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1. Introduction 

1.1 Summary 

Life-Work Balance is a comprehensive module, focused on the intricate relationship between 
work and personal life for small business owners and solopreneurs. The module emphasizes 
the importance of integrating work and life harmoniously, rather than aiming for an equal 
distribution of time between the two. It acknowledges the unique challenges faced by small 
business owners, such as multitasking, stress, and the constant blending of professional and 
personal responsibilities. 

The module is structured into several key lessons: 

Lesson1. Understanding Life-Work Balance:  

Explores the concept of life-work balance, emphasizing well-being, flexibility, and the 
potential risks of imbalance. 

Lesson 2. Strategies for Managing Stress and Preventing Burnout:  

Offers insights and practical strategies to help small business owners manage stress and avoid 
burnout. 

Lesson 3. Setting Boundaries and Establishing Life-Work Integration:  

Discusses the importance of setting boundaries to support a healthy integration of work and 
personal life. 

Lesson 4. Time Management Techniques and Productivity Tools:  

Introduces techniques like the 12-week planning system to help manage time more 
effectively. 

Lesson 5. Building Resilience and Coping Skills:  

Focuses on strategies to build resilience and cope with challenges effectively. 

This module combines theoretical knowledge with practical exercises, offering a holistic 
approach to achieving a sustainable life-work balance. 
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1.2 Learning Outcomes 

The learning outcomes for the module are outlined under three categories: Theoretical 
Knowledge, Skills, and Competences. Here are the details based on the content of the 
document: 

Theoretical Knowledge: 

● Understanding the concept of life-work balance, especially how it applies to 
small business owners and solopreneurs. 

● Recognizing the importance of well-being and the risks associated with life-
work imbalance, such as stress, burnout, and health issues. 

● Learning about key time management techniques and productivity tools 
tailored for entrepreneurs. 

● Gaining insights into the importance of resilience, the impact of stress, and how 
building resilience can enhance overall well-being. 

● Exploring strategies for setting boundaries, managing stress, and preventing 
burnout. 

Skills: 

● Ability to apply time management techniques, such as the 12-week planning 
system, time blocking, and prioritization. 

● Skills in identifying and managing stressors, both in personal and professional 
life, and implementing strategies to mitigate them. 

● Developing effective boundary-setting practices to maintain life-work 
integration. 

● Enhancing problem-solving skills and improving resilience through 
assertiveness and coping strategies. 

● Practicing self-awareness and mindfulness to recognize early signs of burnout 
and take proactive steps. 

Competencies: 

● Integrating life and work in a way that supports both personal well-being and 
business success. 

● Building a proactive approach to maintaining a sustainable life-work balance. 
● Demonstrating resilience in the face of challenges and setbacks, utilizing 

appropriate coping mechanisms. 
● Cultivating the ability to manage workload effectively, including prioritizing 

tasks, delegating, and setting boundaries. 
● Implementing self-care routines and strategies to prevent burnout and 

maintain energy levels. 

These learning outcomes aim to equip small business owners and solopreneurs with the 
knowledge, skills, and competences needed to achieve and sustain life-work balance in their 
fast-paced lives 
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2. Lesson 1. Understanding Life-Work 

Balance 

2.1 Introduction to Life-Work Balance 

Life-work balance is the amount of time you spend working compared to the time you spend 
pursuing things outside of work, measured in hours, enjoyment, or mental energy.  It depends 
not only on how much time you spend physically at work but also on the energy, focus, and 
attention that work demands when you’re not in that office chair. 

This lesson explores the concept of life-work balance, emphasizing the importance of creating 
a synergy where work and life support each other. Life-Work balance is often misunderstood 
as an equal distribution of time between work and personal life. However, it’s more about 
being aware of your own personality landscape, triggers that drain you out of energy or give 
it back, and ability to integrate and manage both areas of life while maintaining a sense of 
well-being. Life-work balance emphasizes that life comes first, ensuring well-being and 
satisfaction. 

It can also refer to the level of flexibility we have. For instance, is it possible for you to integrate 
your work with your personal demands? Can you respond as needs arise? To what extent do 
work and personal priorities interfere with one another? 

Work-life integration—or the synergistic blending of our personal and professional 
responsibilities—has become an increasingly popular concept. Work is simply one aspect of 
our lives that needs to be considered alongside others: our home and family lives, our 
community, and our personal well-being. Rather than resembling a scale with two competing 
sides, work-life integration more resembles a Venn diagram of overlapping interests. 
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Image credit: https://www.coursera.org/gb/articles/work-life-balance 

Lesson objectives: 

- Understand the concept of life-work balance 
- Recognize the importance of well-being 
- Identify the risks of imbalance 
- Explore practical strategies for balance 
- Reflect on personal balance 

In this lesson we will explore the importance of life-work balance. This section highlights the 
critical impact that prioritizing well-being has on maintaining mental, emotional, and physical 
health. Following that, we shift our focus to what life-work balance looks like in practice. This 
portion addresses the fact that balance is a deeply personal concept, and everyone’s approach 
may look different. Then we will look at the current state of life-work balance, employee and 
employer perspectives on balance, drawing on statistics and studies that reflect the challenges 
and benefits of remote work and flexible schedules. To ensure personal reflection, the lesson 
includes a Life-Work Balance Quiz, designed to help participants assess their own balance 
across various areas, including personal activities, health, and workload. 

Lastly, we explore the components of a healthy life-work balance and will do a practical 
exercise to enhance self-awareness, identify areas of imbalance in your life as an entrepreneur 
and choose the area that you will start to work on. 

By following this structure, the lesson not only builds a theoretical understanding of life-work 
balance but also equips participants with practical strategies they can implement in their daily 
lives to maintain their well-being while running a successful business. 

https://www.coursera.org/gb/articles/work-life-balance
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2.2 The Importance of life-work balance 

Prioritizing well-being is essential for maintaining physical, mental, and emotional health. It 
leads to increased productivity, job satisfaction, and overall happiness. Neglecting well-being 
can result in stress, burnout, and health issues. People are the main resource and driving force 
for the small companies, that is why the topic of well-being is so crucial for the small business 
owner and the team. The same goes for solo-preneurs, as often it is extremely difficult to 
establish a good balance consciously, trying to cope with too many balls in the air at the same 
time. 

Studies have found that continuous working long hours can lead to serious health issues such 
as “impaired sleep, depression, heavy drinking, diabetes, impaired memory, and heart 
disease”. Unfortunately, as these conditions arise they can also exacerbate our work-life 
issues, leading to burnout and other negative repercussions. 

While employers and employees might associate long working hours with increased 
productivity, many researchers say otherwise. A 2014 study, for example, found that after 
workers hit a certain number of hours, their productivity began to decrease as the potential 
for mistakes and injuries increased. Achieving a healthy work-life balance can reduce stress 
and increase overall productivity. 

While we often think about this balance as something only for the team member, companies 
benefit from promoting a healthy balance, too. 

For one, employees with balance are more engaged, which studies suggest can improve the 
health of an organization. Companies with high levels of engagement improve operating 
income by 19.2% annually, on average. Also, it prevents your team from potential burnout. 
We know burnout can lead to various major health concerns, not to mention poor 
performance and creating a toxic work culture.  

Here are some reasons why it is important to achieve a good life-work balance. 

It impacts your mental health.  

Stress in the workplace is unavoidable, but if you are dedicating too much time to work and 
don’t have enough time to unwind, stress can become unmanageable, negatively affecting 
your mental health. And, if you are overwhelmed at work, you probably don’t have enough 
time to deal with your responsibilities at home, which only exacerbates the problem.   

Having flexible work options, an indicator of good life-work balance, results in employees 
reporting better mental health. In fact, those who don’t have flexibility are twice as likely to 
say that they have poor mental health.  

It impacts your physical health. 
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Apart from impacting mental health, the stress caused by a life-work imbalance can also lead 
to a variety of physical health issues. A CDC report on stress at work notes that demanding 
jobs can result in a host of problems, such as cardiovascular disease as well as musculoskeletal 
and psychological disorders. The report also notes that there is some evidence that work-
related stress might be a factor in ulcers, cancer and impaired immune function. 

A healthy life-work balance not only reduces stress, which can help prevent disease, but it also 
allows you to prioritize your health by making time to exercise and eat a healthy diet.  

It impacts your job performance. 

Mind Share Partners’ 2021 Mental Health at Work report noted that, due to stress and other 
work-related mental health issues, employees are only performing at around 72 percent of 
their full capacity. On top of that, they are missing around eight days of work a year because 
of mental health issues.  

A 2021 research study found that employer efforts to reduce stress and increase employee 
psychological well-being lead to higher performance. Since working overtime won’t make you 
more productive, it’s important to focus on how you work, not how many hours you spend. 
Working with your employer to find flexible arrangements that allow for a better work-life 
balance will help make you a more productive and more valuable employee.  

To put some numbers behind that, let’s look at the data: 

- 40% of people say a poor work-life balance “ruins” the time they spend with friends 
and family 

- As people work longer hours, their performance decreases and the risk of mistakes or 
injury can increase  

- Work risks associated with overwork increase significantly after 50 hours per week 
- Working more than 55 hours leads to a 35% risk of a stroke and a 17% higher risk of 

death from some heart diseases 
- Working more than 50 hours per week is linked to increased risks for anxiety and 

depression 
- An imbalance creates a significant risk of burnout, and these employees are 2.6 times 

more likely to be actively seeking a different job 
- The top self-reported issues with a work-life imbalance are loss or harm to family 

relationships (49%), loss of friendships (47%), and health issues (38%) 

2.3 What does life-work balance look like? 

The unique nature of each of our lives and our fluctuating responsibilities means that life-work 
balance and work-life integration look different for everyone. It's a constant negotiation about 
how—and where—you spend your time. In striving for greater balance, you get to determine 
your priorities, whether they're related to your work or personal life. The main idea is not to 
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have the perfect balance all the time, but to be able to manage your workload and activities 
in the unique way that works specifically for you. 

