
THE DEFINITIVE GUIDE TO 
THE WORKCATION WEEKEND 

WHO IS THIS FOR 
This guide is for anyone who wants to increase produc4vity and get projects completed in 
record 4me. The workca4on weekend is my top produc4vity 4p for ge;ng things done, and 
it’s how I’ve managed to write and release six books in 2016, with more on the way. I’ve 
inten4onally kept this short and to the point, and the forma;ng simple, so that you can 
print this out and use it as a guide to crea4ng your own workca4on weekend.  

WHAT IS A WORKCATION 
A workca4on weekend is a two-day (or longer!) business retreat that you can use to 
complete projects and get things done. You can adapt this formula to whatever works for 
you. I once did a three-day workca4on to build a new website, but was so burned out at the 
end of it that I’ve never repeated the three-day workca4on. Find a ritual that works for you 
and s4ck to it, adjus4ng if needed.  

HOW THIS ALL STARTED 
The workca4on weekends got their start back in November 2015 when I was in Cardiff for a 
workshop. I arrived a day before the workshop began, so I could sePle in and be rested for 
an early start the following day. I set up my computer on the desk in my room and decided 
to get some work done.  

I entered hyperfocus mode and got so much done! There wasn’t a par4cular project I was 
working on; it was just emails and regular to do list kinds of tasks. I buzzed through my 
inbox and cleared out most of the emails and made so much progress that I decided to look 
into booking a hotel to work on a specific project the following month.  

In December 2015, I headed off to a hotel just before the holidays and completed an en4re 
online program in one weekend: I recorded videos, created worksheets, and built an en4re 
members website to host it all. I was on fire. Almost every month since then, I’ve gone on a 
workca4on weekend to complete a specific project. It’s been amazing. The only month that 
I’ve missed in 2016 was a month that I was away on holiday.  

WHY TAKE A WORKCATION 
I find that when I’m away from home, outside my normal work environment, I get things 
done more quickly and easily than I do when I’m in my home office. By booking a hotel and 
se;ng up a temporary workspace in a clean, clear, uncluPered environment that’s devoid of 
my own personal objects and distrac4ons, I get more things accomplished.  

You may find that a workca4on allows you to focus on a big project, complete a specific task 
such as cleaning out your inbox, or just work through your to do list more quickly and 
efficiently than you might at home. Remember: what works for me may not necessarily work 
for you, but I encourage you to give it a try.  

© Holly Worton | �  | HollyWorton.com1

http://HollyWorton.com


THE DEFINITIVE GUIDE TO 
THE WORKCATION WEEKEND 

WHAT TO DO THERE 
The key, from what I’ve experienced, is to set a goal or choose a specific project to work on, 
and ONLY do that work on the workca4on weekend. You can use your workca4on to work 
on any project that you’ve got planned for your business. If you’re stuck for a project, go 
through your to do list and see what’s been si;ng there for a while because you haven’t 
had a big chunk of free 4me yet to complete it.  

Some ideas: 

• Build a new website 

• Clear out your inbox 

• Create an online course + a membership website to host it 

• Look at the bigger picture of your business and adjust your goals/plans as needed 

• Put together a new opt-in gia for your email list 

• Review your business plan or marke4ng plan and update it  

• Use the backdrop of your room to record videos for your YouTube channel 

• Write a book or part of a book 

• Write all your blog posts for the next few weeks/months 

WHERE TO GO 
At first, I thought that the magic of ge;ng things done so efficiently happened because I 
was in Cardiff, a two and a half hour drive from where I live. That’s why I booked my first 
workca4on in Swindon, which I thought would be sufficiently far from home and also void 
of distrac4ons. The drive there, however, was long and boring and I got stuck in traffic 
because it was just before the holidays, so my next workca4on was a bit closer to home.  

My subsequent workca4ons were in Basingstoke and Farnborough, just about an hour from 
where I live. This was a much easier drive for my workca4ons, and I s4ll felt like I was 
outside my usual environment. Plus, much of the drive was quite prePy. Eventually, I moved 
closer, to the Crowne Plaza in Crawley, near Gatwick Airport, only 25 minutes from home.  

It’s perfect: far enough away that I feel like I’m outside my normal work environment (I 
never go to Crawley for anything but workca4ons), and the drive to get there is down prePy 
country roads.  

