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Agenda

What “Balance” Means to You
Prioritization In Today’s Environment
Combatting Loneliness
Self-Care Strategies
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Fill in the Blank

I wish I had more time for ________

Presenter
Presentation Notes
Ask the class to answer this question.  Then explain – this is not the best way to think about work life balance.  “Wishing” for my time will never make it happen.  Instead of thinking this way, we need to talk about prioritization, not wishes.  More on that later.
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Constant vs. Variable

Time is a constant
› There are 24 hours in a day, 168 hours 

in a week and 8,736 hours in a year 

Tasks are variable
› Things that fill our time are controllable 
› Tasks should be managed

Presenter
Presentation Notes
No matter how much you wish for more time, it will never come.  Time is a constant.  You can change where you are spending your time, but you can never add more time to the day.
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Three Questions to Find Balance

1. Where am I currently spending my time?
2. Where do I want to be spending my time?
3. Do I prioritize all of the things on list number 1 higher than 

all of the things on list number 2?

Presenter
Presentation Notes
These are the 3 questions to ask yourself.  The first one is the most important.  If you are like most people, you do not know where you are spending all of your time.  Some of it is anaccounted for.  The first step to better balance is to do an inventory – keep track for a whole week of where all 168 hours went.  Only after you do that can you ask yourself question 2 and 3.  Question 3 is 
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Prioritization

Think about a recent day that felt utterly chaotic… 
what happened on that day?

• Had you overscheduled yourself?

• Underestimated how long something would 
take?

• Did you do some things that, now that you look 
back on it, didn’t really have to be done that 
day?

Prioritization is about making sure you control the 
day instead of letting the day control you!

Presenter
Presentation Notes
PrioritizationThink about a day when you felt completely overloaded and overwhelmed, with too much to do and way too little time to get it all done. At the end of the day, you were exhausted and frustrated, and you still hadn’t finished everything. What happened? It’s possible that an emergency erupted that day, even likelier, is the possibility that you failed to prioritize – allowing the day to control you instead of you controlling it. Had you overscheduled yourself?Had you underestimated how long something would take? At any point in the day did you do something that – now that you look back on it – didn’t really have to get done that day? In hindsight, the chances are that you can answer yes to at least one of the questions listed on this slide. A prioritization grid can help you control the chaos in these situations.The grid is centered around two factors -> 
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2 Prioritization Factors

Importance 
(rewards and consequences)

Urgency 
(time)

Presenter
Presentation Notes
2 Prioritization Factors Importance: this has to do with rewards and consequences. If you get this thing done, how great will the reward be or how dire will the consequences be? Remember, it’s not all equal.Urgency: this has to do with time. How much of a difference does it make if this thing gets done right now as opposed to some other time in the future?A prioritization grid helps you consider 2 factors when deciding how to approach the things making up the chaos in your day: importance and urgency.  ->
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Prioritization Grid

Urgency

low

high

Importancelow high

1

2

3

4

Presenter
Presentation Notes
Prioritization GridBefore you can use a priority grid to manage the chaos in your day, you have to be specific about what’s causing the chaos. So start by writing it all down – all of the tasks and activities making you feel overwhelmed. Now you can plot those tasks and activities on the grid. Let’s do this together (you create a list and I will too): Meal planningGrocery shoppingCleaningLaundryHome organization CookingFamily obligationsHousehold projectsPaying billsBudgetingReorganize closet (again)ExerciseSocializeWhere you place the tasks/stressors, is based on your value system. What are your priorities?It’s probably pretty clear that the things you should focus on first – the box labeled “1” on the grid – are the things with the highest importance and the highest urgency. These may be tasks such as preparing for the big presentation in 2 hours, taking the car to the shop because the engine is smoking, or delivering your rent check so that you don’t get evicted.  But what about the things that are not so clear?  As you look at the grid above, you may wonder why “High Importance, Low Urgency” is given a higher priority than “High Urgency, Low Importance,”  This illustrates a common mistake people make when managing their day – they focus on things that seem “urgent” at the expense of things that really matter.  For example, you know that it’s very important to get regular exercise, yet if you’re like a lot of people you may never get around to it because your day just becomes so busy. The phone rings off the hook, the email icon blinks constantly, and the football game everyone at the office will be talking about tomorrow is about to start. If your life feels overly chaotic, it may be that you’re spending too much time in Box 3, and not enough time in Box 2. Think about making a commitment to change that – to focus your time on the things that really matter to you most rather than the things with the “blinking light” telling you to do them “right now”.Let’s try an exercise ->
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Case Study: Julia
You call your friend Julia and start the conversation by asking, “How’s it going?” Here’s what 
she says in a frantic-sounding voice:

