Work-Life
Balance

GLOBAL COURSEWARE




L
P
O
L
—
)
()
O
=

Getting
Started

Work- life balance is essential to
combat stress, ensuring both individual
and company success.

The stress associated with unbalanced
lifestyles is costly.



= Explain the benefits of work life
balance

Workshop \O,_ = Recognize the signs of an

unbalanced life

Objectives 4 :

Create balance at work and at
home

= Manage stress
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MODULE TWO

Benefits of a Healthy Balance

Learning the basics of work-life balance will also increase
employee productivity, health, and morale.




Why It’s Important

Fulfillment

Greater Stronger
productivity B relationships




Increased
Productivity

e Take healthy breaks
e Take enjoyable breaks

e Take time off
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Improved Mental and
Physical Health

e Awareness: A balanced lifestyle increases
personal awareness, allow individuals to
identify potential health problems early.

e Lifestyle: A balanced lifestyle automatically
improves health. It encourages healthy

choices and helps develop the body and the
mind.




Increased
Morale

Work life balance is an
effective tool to increase
morale and improve
company culture.




= Why It’s Important

PraCticaI \O/ " |[ncreased Productivity
- YN * Improved Mental and Physical
lllustration = vt

" |ncreased Morale




Module Two: Review Questions

1. What is not a risk of not implementing work-life

management?




Module Two: Review Questions

2. What is not a benefit of work-life balance?




Module Two: Review Questions

3. What can internet breaks accomplish?




Module Two: Review Questions

4. How often should you take a mini break?




Module Two: Review Questions




Module Two: Review Questions

6. Work-life balance encourages a(n)




Module Two: Review Questions

7. What is the one factor that ranks higher than work life

balance for employees?




Module Two: Review Questions

8. Work-life balance will improve morale and




Module Two: Review Questions

9. Taking on too much/many will lead to

exhaustion and cause performance to suffer.




Module Two: Review Questions

10. What is one option for a healthy break from work?




Abdullah Ahmad Badawi
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MODULE THREE

Signs of an Imbalance

The signs of imbalance are unmistakable. We see people
suffering from poor health, burnout, and stress every day.




Health Risks




Absenteeism

Poor health increases
employee absenteeism
and thus is a costly
problem for employers.




Stress

e lethargy: The physiological impact of stress
can cause lethargy.

e Restlessness: Stress can make it difficult to
focus, causing hyperactivity and restlessness.

e Anxiety: Prolonged stress can cause anxiety
disorders.




Burnout

e Loss of interest

e Lack of emotion

e Loss of motivation




= Health Risks
Practical \Of_ = Absenteeism

lllustration ‘s = Stress

= Burnout




Module Three: Review Questions

1. What will add years to a person’s life?




Module Three: Review Questions

2. The risk of rises when time is not given to exercise

and eating well.




Module Three: Review Questions

3. What is a sick day?
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Module Three: Review Questions

4. What is a hidden cost?
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Module Three: Review Questions

5. What is often the result of burnout?




Module Three: Review Questions

6. What is the average cost of turnover?




Module Three: Review Questions




Module Three: Review Questions

8. What is more influential in causing obesity?




Module Three: Review Questions

9. Not taking the time to

can increase obesity.




Module Three: Review Questions

10. People under stress can find it difficult to
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surprising ot
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James Arthur Ray




MODULE FOUR

Employer Resources

Using the resources that employers have at their disposal to
change work conditions may seem counterproductive, but
they are effective.




Offer More Employee
Control

Flex time

Job sharing

Telecommuting




Ask
Employees for
Suggestions

e Make it simple
e Respond

e Thank

e Reward




Employee Assistance
l Program (EAP)

EAPs provide employees access to counseling
and other services. Without the aid of EAP
counselors, the effects of stress can spiral out of

control.



Reward
Your Staff

Employees who feel
appreciated are more
confident, and rewards
reinforce the behavior
you want to see
repeated.




