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Habits dictate anywhere from 40-80% of our daily actions, according to the top habit
researchers. These behaviors occur with minimal conscious thought, enabling us to focus
precious brain power elsewhere. The challenge is that most of our habits have developed
organically limiting us from reaching our full potential.

This guide includes an overview of habit formation, 5 ‘habit hacks’ to make new habits stick,
along with reflection questions and examples to help you design effective habits and craft
your habit statements.
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HOW HABITS WORK

Habits are not good or bad on their own. The usefulness of a habit is based on whether it
helps or hinders us from being our best self and bringing out the best in others.

Emotions and feelings e.g. frustrated,
hungry
Time e.g. 11am, bedtime 
Place e.g. my desk, the coffee shop
Visual e.g. a poster, an object, a person

The Cue: The signal to your brain to perform the
habit. Cues can be internal or external such as:

When your brain notices the cue, the habit loop
begins.
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The Habit Loop

 Too often we know we should do
something and still we don't do it.

But when we stop relying on
motivation or memory, and instead

focus on creating habits, we can
finally align what we know is good
for us and our team, with how we

actually show up in real life.
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Actions e.g. checking your email, planning a meeting agenda
Emotions e.g. getting defensive when receiving feedback 
Thought patterns e.g. your inner critic piping up, judging a colleague

The Behavior: The automatic behavior that happens without conscious thought such as:

Have I made my initial habit goal small enough?
How might I reduce this habit into a ‘no-brainer’?
Am I confident I have the time and energy to do this habit each and every time?
Is there a version of this habit that I’d be more likely to follow-through on?

Pick a behavior that is so tiny it becomes a ‘no-brainer.’ The smaller the habit, the more
likely you’ll follow-through on it during the transitional phase, when the new habit is still
being embedded.

Examples:

Spend 30 minutes planning your day → Spend 2 minutes determining your top 3 actions for
the day.

Read one book per week → Read at least 1 page per day.

Check in on my team members by calling them each week → Check in on my team
members by sending a personal message on Slack each week.

Over time, you can build upon these small behaviors and grow them into the full habit you
desire.

Key Questions:

HABIT HACKS

The Reward: The benefit experienced (typically immediately) that reinforces the connection
that this behavior is desired.

#1: Start super small.
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What could I do now to set my future self up for success?
What changes could I make once that would have a long-lasting benefit?

Sometimes we can make one change which automatically makes the habit easier going
forward. By establishing the right defaults, you reduce your reliance on good habits or
motivation.

Examples:

If you have a habit of being invited to (and accepting) meetings during the lunch hour and
therefore skipping meals, put a recurring hold during the lunch break on your calendar. This
won't necessarily stop colleagues from booking meetings during that time, but it will help
because your calendar will show ‘busy’ instead of ‘free’. 

If you have a habit of working from your comfortable sofa, making it hard to distinguish
between work time and home life, invest in a proper desk chair that will make it
comfortable to work at the desk in your home office.

If your email always opens when you turn on your computer, enticing you to check email
when you first start work, change the setting so it won't launch at log-in.

Key Questions:

#2: Set up the default to be in your favor.

Because we’re basically re-wiring our
brain, we need to repeat the action

enough times that it overtakes our old
default behavior. Even though we’ve
made it as easy as possible, there will
still be times that it takes motivation

to make it happen

#3: Create the ideal environment.

Like defaults, the digital and physical
environment we are in has an extraordinary
impact on how we behave. When you
intentionally create an environment that
facilitates desired behaviors and inhibits
unwanted behaviors, you give your desired
habits a powerful boost.
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How does my current environment, both physical and digital, help or hinder me?How
might I change my environment (temporarily or permanently) to make my desired
behavior easier?How might I change my environment (temporarily or permanently) to
make my undesired behavior harder?

Examples:

If you want to more regularly plan agendas for your meetings, add an agenda tool inside of
your email via a Google or Outlook add-on. This way, you’ll see the prompt to add an
agenda each time you schedule a meeting.

If you want to get better at staying focused on your daily priorities, write them on a sticky
note and paste it to your monitor each morning.

If you don’t want to be distracted by your phone during meetings, put it far out of reach (to
the point where you’d have to leave your seat to retrieve it) at the start of each meeting.   

Key Questions:

Is there a first step that I could focus on rather than the full habit?
What initial behavior could I do that would trigger a sequence of desired behaviors
How might I create a “first domino” behavior so my instinct becomes to complete the
entire routine?

A habit routine consists of multiple steps that link to one another. The power of habit
routines is that you only need to focus on the first step because once that behavior is
triggered, the rest will naturally follow.

Examples:

If you want to get more exercise during the day, take the stairs any time you enter or exit
the building. While you could walk up only one step and turn around, it’s more likely that
you will climb all the steps once you get started.