“It’s going terribly! My life is out of control. It started this morning when I couldn’t get the kids 
out of bed let alone have them come downstairs for breakfast before school starts. I finally get 
them set up for their Zoom meetings for school, and all of a sudden the internet goes out!  I 
have to get that fixed NOW for them and so I can start my own work day!!!!

To make matters worse, it’s my partner’s birthday this weekend. I promised to bake a cake and 
cook an elaborate meal, but there’s NO WAY I’m going to have time to do all of the shopping 
and prep work to get that done. 

Plus, tonight my daughter has some math homework – she can do it without my help, but I’m 
sure she’ll get some questions wrong and demand my help. Oh, and I got this phone bill that 
has an incorrect charge – it says I sent a text that didn’t really go through, and it cost 20¢. I 
guess that shouldn’t be such a big deal, but it’s the principle and I’m not paying! But every time 
I call to speak to customer service I get put on hold forever and have to hang up. I really need 
to get through to them already! 

Oh, and I haven’t exercised at all this week. I really need to start running again!

Presenter
Presentation Notes
Case Study: JuliaYou call your friend Julia and start the conversation by asking, “How’s it going?” Here’s what she says in a frantic-sounding voice:“It’s going terribly! My life is out of control. It started this morning when I couldn’t get the kids out of bed let alone have them come downstairs for breakfast. Then I’m driving to work and the Check Engine light comes on in the car- as if I have time to take the car into the shop today! I get to work and my boss asks me to work overtime – today of all days! I don’t have time to do it but I’m going after this big promotion and I’m sure working overtime would help a lot. The workday has been terrible too – I have meeting after meeting, and I keep getting interrupted with phone calls when I’m trying to get stuff done.  To make matters worse, I’m planning the family reunion this weekend – everyone’s flying in from out of town and they’re counting on me to cook a big dinner. I haven’t even cleaned the house, let alone shop for all the stuff I’ll need. Plus, tonight my daughter has some math homework – she can do it without my help, but I’m sure she’ll get some questions wrong.  Oh, and I got this phone bill that has an incorrect charge – it says I sent a text that didn’t really go through, and it cost 20¢. I guess that shouldn’t be such a big deal, but it’s the principle and I’m not paying! But every time I call to speak to customer service I get put on hold forever and have to hang up. I really need to get through to them already! Oh, and I haven’t exercised at all this week. I really need to get to the gym!” We’ve all had days that sound something like Julia’s – when life just feels like it’s out of control and there’s no way for you to get everything done. Again, the key in these situations is first to be specific – write down all of the things that are making you feel so chaotic. Then you can start to figure out where each of those things fits on the priority grid.   The things making Julia’s life feel so chaotic are:Make the kids breakfast in the morningTake the car into the shopWork overtimeAnswer the phone every time it ringsClean and cook for the family reunionHelp daughter with math homeworkGet in touch with the phone companyExercise Create a priority grid for Julia -> 
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How Should Julia Prioritize Her Day?

Urgency

low

high

Importancelow high

Place each of these 
items in the box you 
think is most 
appropriate:

• Make the kids 
breakfast 

• Troubleshoot the 
internet problem

• Shop and prep for 
the cake and 
elaborate dinner

• Help daughter with 
math homework

• Get in touch with 
the phone company

• Exercise

1

2

3

4

Presenter
Presentation Notes
How Should Julia Prioritize Her Day?How would you fill-in Julia’s prioritization grid? Hard to know for sure (don’t know ages and abilities of her children for example). �Box 1: Take car to shop, work overtimeBox 2: Clean and cook for family reunion, exerciseBox 3: Make kids breakfast in the morning (depending on age, may be able to make themselves), help daughter with math homework (again age dependent), answer the phone every time it ringsBox 4: Contact phone companyDifferent people will come up with different answers, which is exactly the point: no one can tell you what your priorities are; as they are determined by what you decide is most important and most urgent. The key to getting balance in your life, is to realize that you are in charge of making these personal and sometimes difficult decisions. Prioritization is about getting control of your day so that it does not control you!So remember -> 
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Loneliness Stats