Some examples include: 

A stay-at-home parent who tackles work assignments while their newborn is napping. 

An accountant who consciously unplugs when on vacation. 

A new employee who dedicates extra time to tasks and responsibilities. 

A small business owner who establishes communications boundaries and won't 
respond to emails after 6 p.m. 

An employee who crafts the schedule to work only specific days to take care of elderly 
parents.  

A small company owner who chooses to work as a sprinter: extra hours for 3 weeks 
and intentionally less hours for 1 week monthly, to be able to push and focus, and then - 
recover. 

Solopreneur orders weekly meal kit delivery for the period of excessively high 
workload as a self-care measure to have a balanced diet in the times when he or she doesn’t 
have the opportunity to cook. 

2.4 The current state of life-work balance: January 2023 to 

August 2024 

Employee perspectives 

- Of people with a poor balance, 67% say some aspect of work or culture creates the 
imbalance 

- 33% say that personal perfectionism drives their work-life imbalance 
- 30% of people say they are performing the bare minimum at work due to an imbalance 
- 67% of people say work-life balance improved once they began working remotely 
- 48% of people would leave a job if it prevented them from enjoying their life 
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Company perspectives 

- Unscheduled sick days, often due to burnout and stress, cost companies $2,500 to 
$4,000 per employee per year 

- 89% of HR professionals saw an increase in retention after implementing flexible work 
- Employees under high stress or working more hours cost companies 50% more in 

health care costs 
- 41% offer wellness programs that employees feel improve work-life balance 
- Adding recognition and public support tools could reduce burnout among 31% of 

employees 
- 85% of businesses that provide work-life balance opportunities report being more 

productive. 
- Companies that offer a healthy work-life balance have 25% less turnover 
- 95% of human resources professionals blamed the loss of good employees on job 

burnout 

It is important for small companies to be aware of these numbers to build a healthy working 
culture and environment in their own enterprise from the very beginning in order to avoid 
extra costs in the future as the company develops. 

As a small business owner (or a solo-preneur), you are probably more than just the founder 
and CEO. You’re also head of sales, marketing and customer relations. It’s a big responsibility 
that doesn’t just click off when the clock strikes five. So, how can you handle the responsibility 
and still retain some semblance of a personal life? 
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2.5 Life-work balance quiz 

Let’s break “Life” down into three key areas. For each of the following, a simple YES or NO 
answer will help you to understand which area you should focus on to get to that level of life-
work balance that you crave. 

- Personal activities and leisure 

Some small business owners and solopreneurs find that relaxing on the sofa, reading a book 
or going out on the town helps them unwind, others believe that it is “nice to have” not “need 
to have” and never find time for it. However it is essential for personal wellbeing to 
incorporate these activities into your routine. Hobbies and leisure activities look different to 
everyone, so think about what makes you happy and relaxed. 

Ask yourself: Do you normally spend enough time doing the leisure activities you personally 
enjoy? 

Yes or No? 

- Fitness and health 

Sport and physical activity are great ways to detach your mind from work while providing your 
body with the much-needed movement and fresh air it needs.  

This can be particularly true if you are making the transition from an employee/non-employed 
to a business owner/solopreneur. Spending a little time on your health will help you maintain 
this drive for the long term. 

Ask yourself: Do you normally allocate as much time to your physical health as you would 
like? 

Yes or No? 

- Friendships and relationships 

We have people in our lives — friends, family and partners. Spending quality time with them 
and making memories is another essential aspect of achieving a good life-work balance. 

Ask yourself: Do you spend enough quality time with the important people in your life? 

Yes or No? 

- Workload 
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Lastly, It is important to have a realistic view on the quantity of your daily workload and tasks. 
Do you find it manageable or is it always too much on your plate leaving you not satisfied and 
anxious by the end of the day? 

Ask yourself: Do you often feel overwhelmed or stressed by your workload? 

Yes or No? 

If you answered “No” to one or more of the quiz questions, it will be a good idea to start taking 
steps towards a better life-work balance. It is important to mention that a great deal of the 
well-being concept lies in the “I am OK” feeling. If you find your routine far from ideal now - it 
is OK. The aim of this course is to provide motivation and tools to take the first steps to the 
life-work settings that will serve you as a small company owner or solopreneur better.  

In the next four lessons we will cover those steps in details and you will be able to implement 
it in your life. But before that, let’s have an overview of the main factors of healthy life-work 
settings. 

2.6 Components of healthy life-work balance 

1. Time Management and Prioritization 

Effective Scheduling: Implementing structured schedules and using time management tools 
can help entrepreneurs allocate time efficiently between work and personal life. Prioritizing 
tasks based on urgency and importance ensures that critical business activities are addressed 
without neglecting personal responsibilities. 

Time Blocking: Allocating specific blocks of time for work tasks, personal activities, and rest 
can prevent work from spilling into personal time. This technique also helps in maintaining 
focus during work hours and ensures that personal time is respected. 

2. Setting Boundaries 

Clear Life-Work Boundaries: Establishing clear boundaries between work and personal life is 
crucial. This includes setting specific working hours and communicating them to clients and 
stakeholders, as well as ensuring that personal time is free from work-related interruptions. 

Designated Workspaces: Having a dedicated workspace can help mentally separate work from 
home life, even if working from home. This can reduce the temptation to work during off-
hours and improve focus during work time. 

3. Delegation and Outsourcing 

Outsourcing Non-Core Tasks: Entrepreneurs often try to do everything themselves, which can 
lead to burnout. Outsourcing non-essential tasks, such as bookkeeping, social media 
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management, or administrative work, allows business owners to focus on their core 
competencies and free up time for personal activities. 

Leveraging Technology: Using automation tools for routine tasks can significantly reduce the 
workload. Tools for scheduling, customer relationship management, and financial 
management can help streamline operations, leaving more time for personal life. 

4. Self-Care and Well-being 

Physical and Mental Health: Regular exercise, adequate sleep, and mindfulness practices are 
essential for maintaining physical and mental health. Entrepreneurs should prioritize self-care 
to sustain long-term productivity and creativity. 

Regular Breaks: Incorporating regular breaks during work hours can prevent burnout and 
maintain energy levels. Short breaks during the day, as well as longer periods of time off, such 
as vacations, are crucial for recharging. 

5. Flexibility and Adaptability 

Flexible Work Hours: One of the advantages of being an entrepreneur is the ability to create 
flexible work hours. Adapting work schedules to fit personal life events can help achieve better 
work-life integration. 

Adaptability to Change: Being able to adapt to changing circumstances, whether in business 
or personal life, helps maintain a balance. This might involve adjusting work hours to 
accommodate family needs or shifting business strategies in response to market changes. 

6. Support Systems 

Building a Network: Having a strong support system, including family, friends, and fellow 
entrepreneurs, provides emotional and practical support. Networking with other business 
owners can also lead to valuable advice and shared experiences. 

Mentorship and Coaching: Seeking mentorship or business coaching can provide guidance, 
help solve problems, and offer perspective on maintaining a healthy balance between work 
and life. 

7. Mindset and Goal Alignment 

Aligning Personal and Business Goals: Ensuring that business goals are aligned with personal 
values and life goals can reduce conflict between work and personal life. This alignment makes 
it easier to make decisions that support both personal well-being and business success. 

Mindset of Balance: Cultivating a mindset that prioritizes balance is crucial. This involves 
recognizing the importance of personal time and actively working to prevent work from 
overwhelming personal life. 



      
 
  Project No. 2023-1-IT01-KA220-VET-000154571 
 

Funded by the European Union. Views and opinions expressed are however those of the author(s) only and 
do not necessarily reflect those of the European Union or the European Education and Culture Executive 
Agency (EACEA). Neither the European Union nor EACEA can be held responsible for them.                              

 

By incorporating these components, small business owners and solopreneurs can create a 
more sustainable and healthy integration between their work and personal lives. Achieving 
this balance not only improves personal well-being but also contributes to long-term business 
success. 

2.7 Practical Task: Reflective Journaling on Life-Work 

Balance 

Objective: 

To enhance self-awareness and identify areas of imbalance in your life as an entrepreneur, 
fostering improved well-being and work-life integration. 

Instructions: 

● Journaling Prompt 1: Reflect on the different aspects of your life — work, personal 
relationships, health, leisure, etc. Identify which areas feel unbalanced or neglected. 
Write about the specific factors contributing to this imbalance. Identify 1 core area 
that you will start to work with. What basic steps can you implement and put in your 
calendar to improve the way you feel.  

● Journaling Prompt 2: Consider how this imbalance is affecting your overall well-being. 
Are you experiencing stress, burnout, or dissatisfaction? Describe the physical, 
emotional, or mental impacts you're noticing. 

Outcome: 

By completing this exercise, you'll gain clearer insights into the areas of your life that need 
attention. This reflection will help you make more informed decisions to improve your life-
work balance and overall well-being. 

Attention check question 1: 

True or False: 

Long working hours always lead to higher productivity and better job performance. 

Answer: False 
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3. Lesson 2. Strategies for Managing Stress 

and Preventing Burnout 

3.1 Introduction 

Today managing stress and preventing burnout have become crucial for the success and well-
being of both employees and business owners, particularly in small enterprises. Unlike larger 
organizations, small businesses often face unique challenges such as limited resources, tight-
knit teams, and the constant pressure to grow and stay competitive. These factors can 
contribute to higher stress levels and an increased risk of burnout. 

This lesson is designed to address these challenges head-on by providing practical strategies 
and tools that are specifically tailored for small enterprises. Whether you are a business owner 
juggling multiple roles or an employee striving to meet demanding expectations, 
understanding how to effectively recognise, manage stress and prevent burnout is essential 
for maintaining a healthy work environment and ensuring long-term productivity. 