If you want to eat a healthy breakfast more regularly, add berries into your blender. Once
the berries are there, you’ll likely continue to make a fruit smoothie instead of putting them
back in favor of sugary cereal.

Key Questions:

#4: Find the first domino in a habit routine.
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Tell yourself ‘good job’ out loud
Cheer for yourself out loud
Give yourself a thumbs up
Mark of the box on a habit tracker
Tell a friend or colleague 
Do something you enjoy e.g. eat a piece of chocolate, spend 1 minute on Twitter

When I write for 5 minutes a day, 10 days in a row, I’ll purchase that new book I’ve been
wanting to read.
When I finish sending 25 thank you emails to my team members, I’ll enjoy a candy bar.
After one month of saying my morning mantra, I’ll take a half-day off to enjoy the
outdoors.

What can I do immediately after the habit to strengthen the positive habit experience
Do I enjoy habit trackers or gamification? If yes, how will I track this habit - via paper, an
app, a spreadsheet?
What can I ‘splurge on’ after a period of time embedding the habit?
What will motivate me to do the habit even when I’m tired, frustrated, not interested,
busy, distracted, etc?
For how long do I think I need to intentionally do this habit before it sticks (hint: double
whatever number comes to mind!)

A habit reward serves two key functions. First, the immediate reward or positive feeling
reinforces the habit in our brain. Second, the desire for the reward, either immediate or long
term, provides added motivation during the transitional phase, before the habit has been
fully embedded.

Examples:

Immediate: Decide on an action you can take in the moment every time you complete the
habit.

Long term: Set a goal for how many times you will complete a habit or the frequency at
which you’ll do the habit for a period of time. Then select a reward for yourself when you
achieve the goal.

Key Questions:

#5: Incorporate a habit goal or reward.



Step 1: Think about how you currently behave.

Communicate with your team
Invest in the growth & development of team members
Invest in your own growth and development
Show gratitude and praise
Build relationships on a human level
Organize and prioritize your work
Manage your email inbox
Start and end your day
Build trust with your team
How you plan, lead and follow-through on meetings
Other ways you manage yourself and others

What are your existing behaviors and habits for the
following areas:
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Researchers have found that
between 40-80% of our daily

actions are habitual. This
finding implies that most of

the time, we run on auto-pilot.

DESIGN HABITS FOR SUCCESS

What is important to me in how I show up as a manager?
What values do I try to live by?
What do I hope my colleagues think, feel, or say about me?
What do I want to accomplish that I'm currently struggling to do?

Identify what will shape your new habits and desired behaviors by asking yourself:

Step 3: Brainstorm new habits and behaviors.

Start doing - Where are there gaps between how you want to behave and how you actually
are behaving?
Stop doing -  Where are there behaviors that are in conflict with who you want to be?
Do more of - What are you doing now that you could do more regularly or more frequently?
Do less of - What are you doing now that should be done less often but not eliminated?

Based on your answer above, consider what you want to:
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Step 2: Reflect on your values and goals.

WRITE YOUR NEW HABIT STATEMENTS

A habit statement helps you clarify the most critical components of the habit loop, making it
more likely the habit will stick. Draft a habit statement that articulates exactly what you’ll do
(behavior), when you’ll do it (cue), and why (reward). 



The typical habit statement has the following structure: When…… I will…… because…..

Examples:

When I sit down at my desk on Friday morning, I will write a personal note to two team
members thanking or praising them for something they did in the past week, because I want
my team members to know I value them and their contributions.

When I notice my hands starting to sweat during a meeting, I will take two deep breaths to
calm myself down because I think more clearly when I’m not emotional.

At 3pm, I’ll stop working and take a walk around the block because this is when I hit my low
energy point and I need to give my eyes and brain a rest and reset.

When I end my day, I’ll log out of email so that it’s not the first thing I see when I sit down in the
morning.

Whenever I pour a cup of coffee, I will name one thing I’m grateful for because practicing
gratitude will make me a more positive person and I need that right now.
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The Process
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Step 1: Identify the what, the when and the why.
Step 2: Be sure the what is measurable, the when is specific, and the why is motivating.
Step 3: Put them together in a written sentence.
Step 4: Check your habit statement against the key questions and hacks listed in this guide.
Step 5: Make any improvements or revisions.
Step 6: Post your habit statement somewhere you will see it regularly.

ADDITIONAL RESOURCES ON HABITS
James Clear https://jamesclear.com/habits
Charles Duhigg https://charlesduhigg.com/the-power-of-habit/
BJ Fogg https://www.bjfogg.com/
Wendy Wood https://goodhabitsbadhabits.com/


