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What is this Elusive 
Work Life Balance?

Wor k- l i fe  b a l a n c e  i s  th e  state  o f  ef fe c t i ve l y  
ma n a g i n g  wor k  ob l i gat i o n s ,  fa mi l y  
commi t me n t s ,  p e rson a l  i nte re st s ,  a n d  oth e r  
a sp e c t s  o f  l i fe  to  a c h i eve  a  se n se  o f  we l l -
b e i n g  a n d  avo i d  fe e l i n g  ove r wh e l me d  or  
b u r nt  ou t .

B u t  f i rst… … .
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LET’S TAKE A 
QUICK QUIZ



Rate Yourself

▶ 1 Never

▶ 2 Seldom

▶ 3 Sometimes

▶ 4 Often

▶ 5 Always
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Assessment Questions

I neglect taking time for myself (for recreation, re laxation, quiet 
t ime or sel f  care) in favor of ful f i l l ing work and family responsibi l i t ies.

I neglect /have di f f iculty gett ing an adequate quantity and quality                
of sleep, exercise, hydration and /or nutrition.

I feel  depressed, exhausted and /or overwhelmed when I think of 
a l l  I  have to do at home and /or work.

I feel gui lty that I am not meeting my responsibi l i t ies at home 
and /or work.

I feel  l ike a have l i tt le or no control over the demands 
placed on me at home and /or work.

I spend 50 hours or more a week at work.
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▶ 1 Never ▶ 2 Seldom ▶ 3 Sometimes ▶ 4 Often ▶ 5 Always



Results

24 – 30 

Burnout wait ing 
to happen...

14 or Less

Great!...keep i t  up.

15 – 23 

Gett ing caught in 
the thr i l l  of the 

chase... 
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WHAT IS 
WORK/LIFE 
BALANCE? 



Characteristics 
of a Healthy Balance

▶ Prioritizing   
Recognizing and 
priorit iz ing both personal 
and professional 
responsibi l it ies

▶ Time Management 
Effectively managing  
your t ime to meet 
personal and professional 
commitments

▶ Self Care                      
Managing t ime for 
act ivit ies that promote 
wel l-being and relaxation

▶ Flexibility 
Being able to adapt  
work schedules and 
responsibi l it ies that 
accommodate personal 
needs

▶ Communication         
Openly communicating 
work and personal  
needs with employers 
and family/fr iends.
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STEPS TO IMPROVE 
A BETTER BALANCE



Step 1: Set Your Priorities

This  i s  the corners tone of  ach iev ing a  harmonious work-l i fe  balance .  As  you a im to ass is t  others  and 
fu l f i l l  your  profess iona l  goa ls ,  master ing t ime management becomes cruc ia l .  I t ' s  about  more than 
just  manag ing your  ca lendar; i t ' s  a mindful  pract ice that  a l igns  your  da i ly  ac t iv i t ies  wi th  your  
deepest  va lues  and asp i rat ions .

I f  you  had  un l imi ted  t ime,  what  would  be  your  f i rst  pr ior i ty?  Th is  can  beg in  
the  p rocess  o f  l i s t ing.  What  wou ld  be  your  second? Your  th i rd?  Jo t  down 5 .  

You s tar t  by  ident i fy ing the tasks  that  resonate most  wi th  your  goa ls ,  both  persona l  and 
profess iona l .  Th is  approach guarantees that  you ' re not  jus t  busy,  but  product ive. I t  invo lves  
recogniz ing the act iv i t ies  that  wi l l  have the most s ignif icant  impact on your  l i f e  and 
ded icat ing the r ight  amount of  t ime to them. Th is  method ensures  progress towards  your  
asp i rat ions,  br ing ing you c loser  to personal  fu l f i l lment and professional  success .

Prioritizing your Time

Effective Prioritization

Begin by Listing 5 Top Priorities
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Step 2: Setting Clear Boundaries

In  a  week ’ s  t ime,  t rack  how much t ime i s  spent  on  work  ( th ink  t rave l  t ime,  a t  the  o f f i ce ,  in  your  home o f f i ce ,  
conduc t ing work  ac t i v i t ies) .  Then  do  the  same fo r  f ami ly ,  f r i ends,  fun ,  re laxat ion,  hobb ies ,  househo ld  
chores/ma intenance.  You  s tar t  by  iden t i f y ing the  tasks  that  resonate  mos t  w i th  your  goa ls ,  bo th  persona l  and  
p ro fess iona l .  Th i s  approach guarantees  that  you ' re  no t  jus t  busy ,  bu t  p roduct ive . I t  invo lves  recogniz ing the  
ac t iv i t i es  that  w i l l  have  the  mos t s ign i f i cant  impact on  your  l i f e .  

