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Work-life balance is a crucial aspect of personal and professional well-

being. It involves allocating time and energy to work, family, social, and
personal pursuits to maintain overall well-being. Within this topic we are
covering basic aspects of work-life balance and we provide suggestions

to get you started.

WORK-LIFE BALANCE

T O P I C

UNIT 5  | TOPIC 1

 BE THE BEST VERSION OF YOURSELF: KEY PROTECTIVE APPROACHES FOR
TAKING CARE OF YOUR WELLBEING

The contents herein are for informational and educational purposes only and are not intended as medical advice,
diagnosis, or treatment. Always consult a qualified healthcare professional for any medical concerns or decisions.



03
Apply Techniques for Setting
Boundaries Effectively

Develop skills in setting clear
boundaries around work and
personal time, managing
expectations to prevent the
spillover of work into personal life,
and enhancing mental well-being.

04
Utilize Stress Management
Practices for Daily Life

Implement practical methods for
handling work-related stress,
utilizing both mental and physical
techniques to prevent burnout and
promote recovery.

01
Understand the Core
Elements of Work-Life
Balance

Grasp the foundational aspects of
work-life balance, including the
importance of creating harmony
between work, family, social, and
personal pursuits for overall well-
being.

02
Identify Signs of Imbalance
in Work-Life Integration

Recognize and articulate signs of
an imbalanced work-life dynamic
and understand how these
symptoms may manifest physically,
mentally, and emotionally.

LEARNING OBJECTIVES
THIS TOPIC IS DESIGNED AROUND THE

FOLLOWING MAIN LEARNING OBJECTIVES:



08
Reflect on and Acknowledge
Daily Accomplishments

Cultivate a habit of recognizing
small wins and progress at the end
of each day to reinforce a sense of
achievement and promote
resilience against stress.

07
Incorporate Personal
Fulfillment into Daily
Routines

Identify ways to integrate hobbies,
relaxation, and self-care practices
into everyday life to foster balance,
reduce stress, and maintain
motivation.

05
Understand the Benefits of
Taking Regular Breaks and
Time Off

Explore the psychological and
physiological benefits of breaks and
vacations, including reduced stress,
increased productivity, and
improved mental clarity

06
Prioritize Time and Energy
Management Techniques

Learn to allocate time and energy
strategically, using prioritization
and time management skills to
enhance focus, productivity, and
life satisfaction.

LEARNING OBJECTIVES
THIS TOPIC IS DESIGNED AROUND THE

FOLLOWING MAIN LEARNING OBJECTIVES:



Adaptability: Maintaining effectiveness when experiencing major
changes in work tasks or the work environment; adjusting effectively to
work within new work structures, technologies, processes,
requirements, or cultures. Tries to understand changes. Approaches
change or newness positively. Quickly modifies behaviour to deal
effectively with changes in the work environment.

01

Building Positive Working Relationships: Developing and using
collaborative relationships to facilitate the accomplishment of work
goals.

02

Communication: Clearly conveying information and ideas through a
variety of media to individuals or groups in a manner that engages the
audience and helps them understand and retain the message.

03

Decision Making: Identifying and understanding issues, problems, and
opportunities; comparing data from different sources to draw
conclusions; using effective approaches for choosing a course of action
or developing appropriate solutions; taking action that is consistent with
available facts, constraints, and probable consequences.

04

Energy Management: Ability to approach your working day with the
mindset that you are managing your energy, not only your time.

05

Flexibility: Ease of changing the criteria and orientation of one's way of
thinking and judging situations, people and things when the strategic
orientation changes, the environmental conditions or new information
is received.

06

Integrity: Act in accordance with ethical, moral and social standards in
work-related activities.

07

08 Planning and organizing: Establishing courses of action for self and
others to ensure that work is completed efficiently.

COMPETENCES
THIS TRAINING CONTENT IS DESIGNED TO HELP
YOU ACQUIRE THE FOLLOWING COMPETENCES:



COMPETENCES

11

12

Self-regulation: Ability to understand and manage your behaviour and
your reactions to feelings and things happening around you.

Time management: The ability to use one's time effectively or
productively, especially at work.

Tolerance to stress: Continue to act effectively under time pressure,
dealing with disagreement, opposition, and adversity.

Resilience: Capacity to withstand or to recover quickly from difficulties,
toughness.