= Offer More Employee Control

Practical <l = Ask Employees for Suggestions

. _/Q - » Employee Assistance Program
lllustration = (EAP)

= Reward Your Staff




Module Four: Review Questions
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Module Four: Review Questions

2. Employee control increases :
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Module Four: Review Questions

3. Why do most managers not seek out employee

suggestions?




Module Four: Review Questions

4. What should provide cues to your communication?




Module Four: Review Questions

5. What is the first thing you should do after receiving

employee suggestions?




Module Four: Review Questions

6. What types of services do EAPs typically provide?




Module Four: Review Questions

7. Appreciated employees are more




Module Four: Review Questions

8. What reinforces good behavior?




Module Four: Review Questions

9. How can an employer offer their employees more

control?




Module Four: Review Questions

10. When offering more control to employees, what

improves?




C 'nat we use worst.

William Penn




MODULE FIVE

Tips in Time Management

Most people complain that they do not have enough time.
The truth is, however, that most people do not know how
to manage time wisely.




The Urgent/Important
Matrix

[ . .
e Crisis W

* Problems
e Deadlines

~N
( e Opportunities

® Progress

e High Value

Urgent
and
Important

Important,

But Not

Urgent

Urgent,
But Not
Important

Not Urgent
and Not
Important

¢ Maintenance
* Routine Tasks

\ J




Learn to
Say No

You must learn to say
“no” kindly but firmly.
Do not allow people to
talk you into urgent
tasks.




Stay Flexible

Flexibility is an important skill.

Life cannot be predicted, and inflexible people
fall to pieces when change beyond their control

comes.




80/20 Rule

According to the 80 / 20
rule, 80 percent of our
success is the result of
only 20 percent of our
actions.




* The Urgent/Important Matrix

Practical \Of_ = Learn to Say No

lllustration 4 = Stay Flexible
= 80/20 Rule




Module Five: Review Questions

1. Important tasks are related to




Module Five: Review Questions

2. What distracts from our goals?




Module Five: Review Questions

3. What is proofing a letter?
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Module Five: Review Questions

4. How should you say no?




Module Five: Review Questions

5. When life is unexpected, you need :
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Module Five: Review Questions

6. What does flexibility accomplish?

| | |




Module Five: Review Questions

7. What is necessary for the 80/20 rule?




Module Five: Review Questions

8. What activities should you focus on?




Module Five: Review Questions

9. Most people complain that they do not have




Module Five: Review Questions

is/are crucial to an effective work-life

balance.




If you want to liv appy life, tie it to a goal, not peopl¢
thin




MODULE SIX

Goal Setting

In order to effectively manage time and live a balanced life,
you must be aware of your goals. It is important that you
have goals because they provide direction.




The Three Ps

1 Positive \‘ Personal \‘ Possible \




SMART
Goals

e Specific
e Measurable

e Attainable

e Relevant

e Timely




Visualization

e Choose a goal
e Relax
e Visualize

e Accept




Prioritizing
Your Goals

All goals need to be
prioritized, so you know
how to focus your energy.




= The Three Ps

_ SMART Goals
I"UStratiOn ‘'S = Visualization

" Prioritizing Your Goals

Practical N
Q_




Module Six: Review Questions

1. Goals should not be :
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Module Six: Review Questions

2. Goals should speak to you :
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Module Six: Review Questions

3. What aspect of a goal lets you know when you have been

successful?




Module Six: Review Questions

4. What makes the goal possible to achieve?




Module Six: Review Questions

5. Visualize goals in the :
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Module Six: Review Questions

6. How many goals should you visualize at once?




Module Six: Review Questions

7. A goal that does not meet values, is less likely

to be reached.




Module Six: Review Questions

8. Why should you prioritize your goals?




Module Six: Review Questions

9. What is an example of a goal?

| | |




Module Six: Review Questions

10. must be specific.




e must learn first to

Samuel Johnson




MODULE SEVEN

Optional Ways to Work

While it may not be possible to provide every option,
allowing for different work styles will improve company
culture and promote balance.




