STRENGTHS-BASED COACHING

Worksheet: Mastering Time Blocking to Boost Focus, Achieve Results, and Avoid
Burnout

Time blocking is a powerful method for structuring your day into clearly defined chunks. It
allows you to focus deeply, achieve better results, and maintain a healthy work-life balance.
Let's get started!

Step 1: Identify Your Priorities

List your top priorities for the week. What are the critical tasks or projects that must be
completed?
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Step 2: Allocate Time Blocks

For each priority above, allocate specific time blocks in your calendar. Aim for blocks
between 60-90 minutes for deep focus.

Priority Task Day(s) Time Block




Step 3: Schedule Breaks

Plan short, refreshing breaks between your time blocks to maintain high productivity and
avoid burnout.

e Morning break time:
e Lunch break time:

e Afternoon break time:

Step 4: Minimise Distractions
Identify common distractions and plan how you'll manage them during your time blocks.

e Distraction 1:

o Solution:

e Distraction 2:

o Solution:

Step 5: Reflect & Adjust

At the end of each day, reflect on what worked and what didn’t. Adjust your schedule as
needed.

e What went well today?

o

e \What needs improvement?

O

e Changes for tomorrow:




Bonus Tips:

e Consistency is key: Try to stick to your schedule regularly to build strong habits.
e Flexibility matters: Allow yourself some flexibility to handle unexpected tasks.

e Celebrate your progress: Acknowledge your accomplishments daily to stay
motivated.

Happy Time Blocking! «”
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