10

09



ESSENCE, IMPORTANCE AND
BENEFITS OF WORK-LIFE

BALANCE

Work-life balance is about finding a
healthy and sustainable way to
divide time and energy between
work and personal life. It’s not just
about reducing working hours but
about creating harmony in both
aspects so that neither work nor
personal life negatively impacts the
other. For many, the pressure of
modern work, with extended hours,
intense demands, and the need to
be "always on," can lead to a buildup
of work-related stress. This
prolonged stress often contributes
to burnout, a state where one feels
mentally, physically, and emotionally
drained, making it hard to stay
motivated or engaged with work.
In essence, work-life balance means
having clear boundaries between
work and personal time. This division
allows people to recharge, maintain
interests outside work, and meet
their responsibilities without
compromising personal well-being.
According to research from the
American Psychological Association,
maintaining a work-life balance can
reduce stress, prevent burnout, and
lead to greater job satisfaction. It is
increasingly recognized as a crucial
factor in workplace health, with

Essence

companies promoting practices that
encourage employees to balance
their time and manage their stress
better. Achieving this balance
requires self-awareness and
sometimes setting limits on work,
such as knowing when to stop
working and focus on personal life.
When work becomes too dominant,
it disrupts one’s ability to rest and
recharge, which can quickly lead to
the kind of chronic stress associated
with burnout. Having a balanced
approach helps individuals stay
energized and motivated, enabling
them to perform better and sustain
long-term productivity without
sacrificing personal happiness or
health.



Work-life balance plays a significant
role in reducing work-related stress
and burnout, two conditions that
can have serious physical and
mental health effects. When people
maintain a balanced life, they can
approach their work with a clearer
mind and greater energy. Without
balance, continuous work-related
stress can lead to health issues, such
as high blood pressure, anxiety, and
depression, and can ultimately cause
burnout—a state of complete
physical and emotional exhaustion
that impacts one’s ability to perform
effectively.

Importance

Burnout, as defined by the World
Health Organization (WHO), is a
result of chronic workplace stress
that has not been successfully
managed. It’s characterized by
feelings of energy depletion,
increased mental distance from
one’s job, and reduced professional
efficacy.

A well-balanced life reduces the
likelihood of burnout by allowing the
brain and body time to recover from
work-related demands. This regular
period of rest is essential for
managing cortisol, the body’s stress
hormone, which, when elevated for
prolonged periods, can weaken the
immune system and contribute to
various illnesses. Furthermore,
studies have shown that individuals
who maintain a work-life balance
tend to have higher job satisfaction,
better performance, and increased
motivation.

From a business perspective, this
balance is equally important.
Employees who can manage their
stress and avoid burnout are more
productive and less likely to
experience sick leave or
disengagement. Employers benefit
from supporting work-life balance as
it leads to reduced absenteeism,
higher retention rates, and a positive
workplace culture, all of which
contribute to overall business
success.



When work-life balance is achieved,
the benefits are significant for both
individuals and organizations. One of
the key benefits is the reduction of
work-related stress, which has a
direct impact on physical and
mental health. Studies from
institutions like Harvard Business
Review show that a well-balanced
lifestyle helps lower blood pressure,
improve sleep quality, and reduce
symptoms of anxiety and
depression. This means individuals
are healthier, both mentally and
physically, and are less susceptible to
illnesses caused by prolonged stress.
Improved work-life balance also
increases personal satisfaction.
Individuals feel they have control
over their schedules, allowing them
time for personal interests, family,
and hobbies, which leads to greater
happiness and life satisfaction. This
personal fulfillment positively affects
their work, as happier people are
generally more engaged, creative,
and motivated. They bring fresh
energy and ideas, which benefits
their work performance and the
team’s morale.

Organizations (i.e. your employer)
also benefit from fostering work-life
balance. Balanced employees are
more loyal, motivated, and
productive. Reduced stress levels
lead to fewer absences due to health
issues, which saves organizations
time and resources. The long-term
impact of supporting a balanced

Benefits

approach to work is a positive,
healthy, and productive work
environment. Companies with
cultures that promote work-life
balance tend to have lower turnover
rates and attract talent more
effectively because they offer an
environment that respects
employees' well-being.



work-life balance
benefits

Improved mental health.

Enhanced physical health.

Increased productivity and focus.

Strengthened relationships.

Reduced burnout and stress.

Increased job satisfaction.

Better time management.

Enhanced creativity and innovation.

Positive organizational culture.

Personal fulfillment.

Prevention of burnout.