Through this lesson, you will learn to identify the common causes and symptoms of stress and 
burnout, and explore various techniques to manage stress effectively. Additionally, you will 
gain insights into strategies to manage stress and cope with it, prevent burnout and 
implement practices that promote well-being. By adopting these approaches for business 
owners and employees, small businesses can create a supportive and sustainable work culture 
that fosters growth, innovation, and employee satisfaction. 

Let's embark on this journey to enhance our understanding of stress management and 
burnout prevention, and equip ourselves with the tools to thrive in a small enterprise setting. 

Lesson Objectives: 

- Understand the causes and symptoms of stress and burnout, identify yours. 
- Learn effective stress management techniques. 
- Develop strategies to prevent burnout. 
- Implement practical tools to maintain well-being in a small enterprise or solopreneur 

setting. 

 

3.2 Understanding Stress and Burnout 

3.2.1 Definition of Stress: 
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Stress is a psychological and physiological response to external pressures or demands, often 
referred to as stressors. These stressors can be work-related, personal, or environmental. 
Stress typically manifests as feelings of anxiety, tension, and physical symptoms like 
headaches or increased heart rate. It’s a response that can be short-term or long-term, 
depending on the duration and intensity of the stressors. 

Characteristics: 

- Physical Symptoms: Increased heart rate, muscle tension, headaches, and digestive 
issues. 

- Emotional Symptoms: Anxiety, irritability, restlessness, and a sense of being 
overwhelmed. 

- Behavioral Symptoms: Difficulty concentrating, sleep disturbances, and changes in 
appetite. 

Nature of Stress: 

Stress is often temporary and can be motivating in small doses, pushing individuals to meet 
deadlines or overcome challenges. However, chronic stress can lead to more serious health 
issues if not managed effectively. 

 

3.2.2 Definition of Burnout: 

Burnout is a state of emotional, physical, and mental exhaustion caused by prolonged and 
excessive stress. It occurs when an individual feels overwhelmed, emotionally drained, and 
unable to meet constant demands. Unlike stress, which can be acute or short-term, burnout 
develops gradually over time and results in a deep sense of fatigue and detachment. 

Characteristics: 

- Emotional Exhaustion: A feeling of being drained and overwhelmed by work, leading 
to a lack of energy. 

- Depersonalization: A sense of detachment from work, leading to cynicism and a 
negative attitude towards job responsibilities. 

- Reduced Performance: Decreased effectiveness at work, often accompanied by 
feelings of incompetence and a lack of accomplishment. 

Nature of Burnout: 

Burnout is more severe than stress and usually results from unrelieved stress. It’s 
characterized by a sense of hopelessness and detachment from work and can lead to long-
term consequences like depression, anxiety disorders, and a significant decrease in job 
performance and satisfaction. 
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3.2.3 Common causes of stress and burnout for SMEs: 

Small company owners and solopreneurs often face unique pressures that can lead to high 
levels of stress and, if not managed, burnout. Here are some of the most common causes: 

1. Financial Pressure and Uncertainty 
2. Wearing multiple hats (management, marketing, product development) 
3. Pressure of responsibility 
4. Isolation and Lack of Support 
5. Perfectionism and Fear of Failure 
6. Unpredictability and Market Fluctuations 
7. Difficulty Delegating or Outsourcing 
8. Non-stop Decision-Making 
9. Lack of Downtime and Recovery 
10. 24/7 availability and blurred boundaries between work and personal life 

 

Self-reflection exercise: Stress Audit 

Understanding Stress Triggers: Stress is a natural response to challenges, but the 
constant pressure faced by entrepreneurs can make it chronic. Before you can manage stress 
effectively, you must identify what’s causing it. 

Instructions: 

Take a moment to reflect on the past week. Write down the top three situations or 
events that caused you stress (e.g., cash flow issues, difficult clients, deadlines). 

For each, note what triggered the stress and how you responded. 

Reflection Questions: 

How did the stress affect your performance or decision-making? 

What emotions did you experience during those stressful moments? 

This exercise helps you become more aware of your personal stressors and patterns, 
which is the first step toward managing them. 

 

3.2.4 Key Differences Between Stress and Burnout 

Duration and Development: 

- Stress can be acute or chronic but often fluctuates based on external pressures. 
- Burnout is a cumulative condition that develops over time due to sustained stress and 

lack of adequate recovery. 

Impact on Performance: 
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- Stress may temporarily increase performance by motivating action, but chronic stress 
eventually impairs it. 

- Burnout leads to a consistent decrease in performance, motivation, and job 
satisfaction. 

Emotional Experience: 

- Stress is often characterized by hyperactivity, anxiety, and a sense of urgency. 
- Burnout is characterized by emotional numbness, apathy, and a sense of helplessness. 

Physical and Emotional Exhaustion: 

- Stress typically involves physical tension and mental strain, but individuals may still 
feel a sense of hope. 

- Burnout involves profound emotional exhaustion, where individuals feel drained and 
hopeless. 

Conclusion 

While stress and burnout are closely linked, they are not the same. Stress is a response to 
immediate pressures and demands, whereas burnout is the result of chronic, unrelieved 
stress. Understanding the differences between the two is crucial for effective intervention and 
maintaining long-term well-being. 

 

3.3 Practical Stress Management Strategies 

It may seem like there’s nothing you can do about stress—no way to avoid it and no way to 
de-stress completely when it hits. The bills won’t stop coming, there will never be more hours 
in the day, and your work and family responsibilities will always be demanding. But the truth 
is, you have a lot more control over stress than you may think. In fact, the simple realization 
that you’re in control of your life is the foundation of stress management. 

Managing stress is all about taking charge of what you can control: of your thoughts, emotions, 
schedule, and the way you deal with problems. And admitting that there are areas that you 
cannot control - other people and the world around you.  

Stress management involves using various techniques and coping strategies to improve the 
way you react to stressful things in your life and build resilience. But it’s not one-size-fits-all. 
That’s why it’s important to experiment and find out what works best for you.  

Whether you’re looking to reduce your overall stress levels, avoid unnecessary stressors in 
your life, or deal with stress in the moment, the following stress management techniques and 
strategies can help. 

 

1. Identifying your circles of control 
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Accepting the idea that there are some things that we simply cannot control can be profoundly 
liberating. It can help us let go of anxiety and stress and focus on the things that we can 
actually change. 

 

 

 

Image credit: https://positivepsychology.com/circles-of-influence/ 

The first and smallest circle at the center is the circle of control, representing aspects of our 
life over which we have direct control. It is the sphere in which we can effect change.  

The circle of control symbolizes the areas where we can take meaningful action and make a 
positive difference. This area encompasses our inner lives: our thoughts, beliefs, emotions, 
interpretations, and judgments of external events. We should try to focus most of our 
attention, energy, and resources on this region. 

The second, slightly larger circle is the circle of influence, representing the intersection of 
factors within our immediate control and those that fall outside of our area of control. 

This is, quite literally, a gray zone. We may or may not have the power to expand our influence 
into this region to create change. We can certainly try.  

It is wise to spend some of our energy in that sphere, bearing in mind that we can control our 
efforts in this sphere, but not necessarily outcomes. 

The third and largest, outermost circle in the diagram represents the circle of concern. This 
circle encompasses a broader range of external factors, challenges, and circumstances that 
we may care about but which are clearly beyond our control. This circle includes the economy, 

https://positivepsychology.com/circles-of-influence/
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climate, and weather, but also most of the actions, reactions, behaviors, and feelings of other 
people. Ryan Holiday (2016, p. xi) puts it succinctly: “We cannot control the world around us, 
but we can control our reactions to it.” 

There are excellent reasons for applying this model in our own life. For example, Luthans et 
al. (2008, p. 132) established that “individuals who focus on the circle of control are more 
likely to be resilient in the face of stress and adversity.” 

Practical exercise: Identify your circles of control 

This exercise will help you identify the circles of control towards your top 3 stressors. It will 
contribute to gaining mental clarity in stressful situations.  Instead of feeling overwhelmed by 
every aspect of a challenging situation, you will be able to focus your energy on the things that 
are actionable. This helps reduce mental clutter and brings focus to areas where you can 
actually make a difference. 

Stress often arises from trying to control things that are out of one’s hands. By clearly 
identifying what is beyond their control, small business owners can let go of unrealistic 
expectations. This leads to a sense of relief, helping them accept uncertainty and reduce 
anxiety about situations that they cannot change or influence. 

1. Take your top 1 stressor (from the previous exercise) and think of the latest situation 
when you experienced it. Write down what happened.  

2. Assess this situation from the perspective of 3 areas of control. Write down things you 
can actually control in such a situation: your thoughts, beliefs, emotions, 
interpretations, judgments and actions. Write down things you can influence. And 
lastly, write down things that are out of your control. 

Example Table: 

Stressor Things I Control Things I 
Can 
Influence 

Things Out 
of My 
Control 

Client 
complaints 
about delays 

My response, my 
communication 

Client 
expectatio
ns 

Global 
supply 
chain issues 

 

3. Reflect on how it makes you feel when you have a clear picture of what you can and 
cannot control: 

How does this perspective shift change how you approach your stressor? 

How can you use this framework to reduce unnecessary stress? 
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4. Do the same with 2 other stressors. 

Very often we want to control a lot of things and in our mind we believe that we can. The 
reality proves the opposite. The stronger our expectation is that we are in control of the things 
(that we are actually not) - the more stress we feel in our life. The more instructions we have 
towards ourselves, others and this world - the more painful it is to encounter the 
unpredictable reality. 

Focusing on what is within our control—like thoughts, actions, beliefs, and responses—gives 
us as business owners a sense of empowerment. Rather than feeling helpless in difficult 
situations, we can recognize our agency to make proactive changes within our control, leading 
to a stronger sense of confidence and resilience. 