Th i s  can  t rans form your  da i l y  g r ind in to  a  s t reaml ined rout ine ,  e f f ec t ive ly  boost ing your  
e f f i c i ency  and  harmoniz ing your work- l i fe  ba lance .  These  too ls  o f f e r  a  sanc tuary fo r  your  
tasks  and  schedu les ,  neat ly  o rgan iz ing them in  one  access ib le  p lace .  They  gent ly  nudge 
you  w i th reminders and not i f i cat ions ,  ensur ing you ' re  on  pace  to  meet  your  dead l ines .

As  you  exp lo re  ways  to  enhance  your  work- l i f e  ba lance,  cons ider  p r io r i t i z ing tasks  to  
iden t i f y  wh ich ones  you  can delegate .  Harness ing the  s t rengths  o f  your  team a l lows you  
to share  the  load ,  mak ing space  fo r  persona l  g rowth and  we l l -be ing.  Embrac ing external  
resources ,  l i ke  mea l  de l i ve ry/p ick  up  o r  ch i ldcare ,  can  a l so  o f fe r  you  the  b reath ing room 
you  need  to  th r ive  in  bo th  persona l  and  p ro fess iona l  spheres .

Consider One Week

Delegating

Util ize Productivity Apps



Step 3: Take Care of Your Well-being

Regu lar ly  rev iewing  your  day  or  week  he lps  ident i f y  what ' s  work ing  and  what ' s  not .  
I t ' s  a  moment  to  acknowledge  the miss teps  in  not ded icat ing  enough t ime to  e i ther  
aspect  o f  your  l i fe ,  thereby  dev is ing a  p lan  to  rec t i f y  th is  imba lance .  Using ins ights  
from past  mistakes to  improve  how you organ ize  and  pr io r i t i ze  tasks  ensures  that  
bo th your  persona l  and  p ro fess iona l  respons ib i l i t i es  rece ive  the  a t tent ion they deserve .

Learn to  Say  No :  Overcommit t ing  is  a  common p i t fa l l .  Recogn iz ing th is  a l lows you to  unders tand the 
importance  o f  set t ing boundar ies .  Say ing no to  add i t iona l  respons ib i l i t ie s  when your  p late  i s  fu l l  i s  
essent ia l  fo r  reduc ing s t ress  and prevent ing burnout .  Take breaks throughout the day :  Prev ious ly  
sk ipp ing  breaks  may have  led  to decreased  product iv i ty  and  increased  s t ress .  Incorporat ing  short  
b reaks  enab les  you  to  recharge,  u l t imate ly  enhanc ing your  e f f i c i ency  and  we l l -be ing.

Engag ing  in regular  phys ica l  act iv i t ies i sn ' t  jus t  about  s tay ing  f i t ;  i t ' s  a  v i ta l  booster  fo r  your  
p roduct iv i ty .  I t  c lears  your  mind ,  a l lowing you to  return to  your  tasks  w i th  renewed focus  and  
energy .  S imi lar l y ,  ensur ing  you  get adequate s leep each  n ight  i s  foundat iona l  to  your  dec i s ion-
mak ing,  prob lem-so lv ing ab i l i t i es ,  and  overa l l  e f f ec t i veness .  A balanced diet fur ther  supports  
your  body ' s  needs ,  fue l ing  your  day- to-day ac t iv i t i es  and  long- term goa ls .

Set Aside Time for Ref lection

Self Care Activities

More Boundaries



CODEPENDENT 
AT WORK



Typical Codependent Encounters in the Workplace

Instead of  focusing on do ing the ir  work ,  they can 
be rea l ly distracting to other employees and 
t ry ing to  share the ir  fee l ings of  anxie ty or  
t ranslat ing that  anxie ty onto other employees 
making them anxious.

▶ Employee Omits Doing Their Work

So i t ’s  not  unusual  for  codependent  employees to  
reach out  to  o ther co-workers in an attempt to cope 
with the overwhelming feel ings of  anxie ty,  and 
that  can be very d is rupt ive to  a l l  par t ies invo lved 
and qui te cost ly to organizations i f  you th ink about  
i t  f rom a product iv i ty s tandpoint .  

▶ Employee Initiates Off ice Disruption

Codependents a lso of ten fee l  taken 
advantage of ,  and so a codependent 
employee may feel  shame, fear,  pain,          
or  anger ,  and these fee l ings are of ten 
magni f ied because of  that  high empathy 
leve l .  

▶ Employee Feels Taken Advantage of

The need for  approval  and the high 
tendency to have one’s feel ings hurt .  