CONSEQUENCES OF
IMBALANCED LIFE

In essence, work-life balance is
about creating a lifestyle that
integrates professional success with
personal well-being. The benefits
extend to improved mental and
physical health, strengthened
relationships, increased job
satisfaction, and overall life
fulfillment. Both individuals and
organizations can thrive when work
and personal aspects are in
harmony. So, what happens when
their is a lack of work-life balance in
ones life?

A disbalanced life on the other hand,
particularly in terms of an unhealthy
work-life balance, can have various
negative consequences on an
individual's well-being and overall
quality of life. It can also lead to
profound consequences on various
aspects of an individual's well-being.
These consequences encompass
both physical and mental
dimensions, influencing overall
quality of life.

Excessive work demands without
sufficient time for personal activities
can lead to chronic stress and
burnout, negatively impacting both
mental and physical health. Poor
work-life balance contributes to



health issues like insomnia, fatigue,
headaches, and increased
susceptibility to illnesses, as well as
neglect of self-care. This imbalance
also strains relationships with family
and friends, fostering feelings of
isolation and potentially leading to
breakdowns in personal
connections. Continuous work
without breaks diminishes
productivity and job satisfaction,
while increasing the risk of anxiety,
depression, and emotional
exhaustion. Furthermore, it hinders
creativity and innovation, as mental
fatigue limits the ability to think
creatively and find solutions. The
lack of integration between work
and personal life causes
disconnection and dissatisfaction,
making it challenging to experience
fulfillment. Prolonged imbalance
can adversely affect physical health,
leading to weight gain, lack of
exercise, and a weakened immune
system. It also results in missed
opportunities for personal growth,
learning, and self-discovery. 

Ultimately, the inability to
disconnect from work during non-
working hours perpetuates chronic
stress and impairs the ability to relax
and recharge, lowering overall
quality of life.

Hence, addressing work-life
imbalance involves recognizing
these consequences and taking
proactive steps to create a more
harmonious and fulfilling lifestyle. 



Almost everything will
work again if you

unplug it for a few
minutes, including

you.

-
Anne Lamott

QUOTE



A PRACTICAL GUIDE ON
WORK-LIFE BALANCE

The StressOut training course is
specifically dedicated to help you
achieve better work-life balance.
Throughout this course we’ve
introduced multiple ways and
techniques to accomplish this goal.  
In addition to all of that however,
we’ve compiled the following short
guide on work-life balance with 11
particular things you can do every
day. Start now.

01

Starting your day with clear priorities
is like giving your brain a map—
without one, it’s easy to get lost in
the endless maze of tasks, emails,
and last-minute requests. 

Set daily work priorities and
focus on one task at a time

Try setting your top three goals each
morning. This way you’re telling
yourself (and your inbox) what really
matters. This helps avoid the "ping-
pong effect" of jumping from one
task to another, which usually leads
to a full day of “busyness” without
much actual accomplishment.
Single-tasking might not sound as
fancy as multitasking, but it’s far
more effective and much less
stressful! With a clear focus on one
goal at a time, you’re building
momentum, reducing decision
fatigue, and cutting down on the
stress of feeling pulled in too many
directions.

In a world that celebrates doing it all,
focusing on one task at a time might
feel rebellious. But the truth is,
single-tasking can drastically
reduce stress, making work feel less
like a juggling act. Prioritizing and
focusing, will help you feel a sense of
control over your workload, which
can work wonders for your mental
health. Think of each completed task
as a mini-win in the battle against
burnout—a small victory that proves
you’re human, not a machine.
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Saying “no” at work can feel like a
radical act, but let’s be honest: not
everything requires your time and
energy. Overloading your schedule is
a fast track to burnout.

Politely declining unnecessary
tasks or meetings frees up valuable
hours to focus on what matters,
helping you manage stress and stay
on top of your priorities. Plus, it’s
liberating to remind yourself that it’s
okay not to do everything.

As for meetings, fewer can be better!
We’ve all been in that meeting that
could’ve been an email (or, honestly,
a single bullet point). Limiting non-
essential meetings is a great way to
regain lost time and reduce stress.
Fewer meetings mean more time for
focused work or, better yet, a well-
deserved coffee break. You’ll thank
yourself, and probably earn the silent  
gratitude of your colleagues.

Learn to say “no” and limit
non-essential meetings

Skipping break slots during working
hours is a very common stress factor
in detriment to your health and
personal life. A few short breaks
throughout the day can make a
world of difference. Think of them
as mini-vacations that prevent
burnout from sneaking up on you. A
quick five-minute stretch or a walk
to the water cooler is like hitting the
"reset" button, giving your mind and
body a moment to recover. Just be
sure to avoid the temptation to use
this time for work chats—keep it
simple, maybe even a little silly, if it
helps you shake off stress.