The rule of thumb would be: Change the things you can change and accept the things you 
cannot change.  

2. Mindfulness for Stress Reduction 

Adding a mindfulness-based practice to your daily routine will help you manage stress and 
reduce cortisol levels.  

“Mindfulness is paying attention, on purpose, in the present moment and non- 
judgmentally.” 

The non-judgmental aspect of paying attention to the present moment is very important. Our 
goal is to allow our experience, our emotions, and our thoughts to simply be. That means we 
acknowledge and witness without trying to fix, react, cope, or medicate what is happening in 
the moment. How often do we feel guilty for what we’re feeling? Or grow anxious about our 
own thoughts? Awareness infused with judgement is not mindfulness. 

Nonjudgmental moment-to-moment awareness of our experience is truly healing and 
empowering. When we can encounter the moment, pleasant or unpleasant, with an open 
sense of curiosity, this will be our paradigm shift. 

Mindfulness-based stress reduction is a strategy that involves becoming more self-aware of 
stress-provoking thoughts, accepting them without judgment or resistance, and allowing 
yourself to process them. 

Training yourself to be aware of your thoughts, breathing, heart rate, and other signs of 
tension helps you recognize stress when it begins. The substantial and significant link between 
mindfulness and stress reduction is centered within the mind-body connection. 

When you experience stress, the body produces hormones such as cortisol. Physiological 
responses to stress have been crafted by our evolution as a species. In prehistoric times, when 
a person encountered a life-threatening situation such as being attacked by an animal, the 
body needed to handle the emergency immediately. To do so, the body’s physical energy is 
redirected in ways that help us fight, flee, or freeze in response to any danger, which is why 
this reaction has come to be known as the fight, flight, or freeze response.  
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Life is different now, and while most of us seldom face immediate, life-threatening dangers 
such as an attacking animal, we do face a multitude of daily stressors, and the body doesn’t 
always know the difference. As a result, the fight, flight, or freeze response can arise due to 
being stuck in traffic, feeling overwhelmed at work, or worrying about finances or health. How 
we respond has less to do with the actual event than how we make meaning of the event 
(Siegel 2001). If your brain perceives danger even when there isn’t an imminent physical threat 
and this automatic reaction occurs repeatedly and remains unchecked, your level of stress can 
build over time.  

When cortisol continue to surge through your body, you can go into a kind of hyper adrenaline 
overdrive. Your health will suffer, as this condition takes energy away from the immune 
system and other important physiological systems, leaving them less able to perform their 
functions.  

Once the brain decides that you’re out of danger, it activates systems that rebalance the body. 
The key to a mindful approach to stress involves activating a self-engagement system that 
likely involves attuning to the self and creating an inner sense of love without fear, which 
may be at the heart of the relaxation state.  

Stress Reaction and Stress Response  

What if you could become mindful of your stress reactions and learn to respond to them in a 
more constructive and harmonious way?  

When you become aware of the stress in your life and how it affects your body and mind, you 
can begin to develop skills to bring greater balance to your life and how you respond to stress. 
In Full Catastrophe Living (2013), Jon Kabat-Zinn makes an important distinction between a 
stress reaction and a stress response. Stress reactions are generally fuelled by unconscious 
habitual patterns, often learned from past challenges and experiences.  

These patterns include dysfunctional coping techniques such as smoking, relaxing by drinking 
alcohol, workaholism, and general busyness and in the long run often lead to mental and 
physical breakdown. A mindful stress response, on the other hand, involves acknowledging 
emotions rather than burying them and developing tools for working with them.  

As you learn to respond to stress mindfully, you can gradually begin to break the old default 
patterns of unawareness associated with stress reactions, opening the door to new ways of 
working with stress and transforming it.  

Awareness is like bringing a light to the darkness of mindless reactions. Once you can see them 
more clearly, you can choose to respond more skilfully. One of the many benefits of 
mindfulness is that it allows you to be with a wide range of experiences, including difficult 
internal states such as agitation and fear. Because it brings clarity and awareness to all internal 
experiences, it can play a strategic role in balancing your emotional state.  

An everyday example of how awareness can decrease stress is the common experience of 
getting stuck in traffic. Because it’s easy to be unaware of the impact stress has on the body 
and mind, you may not have noticed tension throughout your body, rapid or irregular 
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breathing, or that you’re gripping the steering wheel so tightly that your knuckles are turning 
white. It’s even less likely that you’ll notice other, more hidden impacts of anxiety and 
irritation, such as elevated heart rate, blood pressure, or body temperature. However, once 
you become aware of your physical tension, you’ve returned to the present moment and can 
release your death grip on the steering wheel. And once you see that you’re breathing rapidly 
and irregularly, you can stabilize your breath by breathing mindfully, which will gradually 
regulate other internal symptoms of stress, including heart rate and blood pressure. Because 
mindfulness allows you to see your experience clearly, it can help you become more aware of 
how stress affects you. Then you can choose a more skillful response. In this way, you can 
become a more active participant in your health and well-being and experience any moment, 
no matter how difficult or intense, with more balance and peace. 

Practical Exercise: Mindful Check-In 

This short, powerful practice allows you to recognize how you’re feeling physically, mentally, 
and emotionally and will help you recenter yourself in the present moment. We recommend 
that you incorporate this practice into your daily life, using it as often as you like during the 
day. You can do it either lying down or sitting up, but if you lie down and find yourself falling 
asleep, try a more upright posture. You can practice this meditation as you go after you get 
familiar with the process and practise it several times. 

We suggest practicing with your eyes closed, since the main point of focus is your inner 
experience of your mind and body; however, you may keep them partially open if you prefer. 
Bring your full, undivided attention to this practice as you listen to the Mindful Check-in 
recording.  

Take a few moments to be still. Congratulate yourself for taking this time for meditation 
practice. Begin this mindful check-in by feeling into your body and mind and simply allowing 
any waves of thought, emotion, or physical sensation to just be. Perhaps this is the first break 
you’ve taken amidst a busy day. As you begin to enter the world of being rather than doing, 
you may notice the trajectory of the feelings that you’ve been carrying within yourself. There 
is no need to judge, analyze, or figure things out. Just allow yourself to be in the here and now, 
amidst everything that is present in this moment. Spend about three minutes simply checking 
in with yourself in this way.  

As you come to the end of this mindful check-in, again congratulate yourself for doing this 
practice and directly contributing to your health and well-being. As soon as you finish your 
first practice of the mindful check-in, take a moment to write about any thoughts, feelings, 
and sensations you noticed while doing it. 

Practical Exercise: 5-minute Mindful Breathing 

As a beautiful old wisdom saying advises, “An ounce of practice is better than tons of 
theories.” Before we begin, we have one final bit of advice: With any of these practices, the 
deepest healing occurs when you come to terms with the way things are. This might mean 
simply noticing and acknowledging stress or anxiety rather than falling into old patterns of 

https://drive.google.com/file/d/1z5Y2AmhJH2VYvsf4FvoyMjPOEx9x_99U/view?usp=sharing
https://drive.google.com/file/d/1z5Y2AmhJH2VYvsf4FvoyMjPOEx9x_99U/view?usp=sharing
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running away from it. You may discover that by embracing your fear you find your heart. Do 
this practice in a relaxing environment without distractions.  

You can do it either lying down or sitting up, but if you lie down and find yourself falling asleep, 
try a more upright posture. Bring your full, undivided attention to this practice as you listen to 
5-min. Mindful Breathing Meditation. 

You can practise anytime throughout the day, combining this practice with the mindful check-
in if you like.  

Pro Tip: Practise mindful breathing for 5 minutes before important meetings or stressful tasks 
to clear your mind and improve focus. 

Take a few moments to be still. Congratulate yourself for taking some time for meditation 
practice. Bring your awareness to your breath wherever you feel it most prominently in your 
body. It may be at the nose, neck, chest, belly, or somewhere else. As you breathe in normally 
and naturally, be aware of breathing in, and as you breathe out, be aware of breathing out. 
Simply maintain this awareness of the breath, breathing in and breathing out. There is no need 
to visualise, count, or figure out the breath; just be mindful of breathing in and out. Without 
judgement, just watch the breath ebb and flow like waves in the sea. There’s no place to go 
and nothing else to do, just be in the here and now, noticing the breath—just living life one 
inhalation and one exhalation at a time. 

After the practice: take some time to write about whatever came up for you mentally, 
emotionally, and physically when doing this practice for the first time. 

Informal Practice: Weaving Mindfulness Throughout Your Day  

From the moment you wake up to the moment you lay your head on the pillow at the end of 
your day, you have the opportunity to engage in mindfulness as a way of life. However, if 
you’re like most people, as soon as you awaken, the mind is already busy compiling to-do lists 
and thinking about how you’ll accomplish everything. When you’re at work, you may find 
yourself thinking about your next task rather than what’s before you, or just wishing the 
workday was over. A feeling of being rushed or overwhelmed may follow you into your 
household tasks, relationships, and even recreation, so that no matter what you’re doing, part 
of your mind is thinking about other things you need to do or rehashing what has occurred. 
By choosing to become mindful throughout the day, you can bring greater focus and 
appreciation to whatever situation you find yourself in. You’ll also feel more calm and at 
peace. As you continue to grow in mindfulness, you’ll see the potential for informal practice 
in any situation.  

Here are some suggestions for informal ways to weave mindfulness into your day:  

● As you open your eyes in the morning, instead of jumping out of bed and maybe 
checking your phone, take a few moments to do a mindful check-in. By starting the day 
with greater present moment awareness, you’ll set the stage for more calm and 
equanimity during challenging moments.  

https://drive.google.com/file/d/17P7vgYLMFfqN92fyNHuLmWswlL0FGC2_/view?usp=sharing
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● As you shower, notice if your mind is already thinking, planning, and rehearsing for the 
day ahead. When you become aware of this, gently bring your mind back to the 
moment: smelling the soap, feeling the sensation of the water on your body, and 
listening to its sound.  

