight,
movement, focus and connection — into a single, ordinary working day, so you can see how
they fit together rather than as separate pieces of advice. Use it as a flexible reference rather
than a checklist to tick off: skim it in the morning, dip back into a section when you need it, and
adapt the timing as the day unfolds.

This isn't a script to follow exactly — it's a loose structure for the day that helps you function at
your best and stay in touch with your own needs, rather than letting the day sweep you along
without much say in it. No day will go entirely to plan, and that's fine. Part of the practice is
simply noticing the moments when you can't put your own needs first, and being curious about
why: is it a one-off, shaped by a particular deadline or a difficult stretch, or is it more built into
the ongoing pressures of your role? Both are useful to know — one tells you to ride it out, the
other points to something worth addressing head-on.

1 Waking Up
Wake at a consistent time, even at weekends, and get up rather than lingering for a second

snooze — your body clock responds better to a steady rhythm than to any single lie-in. This
is the anchor everything else in the day builds from.

& The First Hour

Get outside or into bright light as soon as you reasonably can — even a few minutes on the
doorstep helps. This tells your body clock the day has started, supporting alertness now and
better sleep later. Hydrate before your first coffee or tea, and hold off caffeine for the first
hour if you can; giving your natural alertness a chance to rise first can take the edge off any
afternoon dip. See the Daylight Habits guide and Hydration Calculator for more.

A Breakfast

Eat something substantial before you get going — whole foods with a source of protein,
rather than skipping breakfast altogether or grabbing whatever's nearest on the way in. It
steadies energy and concentration through the morning, rather than setting up an early dip.

m Starting Work

Before diving into your inbox, take a moment to set your focus for the day rather than
starting reactively. A single notification sweep — checking everything once, then switching
off what you don't need — protects your attention for what actually matters. See the
Direction and Focus guide for more.



U Take Regular Breaks

Aim to take a break at least once an hour during desk periods. Use it as a quick check-in —
how does your body feel, what's your energy and mood like, and have you had enough
water — then choose whichever of these matches what you actually need in the moment,
rather than reaching for the same one every time.

U Tight or tense in the neck, A micro-break: roll the shoulders, turn the neck side to side,
shoulders or wrists shake out the wrists.

¢ Foggy, sluggish, or losin . . .
99y 99 9 A short walk, ideally outside for a dose of daylight.

focus

< stiff from sitting in one

e 9 A minute of spinal mobility, moving through all six directions.

* Restless, or your ener )
y Yy A few strength moves — squats, wall press-ups, calf raises.

needs a lift
= Wound up, or the day is Make it count: step right away, no phone, and hold the
running away with you boundary.

Use it to connect — a message, a call, an actual chat with

! Flat, low, or just want a lift
someone.

¢ Midday

Take a real break away from your desk — outside if you can, for more daylight and a change
of scene — and eat lunch away from the screen, built around whole foods rather than
something quick and processed. This isn't wasted time; it's what lets you come back sharper
for the second half of the day.

e The Afternoon

When energy dips — and it naturally will — try one of the breaks above before turning to
sugar or more caffeine. If you need a snack, reach for something whole — fruit, nuts, yoghurt
— rather than the vending machine or the biscuit tin. If you are going to have a coffee,
earlier in the afternoon is kinder to tonight's sleep than later.

v Finishing Work

Give the day a clear end point rather than letting it trail off. A short shut-down routine — a
last notification check, a quick note of tomorrow's priorities — creates a solid boundary
between work and the rest of your evening.




> Evening

Dim harsh lighting as the evening goes on, and build in something genuinely enjoyable —
time with people who matter, a hobby, anything unrelated to work. Keep dinner reasonably
early, and keep movement gentle rather than intense if it's close to bedtime.

= Before Bed

Give yourself a wind-down buffer — fifteen to thirty minutes — before you try to sleep, and
step away from screens where you can. If sleep is the piece that's slipping, the Sleep
Strategies tool has more.

Evidence Base

Strong evidence

Consistent wake times supporting circadian regulation; morning light exposure supporting alertness
and later sleep quality; regular movement breaks reducing musculoskeletal strain and sustaining
attention; caffeine late in the day disrupting sleep onset and quality; regular, balanced meals rather
than skipped or irregular eating supporting stable energy and mood through the day.

Moderate evidence

Delaying morning caffeine to reduce a later energy dip; structured evening wind-down and reduced
evening light exposure supporting sleep onset; short, frequent strength sessions building strength
comparably to fewer longer ones; taking a meaningful break away from the desk supporting
afternoon performance; whole, nutrient-dense foods over processed convenience options supporting
sustained energy and general health; regular social connection supporting resilience and long-term
health outcomes.

Plausible, less evidenced

Notification batching and a single daily sweep as protective specifically for focus, rather than for
general wellbeing; matching the type of break to how you're feeling, rather than any short break
being broadly equivalent; the precise timing windows given here (the first hour, a mid-afternoon
caffeine cut-off) are practical anchors rather than fixed thresholds.
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