Remember, even the most high-
performing machines need
downtime; so does your brain.
Regular breaks improve focus,
making it easier to stay productive
without wearing yourself out.

Take regular breaks,
including short walks or
stretch breaks

03



Setting boundaries around your work
hours is a powerful way to protect
your mental health. In an age when
emails and notifications never sleep,
it can be tempting to check
messages “just one last time.” But
here’s the truth: there’s always one
more email, and that “quick check”
often spirals into an unintended hour
of work. To combat this, make a habit
of logging off at a specific time.
Your brain (and loved ones) will
thank you for it! Avoiding work
emails after hours lets your mind 

Set boundaries for work hours
and avoid checking emails
after hours

Time-blocking is a simple trick to
reclaim your schedule and keep
stress at bay. In fact, allocating
specific blocks of time for focused
work, safeguards your productivity
from constant interruptions. It’s like
building a little  fortress around your
most important tasks, where email
alerts and chat notifications can’t
intrude. Set your “Do Not Disturb”
status proudly!

Use time-blocking and “Do
Not Disturb” settings for
focused tasks

If you feel guilty taking breaks, just
remember: stress and productivity
aren’t best friends. A quick breather
refreshes your mind, and when you
get back to your desk, you’ll be ready
to tackle your tasks without that
familiar sense of exhaustion
creeping in.

04

shift gears from “work mode” to
“personal mode,” which is essential
for reducing stress. Think of it as
closing the door on work until the
next day. And, trust me, if you tell
your coworkers you’re only available
during work hours, they’ll adapt. Let
them wonder what you’re doing
after hours while you enjoy your
well-deserved free time—far away
from the inbox.

05



When you feel like your to-do list is
longer than a novel, remember that
delegation is your friend. Passing
tasks to colleagues (or asking for
help) can lighten your load and allow
you to focus on high-priority items.
Not only does this keep stress levels
manageable, but it also makes you 

Delegate tasks when possible

Those emails will still be there when
you’re done.

Focusing on one task during these
blocks lets you dive deep, knocking
it out with fewer distractions.
Afterward, you can check messages
or take a break guilt-free. This
intentional approach keeps stress
levels down by helping you
complete work without the constant
back-and-forth of messages and
distractions. Plus, there’s something
satisfying about telling your
coworkers, “Catch you after my
focus time!”

06

look like a team player. Just
remember, asking for help doesn’t
mean you’re not capable—it means
you’re smart enough to recognize
the limits of a single human.

Delegation is an art that reduces the
risk of burnout. Share
responsibilities, to keep your
workload realistic and avoid the
classic mistake of trying to do
everything alone. Remember, work-
life balance isn’t a solo mission; it’s
about smart teamwork, too. With
less on your plate, you’ll have more
energy to tackle what’s left without
feeling stretched thin.

07

Setting aside time for hobbies isn’t
just for fun—it’s essential for  mental
health and managing stress. Giving
yourself permission to enjoy activities
outside of work lets your brain
recharge and reminds you that life

Schedule personal time for
hobbies or relaxation



isn’t only about deadlines. Whether
it’s reading, gardening, cooking, or
simply zoning out with a favorite
show, these little escapes go a long
way in reducing stress.

When you make personal time a
priority, you’ll find yourself coming
back to work more refreshed. It’s
almost like a mini-vacation every
day, something your mind and body
genuinely need. And here’s a fun
thought: taking time for yourself
actually makes you more productive,
not less. Think of hobbies as your
secret weapon against burnout—
they’re enjoyable, they’re refreshing,
and they’re absolutely essential.
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reset, whether that’s going for a
walk, reading a book, or even just
people-watching. Treat this break as
a non-negotiable time to unwind—
your brain needs it, even if it’s just 30
minutes of you-time.

A lunch break without screens or
work emails also keeps you from
feeling drained by mid-afternoon.
Recharging during this time helps
maintain focus and energy for the
rest of the day. Plus, stepping away
from your desk sends a message to
your brain that it’s okay to pause,
which is crucial for a healthy work-
life balance. And on the contrary, if
you regularly work and eat at the
exact same spot at work (e.g. your
desk), may lead to the forming of a
psychological link known as context-
dependent conditioning. This means
your brain starts associating your
desk (or workspace) with both
eating and working, which can
disrupt your mental boundaries
between breaks and work. Over
time, this overlap can make it
difficult for your mind to fully switch
off from work, even during meals,
leading to increased stress and
reducing the effectiveness of breaks.
So now you know, why keep
stashing sweets in the bottom
drawer or why you keep looking for
food even when you are not hungry. 