● If you live with others, try taking a few moments to listen and connect with them 
mindfully before you head out for the day.  

● As you approach your car, walk more slowly, check in with your body, and notice any 
tension. Try to soften it before you begin your drive.  

● When you drive, find opportunities to try driving a little slower. Use red lights as a 
reminder to notice your breathing.  

● Walking is something we tend to do on autopilot. As you walk to your office or to run 
errands, walk differently. For example, you might walk more slowly, or you could 
breathe in for three steps, then breathe out for three steps. Notice the sensations of 
walking—in your feet and throughout your body.  

● When doing tasks at work, block out time to focus on a group of similar tasks. For 
example, block out time just for planning and don’t attend to other tasks during that 
time. If you can, turn off your email and social messaging during times when you’re 
focusing on other tasks.  

● If possible, maybe once a week, have a meal by yourself in silence, eating slightly 
slower than you usually do and tuning in to flavors and textures as you eat. 

● Throughout the day, do mindful check-ins from time to time. You can schedule them 
on your calendar, or you can link them to certain activities, such as prior to checking 
your email or before you drive in rush hour traffic.  

● It’s counterproductive to rush home to relax, so try driving home mindfully and slightly 
slower. Feel your hands on the steering wheel, and mindfully take in each moment. 
You could turn off the radio and reflect on what you did that day. What was positive, 
and what would you like to do better?  

● Another possibility is to intentionally plan how you would like to be when you get 
home, perhaps putting mindful listening on the agenda.  

● When you get home, do a mindful check-in before you walk in the door, noticing if 
your body is tense. If it is, try to soften those muscles by breathing into them with 
awareness and just letting them be.  

● As you integrate informal practice into your daily life, reflect on your experiences. 
What did you do? What did you notice about yourself before and after the practice? 
How did you act or react to others? What are you learning from informal practice? If 
you like, write about this in your journal. 

 

Other mindful meditations that will help you to manage stressful situations and nurture your 
well-being: 

 15-min. Mindful Breathing 

Body Scan Meditation 

https://drive.google.com/file/d/1avd5EmGFUI3gSEAQ4Y4Eu7WAWH4U28sh/view?usp=sharing
https://drive.google.com/file/d/13McYjbrgWgRGTW7uBmqZ4aBI5WKZhwRm/view?usp=sharing
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Mindful Walking 

Sleep Challenges 

Meditation for Anxiety and Stress 

*meditations by Bob Stahl and Elisha Goldstein 

3. CBT-Based Strategies 

Cognitive Behavioral Therapy (CBT) focuses on identifying and changing negative thought 
patterns that contribute to stress. For entrepreneurs, this approach is highly effective, as 
much of your stress comes from cognitive distortions like catastrophizing or black-and-white 
thinking. 

 

Practical Exercise: Challenging Negative Thoughts  

Instructions: 

Think about a stressful situation, such as a failed client deal. 

Write down the negative thoughts you had (e.g., “I’m a failure,” “This will ruin my business”). 

Challenge these thoughts by asking: 

- Is this thought based on facts or assumptions? 
- What evidence do I have to support or refute this thought? 
- What’s a more balanced way of thinking about this? 

Example: 

Thought: “I’m a failure because I lost this client.” 

Challenge: “I’ve lost one client, but I’ve successfully retained many others. One loss doesn’t 
define my success.” 

This exercise helps you shift from catastrophic thinking to more rational, balanced 
perspectives, reducing emotional stress. 

 

Practical Exercise: Action Planning 

Behavioral Activation encourages engaging in positive, value-driven activities even when you 
feel stressed or overwhelmed. For entrepreneurs, this means continuing productive tasks 
even when anxiety or stress makes you want to procrastinate. 

Instructions: 

List three tasks you've been avoiding because of stress or overwhelm (e.g., responding to 
emails, updating your business plan). 

https://drive.google.com/file/d/1DvieRK0D9P7NgXk5ZHMJkJO7YxVuH0zX/view?usp=sharing
https://drive.google.com/file/d/1XgdxROqGbu1kxXNB7EJ8W3LmZdBlFxkS/view?usp=sharing
https://drive.google.com/file/d/1dqgYtnnlW9ARAkIOFBnDpmy_qDEKrTij/view?usp=sharing
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Break each task down into smaller, manageable steps. 

Schedule the first small step for today and commit to completing it. 

Example: 

Task: Update my website. 

Step 1: Write a rough outline for new content (10 minutes). 

Step 2: Review existing website structure (15 minutes). 

Completing small steps builds momentum, reduces overwhelm, and boosts your sense of 
accomplishment. 

4. Relaxation Techniques for Immediate Stress Relief 

Progressive Muscle Relaxation (PMR) 

This relaxation technique helps reduce physical tension, which often accompanies stress. It 
involves tensing and then relaxing each muscle group in your body. 

Practical Exercise: Progressive Muscle Relaxation 

Instructions: 

Find a quiet place and sit or lie down comfortably. 

Starting with your feet, tense the muscles for 5 seconds, then slowly release. 

Move upward, tensing and releasing each muscle group (legs, stomach, arms, shoulders, neck, 
face). 

Focus on the sensation of relaxation after releasing the tension. 

Benefits: 

- Reduces physical symptoms of stress such as muscle tightness and headaches. 
- Helps calm the mind, promoting better focus. 

Pro Tip:  

Use PMR at the end of your workday to transition from work mode to relaxation. 

Watch this video and use the guided practice for your convenience. 

 

Practical Exercise: The 4-7-8 Breathing Technique 

This technique can quickly calm your nervous system, making it ideal for stressful moments 
like pitching to investors or dealing with urgent client issues. 

Instructions: 

https://www.youtube.com/watch?v=IZub-H2G4d4
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Inhale quietly through your nose for 4 seconds. 

Hold your breath for 7 seconds. 

Exhale completely through your mouth for 8 seconds. 

Repeat the cycle 4 times. 

Benefits: 

- Promotes deep relaxation. 
- Can lower your heart rate and reduce anxiety in minutes. 

 

5. Creating a Personal Stress Management Plan 

Now that you've learned various techniques, it's time to create a personalized plan to manage 
stress in your daily life. 

Practical Exercise: Personal Stress Management Plan 

Instructions: 

List your top three stressors (from the Stress Audit in Section 1). 

Choose one technique from each category (CBT, mindfulness, behavioral activation, relaxation) 
that resonates with you. 

Create a daily or weekly routine incorporating these techniques. 

Example: 

- Stressor: Overwhelmed by administrative tasks. 
- CBT: Challenge negative thoughts around being “bad at admin.” 
- Mindfulness: Practice 5 minutes of mindful breathing before starting work. 
- Behavioural Activation: Break admin tasks into 10-minute chunks, start with 

emails. 
- Relaxation: Use PMR at the end of the day to unwind. 

By integrating these strategies into your routine, you'll be better equipped to handle stress 
proactively and prevent burnout. 

Conclusion 

As a small business owner or entrepreneur, stress is inevitable, but it doesn’t have to 
overwhelm you. By identifying your stressors and using a mix of CBT, mindfulness, and 
relaxation techniques, you can manage your stress effectively. Remember, consistency is 
key—these techniques will be most beneficial when practiced regularly. 

Take a proactive approach to your mental health by integrating these tools into your daily life, 
allowing you to maintain resilience, stay productive, and keep your business thriving. 
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3.4 Strategies to Prevent Burnout  

VIDEO 15 minutes a day to prevent burnout 

1. Identifying Early Warning Signs of Burnout 

Burnout rarely happens overnight. Learning to identify early signs can help entrepreneurs take 
preventive measures. 

Practical Exercise: Burnout Self-Assessment 

Instructions: 

Write down your current energy levels, both physical and mental. 

Reflect on your emotional state over the past few weeks. Have you felt more irritable, 
impatient, or disengaged? 

List any physical symptoms of stress you’ve been experiencing (e.g., headaches, fatigue, sleep 
disturbances). 

On a scale of 1 to 10, how close do you feel to burnout? 

Goal: Increase self-awareness to recognize when you’re approaching burnout and take 
proactive steps to intervene. 

 

2. Workload Management to Prevent Burnout 

Small business owners often try to do everything themselves, leading to overload. Preventing 
burnout requires learning to prioritize, delegate, and set realistic goals. 

Practical Strategies: 

 

● Prioritization: Focus on High-Impact Tasks 

Apply the Eisenhower Matrix: 

- Urgent and important tasks: Do immediately. 
- Important but not urgent: Schedule for later. 
- Urgent but not important: Delegate. 
- Not urgent or important: Eliminate or minimize. 

 

Practical Exercise: Prioritization Matrix 

Create your own Eisenhower Matrix with your current tasks. 

Identify tasks you can delegate or eliminate. 

https://www.youtube.com/watch?v=Uk3OAGcjQPA
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*source: https://asana.com/resources/eisenhower-matrix 

 

● Delegate Effectively 
- Learn to trust your team by delegating tasks that don’t require your direct attention. 

Or find opportunities to outsource if you are solopreneur. 
- Identify tasks that others can do, even if they don’t do it “perfectly.” This frees up your 

time for high-priority work. 

Practical Exercise: Delegation Audit 

Write down your weekly tasks and highlight the ones you don’t need to personally handle. 

Identify 3 tasks you will delegate/outsource this week and plan how to communicate it clearly. 

 

3. Micro-Breaks for Mental Recharge 

Working long hours without breaks can lead to cognitive fatigue, reducing efficiency and 
increasing stress. Micro-breaks help in staying refreshed. 

Practical Exercise Instructions: 

https://asana.com/resources/eisenhower-matrix
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Set a timer to remind you to take a 5-minute break every 90 minutes. 