Telecommuting

mm Productivity

== |owers stress
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e Better attendance

inuity

e Cont

e Morale




Job Redesign
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Flex Time

Flex time does not alter
the number of hours
employees work, but it
does give them the
flexibility to choose when
they work.

WEDNESDAY

TUESDAY

THURSDAY




" Telecommuting

PraCticaI \O’_ = Job Sharing

lllustration g = Job Redesign

= Flex Time




Module Seven: Review Questions

1. How does telecommuting financially benefit companies?




Module Seven: Review Questions

2. Little communication can increase a sense of




Module Seven: Review Questions

3. What is a con of job sharing?




Module Seven: Review Questions

4. What is a pro of job sharing?
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Module Seven: Review Questions

5. What is the focus of redesign?




Module Seven: Review Questions

6. The description should be rewritten to remove




Module Seven: Review Questions

7. What changes with flex time?




Module Seven: Review Questions

8. What is a con of flex time?
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Module Seven: Review Questions

9. What is an optional way to work?




Module Seven: Review Questions

10. When telecommuting, many employees benefit from

losing morning commutes and distracting




eople who cannot find time for recreation are obliged sooner
or later to find time for illness.

John Wanamaker



MODULE EIGHT

At Work

Maintaining balance when at work can sometimes be
difficult. Fortunately, there are a few useful tips that will
help you regain your sense of balance while at work.




Leave Home Stress at
Home

Get up early
Take advantage of the commute
Communicate appropriately

Find outlets



Break Up
Large Tasks

Projects and deadlines
can be overwhelming. If
you have a large task
ahead of you, you might
be tempted to
procrastinate.




Delegate

e Choose tasks to delegate
e Choose people to help

e Give instructions




Set Accurate
Goals

Accurate goals decrease
stress. This involves
estimating the time that it
will take to complete
something.




= | eave Home Stress at Home

Practical \Of_ = Break up Large Tasks

lllustration /g " Delegate

= Set Accurate Goals




Module Eight: Review Questions

1. Who should you avoid venting to about home stress?




Module Eight: Review Questions

2. What should you focus on in the morning?




Module Eight: Review Questions

3. What are we tempted to do when overwhelmed?




Module Eight: Review Questions

4. What should you avoid doing when breaking up tasks?




Module Eight: Review Questions

5. What should be delegated?

| | |




Module Eight: Review Questions

6. What should you never do after delegating a task?




Module Eight: Review Questions

7. What is the first step to accurate goals?




Module Eight: Review Questions

8. Accurate goals are focused on




Module Eight: Review Questions

9. Maintaining when at work can sometimes be

difficult.




Module Eight: Review Questions

10. Becoming can create job related stress.




~

A man who suffers Mses before it is necessary, suffers
more than necessary.

1

Seneca



MODULE NINE

At Home

Home has stress of its own, and it seems like the stress
from work is constantly waiting to spill over into our home
lives.




Leave Work Stress at
Work

Bringing the stress of work home will ruin your
family life. Additionally, not being able to
separate from work will destroy your balance,
increasing your stress level.




Turn Your
Phone Off

Silencing the phone does
not count as
disconnecting. It does not
matter when you

disconnect, just that you
do.

b




Take Some “Me” Time

There is no set expense or time frame that you
have to follow when taking “me time.” It can be
as simple as taking a walk.




Maintain
Your
Boundaries

Boundaries are important
in every aspect of life.
Without them, people will
constantly pull our
attention away from what
Is important.




= | eave Work Stress at Work

Practical \Of_ = Turn Your Phone Off

I"UStratiOn ‘'S » Take Some “Me” Time

= Maintain Your Boundaries




Module Nine: Review Questions

1. What will help keep work stress out of the home on

particularly difficult days?




Module Nine: Review Questions

2. What is an inappropriate way to vent about work?




Module Nine: Review Questions

3. What is not accessible by cell phone?




Module Nine: Review Questions

4. What is the only way to disconnect?

| | |




Module Nine: Review Questions

5. What is true of “me time”?




Module Nine: Review Questions

6. What is not an example of “me time”?




Module Nine: Review Questions

7. Boundaries change with :

| | |




Module Nine: Review Questions

8. What is true of boundaries?




Module Nine: Review Questions

9. To have it is important to learn how to

effectively manage the stress.