When you eat and work in the same
place every day, your brain doesn't
get the clear cues it needs to relax, 

Here’s a wake up call for your:
Skipping lunch is a fast track to
stress and burnout! Using your
lunch break to do something non-
work-related gives you a mental  

Use lunch breaks for non-
work activities



It’s easy to get caught up in what
you didn’t finish, but taking a

Reflect on accomplishments
before ending the workday

10

making it harder to truly unwind  
during mealtime. This constant
"work mode" mindset can
contribute to mental fatigue, as your
brain never gets a true break. When
you physically separate your eating
and working spaces—say, taking
lunch in a break room or even
outside—you help create a clear
distinction that allows your mind to
reset, promoting relaxation and
reducing the risk of burnout.

So go ahead, take that lunch break
like it’s the best part of your day—it
just might be.

09

A planner or digital calendar is like a
trusty sidekick in the quest for work-
life balance. Scheduling your day, will
help you avoid the stress of last-
minute tasks piling up. Keeping track
of deadlines, meetings, and goals in
one place helps prevent the dreaded 

Use a planner for scheduling
and goal-setting

double-booking and ensures you’re
on top of both work and personal
time.

Goal-setting in a planner also lets
you see your progress, which can be
motivating and reduce stress.
Instead of feeling like you’re always
chasing tasks, you can mark off
completed items and give yourself
credit where it’s due. Think of each
checked-off item as a mini pat on the
back, and a step toward keeping
stress under control. 

We have some digital planner apps
for you to try out further below. Each
of them offers unique features to
help you balance your schedule,
minimize stress, and maintain clarity
in your daily life—without costing a
penny! It is worth checking them out.



moment to acknowledge what you
did accomplish can end the day on a
high note. Reflecting on your wins
(big or small) reminds you that you’re
making progress, even if there’s still
work left to do. This habit keeps
stress levels in check, as it shifts focus
from the never-ending to-do list to
what’s already been achieved.

Ending each day with a positive
reflection, will help you leave work
feeling more accomplished and less
overwhelmed. It’s a simple practice,
but it reinforces that you’re
managing work effectively, which
can boost your resilience and
combat burnout. So, when you wrap
up, don’t just power down your
computer; take a moment to pat
yourself on the back—it’s well-
deserved!
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is crucial for recharging and
preventing burnout! Vacations and
mental health days aren’t luxuries—
they’re necessities for maintaining a
healthy work-life balance. Time away
from work helps you decompress,
clear your mind, and return feeling
refreshed. Even if it’s just a day to
relax at home, taking time off can
provide a significant boost to mental
well-being.

An interesting psychological fact
related to taking time off for
vacations or mental health days is
something known as the "recovery
paradox." Research shows that
although many people feel too busy
or stressed to take time off, those
who do actually experience reduced
stress and improved productivity
upon returning to work. This paradox
occurs because, by stepping away
and fully disengaging, your body and
mind can recover from accumulated
stress, leading to a significant boost
in well-being and work performance
upon return. You need both physical
and mental detachment from work.
Physical detachment (like being out
of the office) isn’t enough; you also
need mental detachment, meaning
no checking emails or thinking about
work tasks. 

Remember, everyone needs a break
now and then. Time off allows you to
reconnect with yourself and your
loved ones. It’s a chance to put down
the to-do list and just enjoy life. Why
would you miss out on something
like that?

We already know you’ve heard it
before. But seriously, taking time off  

Take some time off



STEPS TO ESTABLISH 
WORK-LIFE BALANCE

Maintaining a healthy work-life balance is crucial for overall well-being. If we
have to summarize on achieving better work-life balance, we would go for
these five efficient steps:

Establish clear boundaries between work and
personal life. Define specific working hours and
commit to disconnecting from work-related
tasks outside those hours. 

Set boundaries1STEP

Prioritize self-care activities like regular exercise,
adequate sleep, and leisure time. Taking care of
physical and mental well-being is essential for
maintaining the energy and resilience needed to
balance work and personal life.

Prioritize self-care2STEP

Use effective time management techniques to
prioritize tasks and allocate time efficiently. This
includes creating to-do lists, setting realistic
goals, and using tools like calendars or
productivity apps to stay organized.

