
 

It is often said that a tidy space makes for a tidy mind, and when it comes to your
workspace this saying is certainly true! Having an organised workspace can help to
remove distractions, maintain your focus and boost your overall productivity.

There is no set way to organise your workspace, and what works well for one person may
not work as well for someone else. But there are some key points to bear in mind when
organising your workspace. Below are some tried and tested tips to give you some
inspiration on how to create the workspace that works best for you.

Tip 1: Find the best space for you

It may sound obvious, but the most important step you can take towards having an
organised workspace is making sure that you have a designated area in your home to do
your work. This should ideally be a quiet space where you won’t be disturbed, with a hard
surface to work on and good lighting.

It’s much easier to focus on your work if you have a specific space that you associate with
studying, so that you can easily ‘switch off’ at the end of the day. If you work in a shared
space, such as at your kitchen table, it can help to pack away your equipment at the end
of the day to establish a boundary between relaxing and working.

Tip 2: De-clutter

Remove anything from your workspace that you don’t need and that isn’t going to help
you with your work. This will mean you have more space for working and can find any
equipment you need quickly and easily, helping you to focus better.

Tip 3: Storing and categorising

By storing all of your equipment in an appropriate place, you can ensure that you only
have the things that you need to use in front of you for each study session. A desk
organiser can be used for storing things that you need to use regularly, such as pens,
notebooks and to-do lists. Storage boxes can be used for storing things that you need to
use less regularly; for example, textbooks or folders.

It’s also a good idea to label any storage boxes you use, so that you can easily find what
you’re looking for.



 

Tip 4: Sorting by subject

If you prefer to handwrite your notes, it can be useful to use a separate notebook for each
subject, so that you can find information on each subject quickly and easily. You could
also try storing your notes in ring-binder folders, with each subject clearly labelled and
using file dividers to separate different topics.

It can also be useful to colour code information – for example, having different coloured
folders for different subjects or topics.

Tip 5: Make sure your workspace isn’t boring!

Your workspace should be an ideal environment to keep you motivated, and so it can
really help to decorate your workspace in a way that reflects your personality. This could
include putting up posters, postcards or inspirational quotes on the walls by your
workspace, or putting a plant or some photo-frames on your desk (first making sure that
you still have enough space for your main equipment!).

A pin-board can be a really useful tool to brighten your workspace, as well as providing an
ideal space to pin up your timetable and any to-do lists, to help keep them front of mind
and to stop them from cluttering up your desk.

You might want to have a look at Pinterest, Instagram or Google Images to find some
examples of workspaces that inspire you.

Tip 6: Declutter your digital workspace

Just like with your physical workspace, keeping your digital files tidy and organised can
save you time and help keep you focused.

Make sure your documents are saved in relevant folders and under clear file names, to
avoid spending ages trying to find a key document. It can help to include the date that the
document was written in the file name, and if you’re working on an essay or written piece
of work, include the draft number in the file name. De-clutter your desktop by deleting any
folders, files or images that you don’t need.

It’s also worth remembering that there’s some brilliant tools online that are designed to
help you stay productive. Digital sticky notes and calendars can be used to help you plan
your workload, while websites such as Trello allow you to create different to-do lists for
each subject.



 

Tip 7: Little but often

It can be very easy to use tidying your workspace as an excuse to procrastinate! If you
can, build in ten minutes at the end of each day to tidy your desk and put everything back
in the relevant place, to prevent clutter building up over time and to ensure that you start
each day with a clean and tidy workspace.

If you want more advice on organising your workspace or need support with studying from
home, remember that our mentors are always here to help you.