Module Nine: Review Questions

is essential to a person’s health and well-

being.







MODULE TEN

Stress Management

It is impossible to experience work life balance without
stress management. Fortunately, stress management is not
too complicated; anyone can learn how to manage stress.




Exercise

e Choose an exercise you enjoy: You will not
repeat an activity that you hate doing.

e Start slowly: If you over do it, you will simply
become tired and discouraged.

e Schedule it: Exercise must be a priority or you
will never get to it.




Eating Well

Avoid sugar and
caffeine

Focus on nutrition

Eat frequently




Getting Enough Sleep

Relax Exercise

Have a
bedtime




Self-
Assessment

The results of the
assessment will reveal
any changes that you
need to make in order to
improve your stress
management.




" Exercise

Practical \Of_ = Eating Well

I"UStratiOn ‘S = Getting Enough Sleep

= Self-Assessment




Module Ten: Review Questions

1. What does exercise produce that fights stress?




Module Ten: Review Questions

2. Exercise must be to be effective?




Module Ten: Review Questions

3. What do people crave in times of stress?




Module Ten: Review Questions

4. \What is the drawback to caffeine?

| | |




Module Ten: Review Questions

5. How many hours of sleep should people get each night?




Module Ten: Review Questions

6. What is not an effect of sleep deprivation?




Module Ten: Review Questions

7. How do you determine how well you are managing

stress?




Module Ten: Review Questions

8. What will not need to change to improve stress

management?




Module Ten: Review Questions

is unavoidable.




Module Ten: Review Questions

10. Managing stress can be complicated, and not achievable

by everyone.




V' /7 |
| am free because | know that | alone am morally responsible

for everything | do.

bert A. Heinlein




MODULE ELEVEN

Working in a Home Office

Working in a home office and maintaining work-life balance
requires preparation and regular evaluation of your work
practices.




Setting Up a Home
Office

It is important to set up the home office
properly in the beginning. A poor work
environment will only harm productivity.




Setting
Boundaries

It is difficult to establish
boundaries in a home
office; people do not view
a home the same way
they see the work office.




Dealing with Distractions

Turn off
the
television

Limit
access




Make a
Schedule and
Stick to It

Most people find a
schedule that sets tasks
for each hour helpful, but
you may use any format
or time block you like.




= Setting Up a Home Office
Practical \Of_ = Setting Boundaries

I"UStratiOn ‘S = Dealing with Distractions
= Make a Schedule and Stick to It




Module Eleven: Review Questions

1. A home office should be




Module Eleven: Review Questions

2. Where should a home office be, ideally?




Module Eleven: Review Questions

3. You may base home office boundaries on




Module Eleven: Review Questions

4. What is true of home office boundaries?




Module Eleven: Review Questions

5. Avoid allowing in the office, to prevent

distractions?




Module Eleven: Review Questions

6. When should you surf the internet?




Module Eleven: Review Questions

make(s) the schedule when you work from home.




Module Eleven: Review Questions

8. Most people schedule tasks for each




Module Eleven: Review Questions

9. Working in a home office and maintaining work-life

balance requires




Module Eleven: Review Questions

10. Not creating a proper at-home work environment will




MODULE TWELVE

Wrapping Up

Although this workshop is coming to a close, we hope that
your journey to improve your Work-Life Balance skills is just
beginning.




Words From the Wise

It is balance; we need it. The
sad part is that some people
pay more attention to their
credit than they do to their
own balance in life!

- Catherine Pulsifer

Wisdom is your perspective
on life, your sense of
balance, your understanding
of how the various parts
and principles apply and
relate to each other.

- Steven R. Covey

Balance is not better time
management, but better
boundary management.
Balance means making
choices and enjoying those
choices.

- Betsy Jacobson
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