According to research conducted PRIOR to the Covid-19 pandemic
• A majority of Americans report feelings of loneliness
• More than one in four say they rarely or never feel as though there are 

people who really understand them
• More than one out of three say they have no one they can turn to in 

time of need

Source: Loneliness Index Report—a survey of 20,000 adults in the U.S. conducted by Cigna in 
partnership with Ipsos.

Presenter
Presentation Notes
According to research conducted PRIOR to the 2020 Covid-19 pandemics suggests society was already on a trajectory of a loneliness epidemic. Rates of loneliness have doubled since the 1980sMore than a third of adults are chronically lonely, and 65% of people are seriously lonely some of the timeMore than one in four (27%)  say they rarely or never feel as though there are people who really understand themMore than one out of three (36%) say they have no one they can turn to in time of needMore than half of adults (53%) report a lack meaningful interactions during the daySome of this is due to modernization of society – living separate from the town you were born in, mobile society moving every few years for a different job. 
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Combatting Loneliness and Isolation

Time working remotely

All in person

High

Proactive effort 
to connect with 

people

Low

All remote
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Connecting

Pre-planned chats/ virtual lunch dates

Non-business matters first

Instant messaging

Breaks – leave the house! Smile and say hello to people

Other ideas?
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Self Care

Develop relaxation and 
decompression strategies

Be cautious about avoidance 
coping

Avoid unproven/unnecessary 
exposure to media

Maintain a routine as much as 
possible

Seek professional help as 
needed

Presenter
Presentation Notes
Be cautious about using avoidance coping after work such as alcohol or drugs to numb isolation or uncertainty about this work from home period. Because we are home now, we may be looking for a distraction or relief when we are bored. That means many of us go to social media or news more now. Avoid unnecessary exposure to media that my heighten uncertainty without providing additional information Maintain your normal routine after work as much as you can as it provides stability. If you normally work out after work, find an online workout video. If you normally go to networking events or happy hours, see about doing those virtually. If you normally go out to dinner, find a recipe to cook from home. Develop new routines which allow you to relax and decompress. If you need to take a "timeout," do it!Ask: What stress relief or relaxation strategies do you want to enact during this uncertain time? Incorporate deep breathing and relaxation time. Create a serene place where you can escape in your imagination or in reality. Find ways to relax. You can reduce stress through meditation, deep-breathing exercises, yoga, or whatever relaxation method works for you. Stretch!! Get out of your chair and do a few minutes of movement every hour.Exercise. Get enough rest. Take a break, especially if a weekend is approaching. Get something accomplished at home. Get the small projects out of the way. Accomplish short-term goals. You will feel better having done it. Maintain exercise and a good diet program. Take care of your physical health to help maintain your energy and emotional health. During difficult times, it's important to take extra care to eat a healthy diet, exercise regularly, and limit your alcohol and caffeine consumption. Stress management research tells us that healthy-living practices can make a big difference for individuals working through turbulent times.Sleep at least 7 hours a nightStay in communication with people you enjoy, people who will let you be sad, vent, and express your feelings. However, don't wallow in your misfortune or victimization; rather, as soon as you feel up to it, begin to make some effort to indicate the positives and opportunities that can come out of this loss. It will help those close to you to become more confident advocates on your behalf. Communicate with supportive peers and family. Share your thoughts with your spouse or partner and your family. Include your children in this process. It will ease their fears and they can learn from your example. Seek professional help as needed-						
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Thank You for Attending

Your single source for confidential support, expert 
information and valuable resources, when you 
need it the most. 

Available 24 hours a day, 7 days a week
844-824-3273

Online: guidanceresources.com 
UCIEAP3
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