During the break, engage in something relaxing and non-work-related: 

Stretch or walk around your workspace. 

Do deep breathing exercises (e.g., inhale for 4 counts, hold for 4, exhale for 6). 

Drink water or have a healthy snack. 

Look outside the window to rest your eyes and change your focus. 

Goal: Micro-breaks reduce mental fatigue and increase focus, reducing the risk of burnout 
while improving overall productivity. 

 

4. Build a Support Network 

Burnout can be intensified by isolation, especially for solopreneurs. Building a support 
network of peers, mentors, or a community can provide emotional support and practical 
advice. 

Practical Exercise: 

Reach out to a peer or mentor weekly for a brief check-in. Discuss challenges, exchange advice, 
or simply share your experiences to reduce the sense of isolation. 

Join an online group or local business network to stay connected with others who understand 
your challenges. 

 

5. Use technology to cope with early warning signs 

Check such apps as Headspace, Calm, Insight Timer and find the activities that help specifically 
your situation: to manage anxiety, deal with sleeping challenges, let go of everyday stress, 
focus and movement. 

  

6. Creating Your Burnout Prevention Plan 

Practical Exercise: Burnout Prevention Plan 

Develop a personalized plan that integrates all the strategies from the lesson: 

Identify Early Signs of Burnout: Write down the key signs that indicate you’re approaching 
burnout. 

Workload Management: List tasks you’ll prioritize, delegate, or eliminate. 

Support Network: Define your support circle, either peer entrepreneurs or mentor to 
exchange emotional support and practical advice regularly.  

https://www.headspace.com/
https://www.calm.com/
https://insighttimer.com/
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Utilising Technology: choose 1-3 activities via specific apps that will help you feel better on a 
weekly basis.  

Goal: Create a proactive plan that you can implement daily to prevent burnout and maintain 
sustainable energy levels. 

 

Conclusion and Reflection 

Reflect on how these strategies will benefit your business and personal life. 

Discuss any challenges you foresee in implementing these changes and brainstorm solutions 
with the group. 

Encourage ongoing practice and self-awareness to recognize and prevent burnout before it 
becomes overwhelming. 

By applying these strategies and exercises consistently, you'll be able to manage stress more 
effectively and prevent burnout from derailing your progress as an entrepreneur. Remember, 
maintaining well-being is a long-term investment in both your personal and professional 
success.  

The next chapters of this lesson will provide more activities that will contribute to your general 
well-being, stress-management and prevention of burnout. 

 

Attention check question 2: 

Which of the following can best contribute to preventing burnout? 

* Extending your working hours to catch up on unfinished tasks 

* Setting boundaries between work and personal time to create recovery periods 

* Relying on caffeine to maintain energy levels 
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4. Lesson 3. Setting Boundaries and 

Establishing Life-Work Integration 

4.1 Introduction 

As a small business owner or solopreneur, your work is deeply intertwined with your personal 
life. Whether you’re meeting clients, managing finances, or handling day-to-day operations, 
the demands of your business often spill over into your evenings, weekends, and even 
personal relationships. For many entrepreneurs, the idea of maintaining a traditional “work-
life balance” can feel unattainable—how do you separate your life into neat compartments 
when your business is such a central part of it? 

This is where the concept of life-work integration comes in. Unlike the traditional idea of 
work-life balance, which implies keeping work and personal life strictly separate, life-work 
integration focuses on harmonizing the two. It acknowledges the fluid nature of your 
responsibilities and helps you find ways to blend them without feeling overwhelmed or 
sacrificing your well-being. 

This lesson focuses on strategies for establishing healthy boundaries, organizing your time, 
and maintaining well-being, ensuring that work and personal life coexist without one 
overshadowing the other. 

We begin with a clear understanding of life-work integration, delving into why it’s essential 
for entrepreneurs. You'll learn how boundaries can protect your energy and relationships 
while preventing burnout. We'll also discuss the different types of boundaries—physical, 
mental, emotional, and time-based—essential for creating focus and balance. 

Next, we move into practical exercises for pinpointing gaps in your current life-work 
integration. These exercises will help you reflect on where your work is clashing with your 
personal life and guide you toward setting meaningful boundaries. The lesson will also include 
activities that define your key priorities for both your personal and professional life, helping 
you craft a more intentional and balanced routine, as well as strategies to create your life-
work integration plan. 

Lesson Objectives: 

Understand the concept of life-work integration. 

Recognize the importance of establishing boundaries to protect your time and energy. 

Explore practical strategies to blend work and personal life in a sustainable way. 

Develop skills to reflect on and adjust your current boundaries. 
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4.2 What is Life-Work Integration? 

Life-work integration is about creating a seamless flow between your work and personal life. 
Rather than thinking of these areas as competing forces, life-work integration helps you design 
a system where both areas support and enrich each other. It’s a more flexible approach that 
recognizes the unique demands of entrepreneurship and allows you to adapt your schedule 
and priorities in ways that make sense for you and your business. 

The key idea is to acknowledge that the boundaries between work and personal life can be 
flexible. Rather than trying to keep them strictly apart, work life fit allows for a more fluid 
integration. 

For example: 

- Instead of rigidly separating “work time” and “personal time,” you might schedule 
important client meetings around family commitments or take time during your 
workday to handle personal matters—without guilt. 

- You might take a working lunch while catching up on personal growth content, or bring 
your laptop to a café for some creative work, turning a business task into a refreshing 
change of pace. 

 

Why Life-Work Integration is Essential for Entrepreneurs 

For small business owners and solopreneurs, work-life integration isn’t just about 
convenience—it’s about survival and sustainability. Constant multitasking and overwork can 
lead to burnout, strained relationships, and a loss of creativity. Life-work integration gives you 
permission to find a flow that aligns with both your professional goals and personal needs. 

Here’s why it’s essential: 

● Flexibility in a Fast-Paced World: Entrepreneurs face constant demands and 
unexpected challenges. Life-work integration allows you to be adaptive without feeling 
guilty about shifting priorities. 

● Managing Energy, Not Just Time: Instead of trying to force yourself into rigid schedules, 
integration focuses on energy management. You recognize when you need personal 
time to recharge and when you’re most productive for work. 

● Avoiding Burnout: Burnout is a serious risk for small business owners. Life-work 
integration helps prevent this by encouraging a more fluid and sustainable approach 
to how you manage your responsibilities. You don't have to constantly feel like you’re 
behind or not doing enough. 

● Aligning Your Values: Life-work integration allows you to build your business in a way 
that aligns with your personal values. Whether that’s spending more time with your 
family, focusing on your health, or nurturing your creativity, life-work integration gives 
you the freedom to create a life that reflects what truly matters to you. 
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The Myth of Life-Work Balance 

Life-Work balance suggests that life and work are opposing forces, with the goal being to find 
an equal distribution between them. But for many entrepreneurs, the idea of balancing work 
and life in perfect halves isn’t realistic. Life-work integration offers a more practical 
alternative: it’s about creating a lifestyle where work and personal life naturally blend, without 
the stress of trying to achieve a perfect 50-50 split. 

For example: 

- You might work during unconventional hours, like early mornings or late evenings, to 
accommodate personal activities during the day. 

- You might combine business travel with personal vacation time or schedule a workout 
break in the middle of your workday to recharge. 

 

How Life-Work Integration Helps You Thrive 

By integrating your work and personal life, you can be more present in both areas. You’ll feel 
less guilt about taking personal time because you’ll know it’s helping you stay productive and 
focused when it’s time to work. On the flip side, you can give your business the attention it 
needs without feeling like you’re sacrificing everything else in your life. 

For small business owners and solopreneurs, life-work integration is not just a strategy—it’s a 
mindset. It’s about empowerment: the freedom to create a life and business on your own 
terms, without compromising one for the other. 

 

Key Takeaways: 

Life-work integration is a flexible approach to blending your work and personal life in a way 
that aligns with your unique needs and values. 

It emphasizes harmony rather than rigid separation, allowing you to flow between work and 
life without feeling overwhelmed or guilty. 

For entrepreneurs, it helps prevent burnout, manage energy more effectively, and create a 
sustainable lifestyle that supports both personal and business success. 

By adopting a life-work integration mindset, you’ll find that your business and personal life 
can coexist in a way that promotes well-being, growth, and long-term success. You no longer 
have to choose between work and life—you can design a system that supports both. 
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4.3 The importance of Boundaries in Life-Work Integration 

Traditional work-life balance is all about managing time. But as a business owner, time is 
limited and often unpredictable. Instead of trying to force yourself into strict schedules, 
boundaries help you manage your energy. Knowing when to protect your personal time to 
recharge makes you more effective when you're working. 

Without boundaries, work tends to seep into every corner of your life—emails at dinner, 
business calls during family time, or weekends spent working on urgent issues. Over time, this 
constant work mode leads to burnout, where your motivation, creativity, and passion start to 
drain. 

Establishing clear boundaries allows you to create focus periods where you’re fully engaged 
in your work, without the distractions of personal obligations. Similarly, when you protect 
your personal time, you can be fully present for yourself, your family, or your friends—without 
feeling guilty or stressed about work. 

Life-work integration isn't just about getting more done; it’s about protecting the relationships 
that matter. When you set boundaries, you carve out time and energy for the people who 
support you—whether that’s your family, friends, or community. These relationships are 
crucial for long-term resilience and well-being. 

Healthy boundaries are ground rules for what works best for you, how you want to treat 
yourself and how you want to be treated at work. They include clear communication about 
your limits, respect for your personal hours, and taking regular breaks to recharge. 

Four types of healthy boundaries 

1. Physical boundaries 

Physical boundaries create a comfortable and respectful space in your work environment. 
They ensure that your physical space and interactions allow you to work productively. 
Establishing and enforcing these boundaries prevents you from ending up in stressful, 
distracting, or unhealthy situations. 