Wherever you go, find a place that feels like you’re outside your normal environment: 
somewhere you don’t usually go for work, or networking, or shopping, or anything. The only 
4me I have ever been to Basingstoke, Farnborough, or Crawley has been for my 
workca4ons. Going to those loca4ons actually got me in the mood for a workca4on.  

© Holly Worton | �  | HollyWorton.com2

http://HollyWorton.com


THE DEFINITIVE GUIDE TO 
THE WORKCATION WEEKEND 

I recommend finding a hotel that’s part of a major hotel group, so you can earn points for 
your stay. I’m a member of IHG Rewards Club, and I started my workca4ons at Holiday Inns 
before eventually upgrading to the Crowne Plaza, which isn’t that much more expensive and 
the rooms are much nicer. Both hotels are part of the IHG group, and I get a discounted 
room rate and extras like early check in and late check out (when possible).   

Also consider the added benefits that come with upgrades. The very first 4me I stayed at 
the Crowne Plaza in Gatwick, they upgraded me to a Club Room for free. I liked it so much 
that I always booked this upgraded room during future stays. If you’re paying for a Club 
Room upgrade, it’s about £25 extra, but it gets you: free non-alcoholic drinks and snacks all 
day in the club lounge, free con4nental breakfast, and free evening drinks and canapés. 
Plus, the rooms are larger and more nicely furnished, which is especially nice if you’ll be 
doing videos in your room. Some4mes, an upgrade pays for itself.  

WHEN TO GO 
Find what works for you: I like weekends because they’re easy to book in the calendar. In 
fact, I have all my workca4on weekends blocked out in my Google calendar automa4cally, 
every four weeks. I also block out the Friday before my workca4on and the Monday aaer: I 
go on a long walk on the Friday to clear my mind and get ready to hyperfocus on my project, 
and I use the Monday to rest my mind, relax, and recover from the intense weekend of 
work. 

Find what works for you: you might find that other days are bePer for your workca4on. Play 
around with it and see what gets you the best results. I do recommend taking some kind of 
break before and aaer the workca4on; I believe that this maximizes my results. Think about 
it this way: assuming you work a regular Monday-Friday week, you aren’t taking any extra 
4me off. You’re just shiaing your normal days off from Saturday and Sunday to Monday and 
Friday.  

I apologize if what I’m about to say is Too Much Informa4on, but I’ve got to say it, because 
it’s important: I plan my workca4on weekends around my menstrual cycle. Week 2, or pre-
ovula4on, is my “get shit done” mode, and my brain is especially fine-tuned for hyperfocus 
during this 4me. My workca4on weekend is generally a weekend that falls in the middle of 
Week 2, or at the end of Week 2, but never the weekend before Week 2. My brain is prePy 
much nonfunc4onal for Week 1 of my cycle, and I find it extremely difficult to focus. I don’t 
want to risk was4ng a workca4on weekend when my brain isn’t in op4mal focus mode.  

You may find that Week 3 works bePer for you. This is typical the “I can do anything” part of 
your cycle, and is said to be a great 4me for crea4ng projects, as that’s when we’re at our 
most crea4ve and produc4ve. Some4mes my workca4ons will fall around Week 3, and I find 
that it works just as well.  
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If you’re a woman and you have no idea what I’m talking about, then you definitely need to 
read Lisa Lister’s book Code Red to learn about the natural superpowers that women have 
during each week of our cycle. It’s a quick, fun read that was life-changing for me. I highly 
recommend it.  

THE RITUAL 
Earlier I called the workca4on a ritual, and it is. I have a very specific formula for my 
workca4on weekends, and I do things in the exact same way each 4me. I check into the 
hotel at roughly the same 4me on Saturday, and check out at the same 4me on Sunday. I 
bring the same foods to eat in my room and the same kinds of herbal teas to drink as I work. 
I order the same dinner for room service on the Saturday, and I oaen eat the same lunch 
aaer I’ve checked out of my room on the Sunday.  

I bring my power talismans: a pair of teal glass fairy wing earrings that I love, and some crazy  
gold sequined fingerless gloves that are my power gloves. I wear one or both of these to get 
in my power work mode. They make me feel focused and sparkly. I wear them for most of 
my crea4ve projects.  

I check in the hotel and go straight to my room, pu;ng the “do not disturb” sign on the 
door handle outside. I take the luggage rack out from the wardrobe and set it up in a 
convenient loca4on in the room, se;ng my suitcase on top and opening it up.  

I clear off the desk and put the magazines and hotel informa4on in a drawer where I can’t 
see them. I take my computer out of my bag and set it up, plugging it in. I take my 
notebooks out and set them up alongside my laptop. I get my highlighters and pens and get 
them ready on the desk.  

