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Getting
Started

Finding ways to be happy at work not
only brings you greater productivity
and greater job satisfaction, but will

help you achieve greater overall
mental, emotional, and physical health.



Workshop

Objectives

Discuss how planning ahead
cultivates workplace happiness

Create a nightly routine and daily
plan

Understand how the workspace
environment impacts happiness

Think more positively
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Happiness is not something ready-made. It comes through
~your own actions.

The Dalai Lama



MODULE TWO

Plan Ahead for Happiness

Finding ways to be happier at work can lead to better
mental health, and can improve your productivity and
overall work performance.




Have a Nightly Routine

Your routine will vary depending on what you
need each day, what your workday looks like,
and what the needs of your family are.




Get at Least
8 Hours of
Sleep

Go to bed and wake
up at the same time
every day

Have a nightly routine

that prepares you for
bed

Put away the
electronic devices!




Wake Up Early for
Some “Me” Time

e Pray or meditate
e Linger over your coffee, tea, or breakfast

e Spend time stroking your pet




Give Yourself
Time to Arrive
at Work Early

Giving yourself that
cushion can also give you
much-needed wiggle
room in your commute to
account for the
unexpected.




= Have a Nightly Routine

= Get at Least 8 Hours of Sleep

= Wake Up Early Enough for Some
[llustration 4 “Me” Time

= Give Yourself Time to Arrive at
Work Early
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Module Two: Review Questions

1. Which of the following is not considered a benefit of

implementing a nightly routine?




Module Two: Review Questions

2. Other than work, where do most of us spend the most

time?




Module Two: Review Questions

3. How many hours of sleep should you get per night?




Module Two: Review Questions

4. All but which of the following help promote restful sleep?




Module Two: Review Questions

5. Which of the following is not a benefit of waking up

early?




Module Two: Review Questions

6. Which of the following is a good use of your “me” time in

the morning?




Module Two: Review Questions

7. How early should you plan to arrive at work?




Module Two: Review Questions

8. How can planning to arrive earlier promote a better

workday?




Module Two: Review Questions

9. Nothing gets your day off to a bad start like




Module Two: Review Questions

10. What does planning ahead help increase?
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MODULE THREE

Plan Your Day

Taking a few minutes to plan your day can help alleviate
stress and promote happiness at work.




Arrive 10-15 Minutes
Early

When you arrive early, you have time to think
about your day and make a plan, rather than

having to immediately start with tasks and
meetings.




Check for
Action Items

It sounds like common
sense, but the most
important thing you can
do to plan your day is to
check for action items.




Creating a To-Do List
for the Day

Once you’ve checked for action items, take a
few minutes to make a to-do list for the day.




Build in
Breaks

Even if you can’t get up
from your desk or out of
your office, taking a
quick 5-minute break
can leave you feeling
refreshed and
recharged.




Practical

lllustration

Arrive 10-15 Minutes Early
Check for Action ltems
Create a To-Do List for the Day

Build in Breaks



Module Three: Review Questions

1. What does arriving early allow for?




Module Three: Review Questions

2. Arriving early gives you time to do which of the following?




Module Three: Review Questions

3. Which of the following should you check for action items?




Module Three: Review Questions

4. \What is true of action items?
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Module Three: Review Questions

5. How can planning your day increase happiness at work?




Module Three: Review Questions

6. What is not a useful method of removing a mental block?




Module Three: Review Questions

7. Which is not true of a plan for your workday?




Module Three: Review Questions

8. Which of the following is not true of breaks?




Module Three: Review Questions

9. Taking a few minutes to plan your day can help




Module Three: Review Questions

10. When should you check your email?




2

~ Aristotle

il -
- :
<
S Ve -
K T
.
<
.
N ’



MODULE FOUR

Relate to Others

Instead of being a place where we are disconnected, work
can become another place where we connect with others.




Greet Your Colleagues

Something as simple as taking the time to greet
your colleagues when you come into the office
can make all the difference!




Smile! Fake
It If You
Have To!

Remember to smile!
Even when you don’t
feel like smiling, the act
of using your muscles to
smile releases happy
chemicals into your
brain.