Respect personal space: Maintain an understanding of your personal space needs, like 
keeping a comfortable distance and setting limits on physical contact. 

Control your environment: Set up your workspace the way you like, such as adjusting 
the light or using headphones in a noisy place. 

Define social time: Choose how and when to engage socially at work, such as joining 
group activities selectively or enjoying solo lunch breaks. 

Physical boundary setting starts with analysing your needs.  

 

2. Mental boundaries 
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Mental boundaries help keep work-related stress and thoughts from taking over your free 
time. These boundaries are vital because they prevent you from thinking about work all the 
time. Without them, you might feel tired, overwhelmed, and less effective both at work and 
home. 

Examples of mental boundaries: 

No work emails after hours: Establish a firm rule to avoid checking or responding to 
emails outside of specific working hours. 

Limit work discussions: Avoid discussing work matters during vacation time, lunch 
breaks, or off-duty hours. 

Reduce extra tasks: Steer clear of agreeing to work on additional tasks when your 
current workload already feels overwhelming. 

To set clear boundaries, share your availability and other limits with your team. It’s also helpful 
to establish routines that signal the end of your workday, so you can mentally disengage. 

 

3. Emotional boundaries 

Emotional boundaries help you keep your feelings separate from your job. This means not 
spending time feeling bad about yourself because of work issues or getting too caught up in 
other people’s personal lives. Setting these boundaries preserves your self-respect and helps 
you handle work matters without getting upset. 

Examples of emotional boundaries: 

Respond, don’t react: Always aim to respond thoughtfully to stressful situations at 
work rather than reacting impulsively. 

Detach from drama: Make a conscious effort to stay out of office politics and avoid 
getting caught up in your team members’ personal matters if you don’t feel like you have 
resources for that.    

Seek constructive feedback: Seek and accept constructive and professionally relevant 
feedback while keeping a level head.  

Creating better boundaries involves knowing your emotional responses and triggers at work. 
Consider practicing mindfulness or deep breathing techniques to stay calm in stressful 
situations. 

4. Time boundaries 

Time boundaries help you balance your time so that work doesn’t take over everything else. 
With these boundaries, you can do your job well without letting it eat into your time for family, 
hobbies, or rest. Loose time boundaries can lead to working too long or at odd hours, resulting 
in a poor work-life integration. It is also about having a realistic approach to what you can do 
within a specific time frame. Very often we put a lot of tasks on our plate as the brain works 
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very fast and assumes that we can accomplish it all within one day. Failing to do so creates a 
feeling of dissatisfaction, disappointment and even guilt. That is why it is extremely important 
to know your personal time boundaries to plan the tasks for the day. 

Examples of time boundaries: 

Fixed work hours for specific tasks: Stick to set work hours for a group of similar tasks. 

Mandatory breaks: Take regular breaks during your workday to rest and recharge, 
especially after stressful tasks. 

No work on personal time: Decide not to work during your personal time, like specific 
evenings and weekends. It is ok to be flexible and choose to work during specific evenings. 
Making an agreement with your family members that you also allocate no-work and no-
distractions quality evenings for the family will let you feel in control of the situation. 

 

Gently yet firmly sharing your boundaries creates an environment where everyone knows 
what to expect and can work together smoothly. Your efforts will go a long way in building 
understanding and respect. 

4.4 Pinpointing Your Life-Work Integration Gaps 

Let’s begin by reflecting on the areas where you feel the most tension between your business 
and personal life. To make real changes, we first need to identify where things are going off 
balance. 

Ask Yourself: 

Where do you struggle the most to create balance or harmony between your business 
and personal life? 

What would your ideal integrated work-life scenario look like? Imagine a situation 
where both work and life flow seamlessly together. How would that feel? 

Now think about your current situation. What aspects of it feel unsustainable? Are 
there specific areas where you feel consistently overwhelmed or stretched too thin? 

*This exercise is not about criticizing yourself but about becoming aware of the specific friction 
points in your day-to-day life. Awareness is the first step to creating a meaningful shift. 

Common Struggles of Entrepreneurs 

You’re not alone in this challenge. Let’s look at some of the most common struggles that small 
business owners face when trying to manage life-work integration. 

Constant Multitasking 
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Do you often find yourself working on business tasks while trying to enjoy personal moments, 
or handling personal matters during your work hours? This constant switching between work 
and life can leave you feeling like you’re never fully present in either space, reducing your 
overall effectiveness in both. 

For example: You might be replying to emails or mentally preparing for a client meeting while 
having dinner with family. Or, you’re catching up on personal tasks—like paying bills or 
scheduling appointments—during work hours, which distracts you from fully focusing on your 
business. 

Never Fully "Off" 

As a small business owner, it’s hard to switch off. You likely feel the weight of responsibility 
24/7, and even when you’re physically away from work, your mind is still churning—thinking 
about client issues, cash flow, or the next big decision you need to make. This mental load can 
prevent you from fully recharging, leaving you exhausted over time. 

For example: You could be on vacation or at a family event, but instead of enjoying the 
moment, your mind is racing with thoughts about next week’s product launch or the growing 
to-do list waiting for you when you get back. 

Feeling Guilty 

Guilt is a constant companion for many small business owners. You may feel guilty for working 
too much, believing that you’re neglecting your personal life. On the flip side, when you take 
time for yourself or your family, you might feel like you’re falling behind in your business. 

For example: You finally take a weekend off, but instead of relaxing, you spend it feeling 
anxious about the work that’s piling up. Or, you’re working late into the night and can’t shake 
the feeling that you’re missing out on time with your loved ones. 

Reflection Exercise: Identify Your Life-Work Gaps 

Now let’s take this a step further with a personal reflection exercise. Take 5 minutes to 
pinpoint specific areas where your personal life and work life are clashing. You’ll use this as a 
foundation for setting meaningful boundaries later in the lesson. 

Instructions:  

1. Identify 3 Recurring Situations 

Think about three specific times or situations where your work consistently interrupts your 
personal life or vice versa. These might be moments where you feel particularly stressed, 
guilty, or pulled in multiple directions. Write them down in as much detail as possible. 

For example: 

You often take business calls during family dinners. 

You find yourself working late into the night, which affects your ability to relax or sleep. 
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You struggle to focus on work because of personal errands or obligations that need 
attention during work hours. 

 

2. Emotional Response 

For each of these situations, reflect on how you feel in the moment. Do you feel frustrated? 
Overwhelmed? Anxious? Guilty? Write down your emotional response to each situation. 

 

3. Impact on Your Energy 

How do these situations impact your energy and focus? Do you find that they leave you 
drained, unable to fully enjoy personal time, or less productive when you’re working? Take a 
few notes on the impact of these interruptions on your energy levels. 

 

4. Reflection 

Now, take a moment to consider how it makes you feel to see these patterns in your life. How 
do these gaps in your life-work integration contribute to your overall stress? Does it feel 
manageable, or does it feel like something you want to change? 

 

Goal: The goal of this reflection exercise is to gain awareness of the areas where your life-work 
integration is feeling out of balance. By identifying specific recurring situations and your 
emotional reactions to them, you can start to see patterns. Once you recognize these patterns, 
you can start setting more effective boundaries that support both your business and personal 
life in a sustainable way. 

 

In the next section, we’ll build on this exercise to help you set boundaries and strategies that 
promote healthier life-work integration, while still allowing you to meet the demands of your 
business. 

4.5 Defining Your Key Priorities 

As a business owner, you don’t have the luxury of separating your life into neat compartments. 
But you do have the power to prioritize the most important areas of your work and personal 
life, creating a flow that supports both. 

Practical Exercise: Your Priority List 
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In this exercise, you’ll define your top priorities for both personal and business areas. By 
identifying what truly matters and consciously integrating them into your day-to-day life, you 
can create a more intentional approach to life-work integration. 

1. Personal Priorities:  

Write down 3 non-negotiable personal priorities (e.g., time with family, exercise, or 
creative time). Be specific. Instead of just saying “exercise,” you might say, “go to the gym 
three times a week,” or “take a 30-minute walk every evening.” 

Does going to a yoga class once a day or making it to your daughter’s swim meet each week 
make you feel fulfilled? Is a spin class once a week your path to being a saner person? The 
things that help keep you going every week and make you feel balanced and whole will sustain 
you throughout your life and career. Once you know what matters most, you can work on 
setting boundaries around those activities so that whether you’re at work or home, you can 
be more fully present for those around you. 

2. Business Priorities:  

Write down 3 critical business tasks that deserve your focused attention and are the 
keys to actually move your business forward (e.g., strategic planning, key client meetings, 
product development). Your to-do list is likely endless, but some tasks are more critical to the 
success and growth of your business than others. These are the tasks that move the needle 
the most.  

Be specific. Instead of writing “client work,” you might say, “spend 2 hours on Monday and 
Thursday focusing on key client strategy meetings.” 

3. Integration Tip: Creating Synergy Between Personal and Business Priorities 

Now that you have your personal and business priorities written down, the next step is to 
think about how you can integrate them into your daily or weekly schedule. The goal here is 
to avoid the constant push-and-pull between work and life by finding ways to create synergy. 

Instructions: 

Identify Overlapping Opportunities 

Look at your personal and business lists side by side. Are there opportunities where these 
priorities can support each other or naturally blend together? For example: 

Could your personal development time (e.g., reading or learning) overlap with business 
growth (e.g., reading industry-relevant books or learning a new skill that benefits your 
business)? 

Could you schedule family time or exercise during low-energy work hours, so you’re not 
sacrificing productive business time? 

Block Time in Your Calendar 
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Create a time-blocking system to ensure you have dedicated moments for both work and 
personal activities. This is crucial for protecting your priorities. For example: 

Block out specific time for your non-negotiable personal activities (e.g., 7-8 AM for 
exercise, 6-8 PM for family time). 