I put my food away in the minibar refrigerator (which is empty, with plenty of space for my 
snacks), and I set up my tea sta4on by organizing my box of mixed herbal teas. I put my tea 
glass next to the teas, and I fill the kePle with water to make my first cup of herbal tea.  

While the kePle boils, I adjust the air condi4oning and the ligh4ng in the room. I take off my 
shoes and put on my slippers. Once my tea is ready, I take it to the desk and sit down.  

I open up my journal and write a list of ten things that I’m grateful for. I set my inten4on for 
what I want to get done on the workca4on and I ask the angels for help in ge;ng 
everything done in the best way possible. (You can ask the Universe for help, or God, or 
whomever you usually ask for assistance. Or you can just ignore this step!) 

I turn on my computer, connect to the hotel’s wifi, and put on my computer glasses. I close 
the email tab in my internet browser, and set my phone to airplane mode.  

Once all of this is done, I’m ready to work. I work non stop, un4l about 9 or 10pm, when I 
phone for room service. I con4nue to work as I wait for my dinner. Aaer I eat, I usually rest 
before taking a bath. Then I have a mug of hot chocolate and get ready for bed, some4mes 
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listening to a guided medita4on or ASMR recording to relax before I take some melatonin to 
help me fall asleep. 

Why melatonin? I don’t usually have trouble falling asleep, but on workca4ons I do. My 
brain oaen struggles to get out of hyperfocus mode and disconnect from the project I’ve 
been working on. Melatonin is natural, and it ensures that I’ll get to sleep right away, so I 
can get up with my alarm when it goes off the next day.  

The next morning I usually get up at 7am, which for me is early. I do my morning medita4on 
exercises and head downstairs for breakfast. When I return to my room, I phone the front 
desk and ask for a late check out, which they are usually able to accommodate. This usually 
means that I can stay in my room un4l 2pm, though once I managed to stay un4l 3pm.  

I write another gra4tude list before returning to my computer to work un4l just before my 
check out 4me, when I pack everything up and head downstairs to check out of my room. 
Aaer that, I go to the hotel bar and lounge area, where I set up my computer once again 
while I have lunch. I’ll usually head home around 4pm.  

HOW TO STAY FOCUSED 
The key to a successful workca4on is remaining focused on the project or task that you’ve 
planned to complete during your stay. Here are my top 4ps for staying focused and 
removing distrac4ons during a workca4on weekend: 

• Set a clear goal. Don’t go on a workca4on to just do a bunch of work in a different se;ng. 
Go with a specific goal or project, or a list of mini-projects: I’ve gone on on a workca4on 
to write create an online program, to build an en4re website, and to write my books. 
While I usually choose a single project to work on during my workca4on, I once 
completed a series of mini-projects that I planned in advance of my stay. This is important: 
I didn’t just go into the workca4on wondering what I was going to do; I made a short list 
of small projects and I worked through them one by one.  

• Make it achievable. Make sure that whatever goal or project that you plan for your 
workca4on is doable: you want to make sure that you have enough 4me to complete your 
project (or finish a specific part of it), so you have a sense of comple4on at the end. If you 
want to clean out your inbox, that’s great — but be sure that you have enough 4me to do 
so. If you’ve got thousands of emails that have never been replied to or archived, that 
might take more than a weekend to finish. Set yourself a reasonable goal, and work 
towards it.  

• Plan, plan, plan. Make sure that you bring everything you need to work on your project: 
notebooks, notes, printouts, whatever. If you’ve lea a vital part of the project at home, 
then you won’t be able to get things done.  

• PrioriRze your project. Work on the project that you’ve planned for, and nothing else. 
Stay on track. If you find your mind wandering, or your fingers typing in “facebook.com" 
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into your browser, stop and return to your project. The more you train yourself to 
interrupt any distrac4ons, the easier it will be to do so in the future. This leads me to… 

• Minimize distracRons. Don’t allow yourself to get distracted. If you’re working on a book 
and find yourself opening up your Gmail tab to see if anything has popped in, stop 
yourself and close it. If you don’t need wifi for research, then don’t connect to the hotel’s 
wifi. Keep your phone hidden, away from view, if you think it might distract you. If other 
guests in the hotel are noisy, or if you’re on a low floor and are bothered by street noise, 
put your earbuds in and listen to music or nature sounds.  