▶ Employee’s Need for Approval
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Detaching

▶ Knowing it’s Not Your Problem

▶ Abil ity to Release Control

▶ Keeping a Healthy Distance

▶ Stopping Attempts to Make Others Happy

No longer making someone’s prob lem your  own.
▶ Stopping Manipulative Behaviors

▶ Refusing to Rescue or ‘Fix’ Others

▶ Refusing to Put Other ’s Needs Before Your Own

▶ Breaking Unhealthy Cycles

▶ Letting Go

Stopping manipulat ive behaviors such as  t ry ing to  
control  o ther people’s  emotions or  outcomes of  a  
s i tuat ion.

Refusing to  rescue people and f ighting the urge to 
“f ix” si tuations for  them.

Refusing to  priori t ize  people to  your  own det r iment .

Break ing cyc les and decid ing what  is  best  for  you  -  even 
i f  o ther  people would prefer  you re turn to  s ta tus quo.

Let t ing people exper ience consequences for  their  
behavior .

Releasing the desire to control  and no longer 
ac t ing on i t .

Maybe keeping a heal thy d is tance f rom someone          
who is  in  ac t ive addict ion and no longer enabl ing    
their  behavior  by g iv ing money or  t ime to  them. 
Loving them f rom a d is tance.

Releasing yoursel f  of  the responsibi l i ty to  make 
others happy.

▶ Holding Space for You
Holding emotional  space for  yoursel f  ins tead of  
jus t  for  o ther people.

▶ Dealing With ‘What is’
Rel inquishing the overal l  i l lusion of  control  over  
people and s i tuat ions -  deal ing wi th  what  is ,  r ight  now,  
ins tead of  t ry ing to  ant ic ipate what  wi l l  be i f  such and 
such happens.



WORK LIFE 
BALANCE WHEEL



Life Balanced Wheel

Business / Career

Finances 

Health

Family & 
FriendsRomance

Personal 
Development

Fun & 
Recreation

Contribution    
to Society



How Does it Work?

Step 1: Pinpoint Your Life Domains
Begin by identifying the various facets of your life that collectively contribute to your overall well-being. These aspects often 
encompass career progression, familial bonds, physical health, financial stability, personal development, and more. Ensuring that 
these domains represent all areas significant to you is essential, as this will provide a comprehensive view of your life.

Step 2: Gauge Your Satisfaction Levels
Once you've outlined your life's critical domains, evaluate your current level of satisfaction in each area. Apply a numerical rating 
from 1 to 10, where 1 symbolizes minimal satisfaction, and 10 represents maximum contentment. This exercise provides a visual 
representation of your life balance, highlighting areas that are thriving and those that need attention.

Step 3: Contemplate and Strategize
With your satisfaction scores, take some time to reflect on the results. Which areas are flourishing? Which ones require immediate 
attention? Use this reflection to pinpoint the sectors where you want to improve. Subsequently, devise action plans tailored to each 
domain to instigate the necessary change.
Consider using the printable Life Balance Wheel as a concrete starting point. This flexibility allows you to adapt the tool to suit your 
unique life circumstances and preferences, ensuring a truly reflective and beneficial experience.
Remember, the Life Balance Wheel isn't just a one-time exercise; it's a continual process of self-evaluation and growth. Regularly 
revisiting your wheel will help track your progress and make necessary adjustments, fostering a balanced and fulfilling life.

The Life Balance Wheel is straightforward in its application yet profoundly impactful in its results. 
The process entails three fundamental steps:



Mindful Moment Strategies

▶ Tip 1                                             
Morning and Evening Routines

▶ Tip  2                                             
Practice Doing Nothing

▶ Tip 3                                               
Prepare for Transitions 

Mindfulness improves focus and concentration, 
which supports efficiency at work, and also deepens 
compassion and connection, which allows you to 
fully engage in personal time. 



Resources

Work Life Balance Wheel

Li fe Balance Wheel Sel f-Assessment

Work/Life Balance Assessment

Work-Li fe Balance Quiz & Worksheet

Practicing Mindfulness
Mindfulness | Being Present in the Moment  

https://www.carepatron.com/templates/life-balance-wheels
https://theproductivityexperts.com/wp-content/uploads/2016/11/Work-Life-balance-quiz-and-tips-worksheet.pdf
https://www.mindfulleader.org/blog/27650-tips-to-balance-your-work-life-with


THANK YOU

info@cottonwoodcreekwellness.com

719-445-6744

cottonwoodcreekwellness.com

Woodmen Office
3280 E. Woodmen Rd. Suite #200
Colo Spgs, CO 80920 

Downtown Office
219 W. Colorado Ave. Suite #212
Colo Spgs, CO 80903 
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