Build Your Support
Team

A good support team is made up of people you
can turn to for advice, help, feedback, or just a
kind word.




Take Time
to Socialize

Take a few minutes to
chat with a colleague
when you refill your
coffee cup.




= Greet Your Colleagues

PraCticaI \Of_ = Smile! Fake It If You Have To!

"IUStratiOn & = Build Your Support Team

= Take Time to Socialize




Module Four: Review Questions

1. What should you take time to do every day?




Module Four: Review Questions

2. What does greeting your colleagues do?




Module Four: Review Questions

3. What should you do when you don’t feel like smiling?




Module Four: Review Questions

4. What does smiling do?
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Module Four: Review Questions

5. Who should be on your support team?




Module Four: Review Questions

6. How often should you check in with your support team?




Module Four: Review Questions

7. Which is NOT true of socializing with colleagues?




Module Four: Review Questions

8. You should take time to do which of the following when

socializing with colleagues?




Module Four: Review Questions

9. Even if we , it is important to take time

to relate to others in the workplace.




Module Four: Review Questions

10. When we have strong relationships with our coworkers,

we may even look forward to |
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MODULE FIVE

Go to Your Happy (Work) Space

There are many simple steps you can take to create a
workspace that promotes happiness.




Create a Workspace
That Makes You Happy

Every person’s needs are different, so don’t be
afraid to think about what makes you happy.




Clear the
Clutter

One of the easiest things
you can do to create a
happier workspace is
clear the clutter!




Bring in Personal
Touches

Given the amount of time you spend in your
workspace, taking the time to make it reflect
you and your personality is an investment in
your overall happiness.




Add Some
Green!

One of the easiest things
you can do to promote
happiness in your
workspace is to bring in
some green!

™ "



= Create a Workspace That Makes
You Happy

* Clear the Clutter
) AN
I"UStrat|0n = = Bring in Personal Touches

= Add Some Green!

Practical L
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Module Five: Review Questions

1. What should your workspace reflect?




Module Five: Review Questions

2. Personalizing your workspace does not require




Module Five: Review Questions

3. Things that are unloved and unused are called




Module Five: Review Questions

4. When clearing clutter, which items can you keep?




Module Five: Review Questions

5. What do personal touches in the workspace do?




Module Five: Review Questions

6. Which is NOT true of personal touches in your

workspace?




Module Five: Review Questions

7. Which color inspires happiness?
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Module Five: Review Questions

8. What do green plants increase?




Module Five: Review Questions

9. An uninspiring work space could be




Module Five: Review Questions

10. What types of personal items can make your work space

a happier place?







MODULE SIX

Accentuate the Positive

Making the small shift to accentuating the positive can go a
long way toward greater happiness at work.




Use a Daily Affirmation

One way to start your day off on a positive note,
and to focus on positivity throughout the day, is
to use a daily affirmation.




Surround
Yourself With
Positive People

When you put together
your support team,
choose people who have
a consistently positive
outlook.




Limit Your Negative
Interactions

Another way to keep yourself focused on the
positive at work is to limit your negative
interactions.




Build
Friendships

Building friendships at
work also helps keep you
focused on the positive.




= Use a Daily Affirmation

Practical <l = Surround Yourself With Positive

—Q - People
Ve

I"UStrat|0n = = Limit Your Negative Interactions

= Build Friendships




Module Six: Review Questions

1. Making which type of interactions will increase happiness

at work?




Module Six: Review Questions

2. What should you accentuate to create greater work

happiness?




Module Six: Review Questions

3. How often should you use an affirmation?




Module Six: Review Questions

4. Where can you find affirmations to use?




Module Six: Review Questions

5. What type of people should you surround yourself with

for greatest happiness?




Module Six: Review Questions

6. What should you do when encountering positive people?




Module Six: Review Questions

7. What often occurs when you interact with negative

people?




Module Six: Review Questions

8. Who should you choose to build friendships with?




Module Six: Review Questions

9. What can you use to help stay positive?
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Module Six: Review Questions

10. What technique can be used to be most positive?
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Happiness is when what you think, what you say, and what

you do are in harmony.