• Set a deadline. Know what 4me you want to stop working on the first day, and what 4me 
you plan to finish the second day. Calculate how much work you can get done in those 
4me periods. That will help you to plan the work that needs to get done, and it will help 
you to stay on track.  

CAN’T I JUST DO IT AT HOME? 
This is an excellent ques4on, and aaer a year and a half of doing monthly workca4ons at a 
hotel, I decided to try one at home. My husband was away, so I thought “Why spend money 
on a hotel, when I’ll be home alone anyway?” I could save money on a cat siPer, and test out 
the idea of doing a workca4on at home.  

Short story: it didn’t work. I actually tried this a couple of months in a row, and it didn’t 
work either 4me. I ended up changing my selected project for both workca4ons, and 
choosing to catch up on emails rather than work on one of my books. I managed to get 
through my emails, but I was disappointed that I hadn’t been mo4vated enough to actually 
work on my books. At the moment, I have four books in progress, and I really want to start 
ge;ng them out.  

So stay-at-home workca4ons most certainly did not work for me, but they may work for 
you, and the only way you’ll know is to give it a try.  

PLAN YOUR WORKCATION 
1. Select a project or other work to complete: ______________________________________________________ 

2. Decide on the best dates for you: _________________________________________________________________ 

3. Find a hotel + book it: _______________________________________________________________________________ 

4. Gather together everything you’ll need for your workca4on project: print out anything 
that needs printed, organize all notes, books, etc.  

5. Enjoy your workca4on! 
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GET IN TOUCH 
Let me know how it goes! Please send me an email and let me know if you have any 
ques4ons or feedback on the workca4on process. Good luck! 

MY PROJECTS 
If you’d like to see what types of projects I’ve created on my workca4ons, check out my 
books:  

• Business Beliefs: 600+ Beliefs That Make Up a Successful Business Mindset 

• Business Blocks: How to Iden>fy and Release Your Blocks to Create a Successful Business 
Mindset 

• Business Visibility: How to Transform Your Business Mindset & Increase Your Visibility 

• Business Intui>on: Learn to Tap Into Your Intui>on for Easy Business Success 

• Alone on the South Downs Way: One Woman's Solo Journey from Winchester to Eastbourne 

• Walking the Downs Link: Planning Guide & Reflec>ons on Walking from St. Martha’s Hill to 
Shoreham-by-Sea 
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PACKING LIST 
Adjust this packing list to your needs, and save it on your computer. Print it out when you’re 
packing for your workca4on, and keep refining the list with each workca4on weekend un4l 
it’s perfect for you.  

Alarm clock (or phone with alarm app) 

Bras + underwear 

Computer glasses 

Cables (Computer, iPhone, iPad) 

Computer + mouse 

Flip flops (The hotel I go to has a sauna and steam room, and I always dream of using 
them as a break in the evening, but have never managed to do so…s4ll, I bring my flip 
flops anyway) 

Glass tea cup (I have a large glass for hot drinks that I bring so I don’t have to refill my tea 
as oaen) 

Journal (I like to do a gra4tude list at the start of each day on the workca4on weekend) 

Lunch + snacks (I generally bring light and healthy food like nuts, fruit, cherry tomatoes, 
celery, tomatoes, and hummus to snack on) 

Makeup bag (I some4mes record videos for my YouTube channel in my room, so I like to 
have makeup with me) 

Melatonin (I oaen find it difficult to sleep on a workca4on weekend because my brain is 
s4ll raging with ideas; I take 5mg of melatonin to get to sleep quickly so I can get up early 
the following morning) 

Notebook + notepad of A4 paper (I have a notebook where I keep wriPen notes for my 
major projects; the notepad is for making notes as I work on my project) 

Pajamas + hoodie + fluffy socks 

Phone + tablet 

Power talismans (In my case, my fairy wing earrings + fingerless gloves. Bring whatever 
makes you feel like you’re on fire and full of entrepreneurial awesomeness) 

Purse/Backpack 

Scarf (In case the room is chilly in the winter months) 

Slippers (I like to take off my shoes as soon as I sePle in and put on slippers) 

Socks + Tights 
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Sweater/cardigan 

Swimsuit (Again, the sauna) 

Tea + Hot chocolate powder (I like to drink herbal tea nonstop while I work, and I like to 
have a mug of hot chocolate before bed) 

Toiletries 

Video bag (Even if I don't need to do videos, or plan to do videos, I bring my tripod and 
lapel mic just in case) 
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