Manage time effectively3STEP

Recognize your limits and be willing to decline
additional commitments when your schedule is
full. Learning to say no to non-essential tasks or
responsibilities helps prevent overcommitment
and allows for better balance.

Learn to say “No”4STEP

Instead of strictly segregating work and personal
life, consider integrating them in a way that suits
your lifestyle. This might involve flexible work
arrangements, such as remote work, or finding
ways to incorporate personal activities into your
work routine.

Establish work-life integration5STEP



Google Calendar is a versatile, user-
friendly app that integrates well with
Gmail and other Google services.
You can easily set work and personal
events, create reminders, and share
your calendar with others. Its color-
coding feature is great for visualizing
different areas of your life, helping
you clearly separate work tasks from
personal plans. The app is accessible
on both web and mobile, making it
easy to stay on top of your schedule
wherever you are.

VISIT OFFICIAL WEBSITE

Microsoft Outlook Calendar is
included with an Outlook or
Microsoft 365 account and works
well for organizing work and
personal events in one place. It’s
ideal if your workplace already uses
Outlook for email, allowing seamless
integration of meetings and tasks.
The app also has a “Focus Time”
feature, perfect for blocking off
uninterrupted work time and
managing notifications for a stress-
free planning experience.

VISIT OFFICIAL WEBSITE

 DIGITAL CALENDAR AND
PLANNER APPS

Here are some popular free digital calendar and planner apps that can be
especially helpful for managing work-life balance:

https://calendar.google.com/
https://calendar.google.com/
https://outlook.live.com/calendar/
https://outlook.live.com/calendar/


Trello is a visual project
management tool that can be
adapted as a calendar planner
through its calendar view feature.
You can manage multiple aspects of
your schedule, track your progress,
and set deadlines,  by creating
separate boards for work and
personal life. Trello’s “Butler”
automation feature is especially
helpful for reducing repetitive tasks,
allowing more focused work.

VISIT OFFICIAL WEBSITE

TimeTree is designed specifically for
sharing calendars, making it a great
choice for coordinating with family,
friends, or even colleagues. It’s useful
for work-life balance as you can
create separate calendars for
different aspects of your life and
share them as needed. TimeTree
also allows for comments on events,
which can be handy for coordinating
group activities or family plans.

VISIT OFFICIAL WEBSITE

Notion is a highly customizable tool
that offers a range of templates for
calendars, task lists, and planners.
You can use it to create a personal
calendar or combine it with other
features like to-do lists and project
boards, making it a powerful all-in-
one tool for planning and
organization. Notion is great for
anyone who enjoys building a
custom workspace and blending
work-life organization

VISIT OFFICIAL WEBSITE

Any.do combines calendar, task
management, and to-do lists in one
app, allowing you to schedule events
and organize tasks all in the same
place. It has a simple interface with
drag-and-drop functionality, making
it easy to use and ideal for busy
schedules. Any.do also includes
reminders and allows you to create
recurring tasks, making it useful for
building daily habits for a balanced
routine.

VISIT OFFICIAL WEBSITE

https://trello.com/
https://trello.com/
https://timetreeapp.com/
https://timetreeapp.com/
https://www.notion.so/
https://www.notion.so/
https://www.any.do/
https://www.any.do/


PRACTICAL ACTIVITY #1

The objective of this activity is to get you started on monitoring and
maintaining a balanced approach to daily activities, promoting overall well-
being and work-life balance. For this activity, you will need a notebook or
digital device for recording, a pen or digital note-taking appliance. 

Pro tip: use the StressOut Mobile App to record your experiences. Follow the
instructions below to get started:

Setting up the tracker: Create a simple table or use a digital spreadsheet
to track your daily activities. Divide the table into columns for each hour of
the day, starting from the time you wake up until bedtime.

Identify key categories: Identify key categories or areas of your life that you
want to prioritize, such as work, exercise, family time, self-care, hobbies, etc.
Allocate a row or section in the table for each category.

Daily tracking: Throughout the day, record the time spent on various
activities in each category. Be honest and accurate in your tracking, noting
both work-related tasks and personal activities.

End-of-Day Reflection (5-10 minutes): At the end of each day, review your
tracker and reflect on your activities. Assess whether you achieved a 

DAILY BALANCE TRACKER



balance between work, personal, and leisure activities. Identify areas where you
may have overcommitted or neglected important aspects of your life.