> - h Mahatma Ghandi
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MODULE SEVEN

Use Your Benefits

Taking full advantage of these benefits can help you be
happier, healthier, and more productive.




Use Your Vacation and
Paid Time Off!

Studies show that people who take time off
throughout the year are happier at work
because they have breaks to look forward to.



Gym or
Health Club
Memberships

Studies show that
exercise is one way to
increase serotonin, the
feel-good hormone.




Employee Assistance
Programs

Explore the benefits available through your EAP
and take advantage of those that can increase
your happiness and well-being.




Explore
Other
Benefits

Many of these benefits
can streamline otherwise
stressful activities like
banking.




= Use Your Vacation and Paid Time
Off!

" = Gym or Health Club Memberships
lllustration ‘. -

Practical L
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Employee Assistance Programs

= Explore Other Benefits




Module Seven: Review Questions

1. What is true of paid time off?
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Module Seven: Review Questions

2. Studies show that taking regular time off provides which

of the following?




Module Seven: Review Questions

3. Exercise increases




Module Seven: Review Questions

4. How can a gym membership or health club membership

increase workplace happiness?




Module Seven: Review Questions

5. Which is not true of EAPs?
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Module Seven: Review Questions

6. What does EAP stand for?




Module Seven: Review Questions

7. How can other benefits increase employee happiness?




Module Seven: Review Questions

8. Why should employees consult HR about benefits beyond

health insurance?




Module Seven: Review Questions

9. Why might a person avoid taking time off?




Module Seven: Review Questions

10. Time off is intended to be taken all at once.







MODULE EIGHT

Take Control of Your Career

Happiness

Seek out opportunities to improve your performance, take
on new responsibilities, or otherwise engage in work that is
rewarding and fulfilling.




Take Control of Your
Professional Development

Create a professional development plan for the
next year or even five years, for yourself, and
actively seek ways to implement it.




Seek
Frequent
Feedback

Being aware of what we
are doing well and what
we can improve helps us
as we set professional
goals.




Practice Professional
Courage

Directly and

productively Advocating for

addressing yourself and others
conflicts

Dealing directly

and proactively

with potential
problems




Seek Mentoring,
and Seek to
Mentor Others

Spending time with a
mentor and getting their
feedback can amp up
your professional growth.




Practical
lllustration
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Take Control of Your Professional
Development

Seek Frequent Feedback
Practice Professional Courage

Seek Mentoring, and Seek to
Mentor Others



Module Eight: Review Questions

1. How can you take control of your career happiness?




Module Eight: Review Questions

2. What should you be when taking control of your

professional development?




Module Eight: Review Questions

3. What is true of feedback?

| | |




Module Eight: Review Questions

4. How should you view feedback?

| | |




Module Eight: Review Questions

5. What takes professional courage?




Module Eight: Review Questions

6. What will not increase professional courage?




Module Eight: Review Questions

7. Seeking out a mentor is a way of




Module Eight: Review Questions

8. Seeking opportunities to mentor gives you a chance to do

which of the following?




Module Eight: Review Questions

9. How can you feel more fulfilled at work?




Module Eight: Review Questions

10. If we do not seek out our own professional growth, we

might
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MODULE NINE

Set Boundaries

Strong boundaries can also help alleviate conflicts and
other problems which can undermine everyone’s
happiness!




Learn to Say No

It can be hard to say no, especially to people
who we depend on in the workplace.




Learn to Say
Yes

Learning to say yes to
things we really want to
say yes to is as important
as learning to say no!




i  Protect Your Downtime

Let your team members and clients know that
you do not check email on the weekend, or that
you only check a set number of times.




Know
When to
Call It a Day

In this age of smart
phones and tablets, even
if we leave the office at
our regular time, work
can follow us home.




= Learn to Say No

Practical \Of_ = Learn to Say Yes

lllustration ‘= = Protect Your Downtime
= Know When to Call It a Day




Module Nine: Review Questions

1. What is a misconception about boundaries?




Module Nine: Review Questions

2. How should you set boundaries?




Module Nine: Review Questions

3. Not saying no when we want to can lead to




Module Nine: Review Questions

4. What keeps us from saying no?




Module Nine: Review Questions

5. We should feel free to say yes :

| | |




Module Nine: Review Questions

6. What keeps us from saying yes?




Module Nine: Review Questions

7. Downtime should be :

| | |




Module Nine: Review Questions

8. Which of the following poses a risk to downtime?




Module Nine: Review Questions

can be a major contributor to unhappiness

in the workplace.




Module Nine: Review Questions

10. By not setting efficient boundaries, we subject ourselves
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MODULE TEN

Practice Positivity

Taking the time to learn some basic skills for practicing
positivity is a worthwhile investment in your own
happiness.




Keep Your Interactions
Positive

Suggest a more

positive spin Simply end the
interaction politely




Practice
Gratitude

Taking the time to
practice gratitude helps
focus you on your
blessings and the positive
aspects of your day and
your life.




Address Conflict and
Misunderstandings Directly

Directly and positively addressing conflict and
misunderstandings prevents them from
festering into resentment and grudges.



Look for
the Silver
Lining

When we look for the
silver lining, it helps us
refocus on the good in a
situation rather than
fixating on the negative.




= Keep Your Interactions Positive

Practical \O, = Practice Gratitude

y = Address Conflict and
Misunderstandings Directly

lllustration 4

= Look for the Silver Lining




Module Ten: Review Questions

1. What should your interactions focus on?




Module Ten: Review Questions

2. What should be avoided when practicing positivity?




Module Ten: Review Questions

3. How often should you practice gratitude?




Module Ten: Review Questions

4. The items on your gratitude list may be




Module Ten: Review Questions

5. How should conflict be addressed?




Module Ten: Review Questions

6. What is not conducive to addressing conflict?




Module Ten: Review Questions

7. What should you assume in a conflict?




Module Ten: Review Questions

8. Which of the following is a potential silver lining to a

difficult situation?




Module Ten: Review Questions

9. How is positivity like a muscle?

| | |




Module Ten: Review Questions

10. It is important to become Pollyanna.




Happiness




MODULE ELEVEN

Choose to Be Happy

Ultimately, the most important thing we can do to promote
happiness at work is to choose to be happy!




Happiness is a Choice

Know that from moment to moment you can
choose to be happy or choose to be miserable!

,,

e r-rmm-':.:\
e

Y e
\‘.“"r‘{‘w, m’mﬁ%h ",



Choose
Your Stress
Response

Stressful situations will
always arise, but when
we choose a positive
response, we can emerge
from those situations
with our happiness intact!




Do One Thing Every Day
That You Love and Enjoy

mw YOga in the morning

ma Cup of your favorite tea

mw Engage in a rewarding hobby




Seek to Make
Positive
Changes

Seek to continuously

make positive changes in
your life and you will find
your happiness growing.




= Happiness is a Choice

= Choose Your Stress Response

Practical N
Q_

. = Do One Thing Every Day That You
/ ——
[llustration = Love and Enjoy

Seek to Make Positive Changes




Module Eleven: Review Questions

1. Happiness is fundamentally a (an) :

| | |




Module Eleven: Review Questions

2. What is the biggest step we can take towards happiness?




Module Eleven: Review Questions

3. The way we react to stress or unforeseen events is known




Module Eleven: Review Questions

4. Which of the following is a positive stress response?




Module Eleven: Review Questions

5. How often should you do something you love?




Module Eleven: Review Questions

6. Which is true of doing something you love and enjoy?




Module Eleven: Review Questions

7. Which is true of making positive changes?




Module Eleven: Review Questions

8. What should you do as you seek positive change?




Module Eleven: Review Questions

9. When we , we focus on the good in our

lives, including our work lives.




Module Eleven: Review Questions

10. One of the things that undermines happiness is




MODULE TWELVE

Wrapping Up

Although this workshop is coming to a close, we hope that
your journey to Increasing Your Happiness is just beginning.




Words From the Wise

it

Every gift from a friend is a
wish for your happiness.

- Richard Bach

Happiness depends more on
how life strikes you than on
what happens.

- Andy Rooney

Happiness is a direction, not
a place.

- Sydney J. Harris

People let their own hang-
ups become the obstacles
between them and personal
happiness.

- Lucinda Williams
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