Adjustment and planning (5 minutes): Based on your reflection, identify
adjustments or improvements you can make to achieve better balance the
next day. Consider reallocating time from less essential tasks to prioritize
activities that contribute to your overall well-being.

Continued tracking and evaluation: Continue using the daily balance
tracker each day to monitor your progress and make ongoing adjustments.
Regularly evaluate your habits and priorities to ensure you're maintaining a
healthy balance between work and personal life.



PRACTICAL ACTIVITY #2

This exercise combines physical
activity with mindfulness and thus
helps center your mind in the
present moment while providing
the benefits of light physical
exercise.

Find a quiet and peaceful place
for a walk.
As you walk, pay full attention to
each step, the sensation of your
feet touching the ground, and
the rhythm of your breath.
Engage your senses by noticing
the sights, sounds, and smells
around you.

Mindful Walking

like everything else in life, achieving work-life balance requires effort coming
from both your mind and body. Here are three exercises that encompass both:

Exercise for the body and mind



Both yoga and Tai Chi are mind-
body exercises that incorporate
gentle movements, deep breathing,
and mindfulness. These practices
not only promote flexibility,
strength, and balance but also
cultivate a sense of inner calm and
focus. 

You can follow guided sessions
online or attend classes to learn and
practice these exercises, adapting
them to your fitness level.

Yoga or Tai Chi

This mindfulness meditation
involves systematically focusing
attention on different parts of your
body and promotes body
awareness, relaxation, and mental
clarity.

Find a comfortable position,
either sitting or lying down. 
Close your eyes and bring your
awareness to each part of your
body, starting from your toes
and moving up to the top of
your head. 
Notice any sensations, tension,
or relaxation in each area. 

Body Scan Meditation



THE WHEEL OF LIFE

Meet the Wheel of Life is. It is a self-assessment tool that provides a visual
representation of various areas of one's life. It typically consists of categories or
segments, each representing a specific life dimension. Individuals rate their
satisfaction or fulfillment in each category by marking a point on the wheel,
and the resulting shape indicates the overall balance and well-being in their
life. Common categories include career, health, relationships, personal
development, and leisure. The goal is to identify areas that need attention and
create a more balanced and fulfilling life. 

The Wheel of Life is a powerful self-assessment tool often used for personal
growth and balance. Hence, we recommend that you start using it, but before
that have a look at the example below:

Family
15.4%

Health
13.8%

Love
13.8%

Fun
13.8%

Career
12.3%

Spirituality
12.3%

Money
10.8%

Friends
7.7%



EXPERIENTAL ACTIVITIES

In practice, particularly as an
employee, you can periodically check
in with your Wheel of Life, perhaps
monthly or quarterly, to track changes
and adjust your priorities accordingly.
Over time, you can see progress and
determine if your actions have helped
improve your work-life balance.

Print or open the tool online and get
started with identify areas for
improvement, and develop an action
plan for achieving a more balanced
and fulfilling lifestyle. You will need a
pen and paper or a digital device for
note-taking and a quiet space to allow
reflection.

Wheel of Life Reflection

GET STARTED BY:

1. Wheel of Life Assessment (10 minutes): Access the tool online or draw
your own wheel divided into categories relevant to you e.g. career, health,
relationships, personal development, leisure, etc. Rate your satisfaction or
fulfillment in each category by marking a point on the wheel, with 1 being
the least satisfied and 10 being the most satisfied.

2. Reflection and Analysis (10 minutes): Reflect on your assessment
results, considering areas where you feel satisfied and fulfilled, as well as
areas where you perceive imbalance or dissatisfaction.  Note any areas
where you would like to see improvement.

ACCESS THE TOOL ONLINE

DOWNLOAD A PRINT-READY FILE

https://wheeloflife.io/
https://learningcenter.unc.edu/wp-content/uploads/sites/330/2021/03/Wheel-of-Life.pdf


3. Identify Priorities (5 minutes): Determine your top priorities based on
the assessment results, focusing on areas where you feel imbalance or
dissatisfaction. Consider which aspects of your life are most important to
you and where you would like to invest more time and energy.

6. Action Planning (15 minutes): Create an action plan for improving
your work-life balance, outlining specific steps you can take to address
areas of imbalance. Set SMART goals (Specific, Measurable, Achievable,
Relevant, Time-bound) for each priority area and identify concrete actions
you can take to achieve them.

7. Commitment and Accountability (5 minutes): Commit to your goals
and hold yourself accountable for taking consistent action towards
achieving balance. Consider sharing your action plan with a trusted friend
or family member for added accountability and support.

8. Closing Reflection (5 minutes): Reflect on the importance of striving
for balance in all aspects of life and the positive impact it can have on
your overall well-being. Express gratitude for the opportunity to reflect on
your work-life balance and commit to making positive changes moving
forward. Set a specific time and reminder to revisit the Wheel of Life and
redo the tool to track your progress and make further progress in future.



Work-life balance is essential for maintaining
overall well-being by harmonizing
professional responsibilities with personal life
activities.

01

KEY TAKEAWAYS

Work-life balance can give you improved
mental and physical health, increased
productivity, strengthened relationships, and
enhanced job satisfaction.

02

Achieving work-life balance involves
prioritizing self-care, setting boundaries,
effective time management, and
integrating work and personal life in a way
that suits individual needs.

03

A disbalanced life, particularly marked by
an unhealthy work-life balance, can lead to
increased stress, burnout, strained
relationships, reduced productivity, and
impaired mental health. 

04

Neglecting self-care and overcommitting
to work can result in various health issues
and hinder personal growth and fulfillment.05



Prioritizing effectively contributes to stress
management and overall well-being by
reducing overwhelm, improving time
management, enhancing productivity, and
promoting work-life balance.

06

KEY TAKEAWAYS

Incorporating exercises that engage both
the body and mind,  promotes holistic well-
being by fostering relaxation, mindfulness,
and physical fitness.07
Learning to set boundaries, prioritize self-
care, manage time efficiently, and establish
work-life integration are essential steps to
achieving balance.08



ASSESSMENT

What is the essence of work-life
balance?

01.

Strictly prioritizing work
over personal life

A)

Integrating professional
and personal aspects for
overall well-being

B)

Focusing solely on
personal pursuits

C)

Neglecting professional
responsibilities for leisure
activities

D)

How does work-life balance
contribute to mental health?

02.

By increasing stress
levels and burnout

A)

By promoting a positive
mindset and reducing
stress

B)

By encouraging
overworking and
exhaustion

C)

By minimizing time for
relaxation and personal
activities

D)

What is a potential consequence
of a disbalanced life?

03.

Improved productivity
and job satisfaction

A)

Strengthened
relationships with family
and friends

B)

Decreased creativity and
innovation

C)

Enhanced physical
health and well-being

D)

How can individuals establish
work-life balance according to
the content?

04.

By neglecting self-care
and prioritizing work
tasks

A)

By setting boundaries,
prioritizing self-care, and
managing time
effectively

B)

By overcommitting to
non-essential tasks and
responsibilities

C)

By strictly segregating
work and personal life
without integration

D)



ASSESSMENT

Which exercise combines
physical activity with
mindfulness, promoting holistic
well-being?

05.

Mindful WalkingA)

WeightliftingB)

Marathon RunningC)

High-Intensity Interval
Training

D)



ASSESSMENT ANSWERS

1-B 4-B2-B 3-C 5-A



Do you constantly say yes to everyone, even when it
drains your energy? Do you hold back your opinions to
avoid conflict? If so, you might be struggling with weak
boundaries. In this video Dr. Tracey Marks explores 5
signs you need stronger boundaries and offers practical
tips on how to set them.

5 SIGNS YOU NEED STRONGER BOUNDARIES

WATCH ON YOUTUBE

 According to behavioral scientist and Harvard Business
School professor Ashley Whillans, "always-on" work
culture is not only ruining our personal well-being — but
our work, as well. She shares which bad habits are
stopping us from getting what we need out of our free
time and three practical steps for setting boundaries
that stick.

3 RULES FOR BETTER WORK-LIFE BALANCE

WATCH ON YOUTUBE

American business magnate and former president and
CEO of Amazon has a different view on work-life
balance. Watch the video to learn more about what his
experiences taught him about it.

WORK-LIFE BALANCE BY JEFF BEZOS

WATCH ON YOUTUBE

RESOURCE LIBRARY

Explore our resource library to discover more about work-related stress and
burnout, how the differ and how they are alike. It is crucial to understand more

about this in order to build proper responses to each later on.

https://youtu.be/JGswK4UPfoU?si=hyG3jbw5eVgmQfUR
https://youtu.be/4c_xYLwOx-g?si=dGL3zOhGoyWBfCqo
https://youtu.be/xfGbyW6fs5w?si=B26_AT83SGWO6RGz
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