Block focused business time where you work on your high-priority tasks (e.g., 9-11 AM 
for strategic planning or product development). 

Use your calendar to visually map out these blocks so you can see the balance between 
personal and business time. 

Design a Weekly Flow 

Think about how you can structure your week to accommodate both sets of priorities. For 
example: 

Mornings might be your most productive work time, so you dedicate mornings to 
critical business tasks. 

Afternoons can be for lower-energy tasks or personal activities. 

Evenings might be dedicated to family or relaxation. 

Practical Example: 

Monday and Wednesday: Mornings for client meetings, afternoons for personal development 
or hobby time. 

Tuesday and Thursday: Mornings for business strategy, afternoons for family or self-care. 

Friday: Morning for creative work or product development, afternoon for winding down and 
personal activities. 

Be Flexible but Consistent 

While life as an entrepreneur requires flexibility, make a commitment to consistently protect 
your personal and business priorities. When urgent issues arise, it’s okay to adjust your 
schedule, but aim to return to your priorities as soon as possible. 

 

Why this matters: By actively scheduling time for both personal and business priorities, you 
prevent them from competing for your attention. This integration strategy will help you stay 
focused, feel less guilty, and achieve a better sense of control over your time. 

 



      
 
  Project No. 2023-1-IT01-KA220-VET-000154571 
 

Funded by the European Union. Views and opinions expressed are however those of the author(s) only and 
do not necessarily reflect those of the European Union or the European Education and Culture Executive 
Agency (EACEA). Neither the European Union nor EACEA can be held responsible for them.                              

 

4.6 The Art of Digital Boundaries 

We live in a digital world where work is never more than a tap away. For entrepreneurs, this 
means being “always on.” However, setting digital boundaries is essential for creating a 
healthier flow between your work and personal life. 

Practical Exercise: Set Clear Digital Boundaries 

1. Create Work-Free Zones: Choose one time of day or a specific location where you will not 
engage in any work-related tasks (e.g., no work during family dinners or after 8 PM). 

2. Control Your Notifications: Turn off non-urgent notifications after a specific time. You can 
schedule an auto-response for after-hours emails or messages to manage client expectations 
without being reactive 24/7. 

3. Implement a “Transition Ritual”: At the end of your workday, create a ritual that signals the 
transition from work to personal time (e.g., shutting down your computer, going for a walk, 
or spending 10 minutes journaling). 

Goal: Establish boundaries with technology that allow you to be more present both in your 
business and personal life, while still staying responsive when needed. 

4.7 Managing External and Internal Expectations 

When you run a business, managing expectations—both external (clients, employees) and 
internal (your own)—is crucial to prevent burnout. Clients may expect you to be available all 
the time, and you might feel pressure to meet those demands. But maintaining clear 
expectations is key to long-term sustainability. 

Strategies to Manage External Expectations: 

1. Define Availability: Communicate your working hours upfront (e.g., “I handle inquiries 
between 9 AM and 5 PM, Monday to Friday”). 

2. Set Boundaries for Urgency: Establish what qualifies as an urgent issue and communicate 
that clearly to clients (e.g., “For urgent matters after hours, contact me via phone. All non-
urgent matters will be addressed the next business day.”). 

Practical Exercise: Setting Realistic Expectations 

Instructions: 

Draft a client/employee communication that sets clear boundaries about your availability, 
response times, and how you handle urgent requests. Use specific, polite language that 
doesn’t compromise your professional reputation. 

Goal: Avoid the trap of over-committing and over-delivering at the cost of your well-being by 
setting and managing expectations upfront. 
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Mastering the Art of Saying “No” 

In a fast-paced entrepreneurial environment, saying “no” can feel impossible. You may worry 
about missing opportunities or letting people down. But saying “yes” to everything stretches 
you too thin, making it hard to manage your business and life effectively. 

Practical Exercise: Role-Playing “No” in Real Scenarios 

Instructions: 

Work with a partner (or imagine a situation) where you practice saying “no” politely but 

firmly. Example scenarios: 

    * A client wants an unrealistic deadline met. 

    * A friend or family member asks for help during your busy hours. 

    * An employee requests additional tasks when your workload is full. 

Sample Script: “Thanks for reaching out, but I’m currently focusing on other priorities. Let’s 
revisit this next week/next month when I have more bandwidth.” 

Goal: Build confidence in setting boundaries around your time and energy, ensuring that you 
protect your personal life while still fulfilling business needs. 

4.8 Creating a Life-Work Integration Plan 

This plan helps you map out how work and personal life can flow together without one 
overwhelming the other. 

Practical Exercise: Life-Work Integration Action Plan 

Instructions: 

1. Identify Integration Opportunities: Find places in your schedule where you can integrate 
personal and business activities. For example, could you take a walking meeting, combine a 
work trip with a family getaway, or set aside an hour for uninterrupted focus followed by a 
break for a personal activity? 

2. Set Boundaries for Success: Based on the previous exercises, finalize the specific 
boundaries you’ll set for work and personal life. Write them down and commit to them. 

3. Accountability Partner: Find someone—a colleague, friend, or mentor—who can hold you 
accountable for maintaining your boundaries. Share your integration plan with them. 

Goal: Develop a concrete, actionable plan that blends your work responsibilities with personal 
fulfilment, creating a healthier, more sustainable rhythm. 
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4.9 Conclusion and Reflection: The Power of Integration 

Life-work integration is about more than just avoiding burnout. It’s about crafting a life where 
your business and personal goals support one another. By setting and respecting boundaries, 
you create a system that allows you to stay productive and motivated while enjoying a 
personal life that recharges you. 

Key Takeaways: 

Life-work integration is about creating harmony between work and personal life, 
rather than separating them. 

Establishing clear boundaries and managing expectations is essential to prevent 
burnout. 

Regularly reflect and adjust your boundaries and integration strategies to ensure they 
continue serving your well-being and business goals. 

Practical Exercises Recap: 

1. Identify Boundary Gaps: Pinpoint where your work and personal life clash. 

2. Priority List: Define your key personal and work priorities. 

3. Digital Boundaries: Set device-free zones and manage notifications effectively. 

4. Client/Employee Communication: Write a professional email that sets clear boundaries with 
clients. 

5. Saying “No” Role Play: Practice asserting boundaries in real-world situations. 

6. Life-Work Integration Plan: Develop an actionable plan to harmonize your work and 
personal life. 

 

Attention check question 3: 

Which of the following best illustrates a physical boundary for hybrid work? 

* Deciding to check emails only during lunch breaks 

* Creating a designated workspace to separate work from personal activities 

* Scheduling personal tasks during low work productivity hours 
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5. Lesson 4. Time Management Techniques 

and Productivity Tools 

5.1 Introduction 

This lesson introduces entrepreneurs to practical strategies for managing their time 
effectively, with a focus on the 12-week planning system. This system provides a structured, 
shorter-term approach to goal-setting that drives focus and productivity. 

The lesson begins with an exploration of why traditional year-long planning often fails due to 
Hofstadter’s Law, which suggests humans underestimate the time it takes to complete 
complex tasks. You’ll learn how the 12-week planning system solves this by creating 
manageable timeframes, fostering a sense of urgency without overwhelm, and helping you 
stay on track toward your business and personal goals. 

The first part of the lesson covers the theory behind 12-week planning, explaining its benefits 
for entrepreneurs juggling multiple responsibilities. Next, you will engage in a practical 
exercise, where you’ll create your own 12-week plan with clear goals and action steps. This 
hands-on approach ensures you can apply the system immediately to improve your 
productivity and focus. 

Lesson Objectives: 

Understand the limitations of long-term planning and the benefits of shorter cycles. 

Learn the 12-week planning method to increase focus and reduce procrastination. 

Develop a personal 12-week plan with clear, achievable goals. 

Explore the role of daily progress and self-reward in sustaining motivation. 

Through a combination of theory and practical exercises, this lesson equips you with the tools 
to manage your time more effectively and drive consistent progress in your entrepreneurial 
journey. 

 

5.2 12-Week Planning for Entrepreneurs 

In the current business environment, long-term planning often feels impossible to maintain 
due to uncertainties and constant change. You may have tried setting ambitious goals at the 
start of the year, only to find yourself losing momentum a few months later. Whether it's 
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committing to hitting the gym or scaling your business, the excitement fades, and life gets in 
the way. 

This is a common experience—research shows that 80% of people abandon their goals within 
the first three months of the year. Even when you set the best intentions in January, by March, 
it’s easy to find yourself off track. 

According to Hofstadter’s Law, humans consistently underestimate how long it will take to 
complete complex tasks, and our brains are not wired to grasp long timeframes easily. 
Visualizing tomorrow is much easier than imagining where you'll be a year from now. As a 
result, year-long plans often feel distant, leading to procrastination and a lack of urgency. The 
result? We drift from task to task, convinced there’s plenty of time to get things done, until 
suddenly, the year is over. 

That’s where the 12-week planning system comes in. It breaks the overwhelming span of a 
year into manageable chunks, allowing you to stay focused and motivated. A 12-week time 
frame helps create urgency without being so far off that you lose sight of the end goal. It forces 
you to prioritize what’s important right now, preventing distractions and procrastination. 

Why 12-Week Planning Works: 

Shorter, More Manageable Time Frames: Our brains are much better at focusing on shorter 
periods like 12 weeks compared to a full year. By breaking time into 12-week cycles, you can 
plan effectively and make realistic predictions. 

Urgency Without Overwhelm: Knowing you only have 12 weeks to achieve your goals adds a 
sense of urgency, helping you stay motivated and focused. 

Clear Focus on Key Priorities: Setting just 1-3 goals for each 12-week cycle allows you to avoid 
spreading yourself too thin. You can give your attention to what truly matters, whether that’s 
in your business, personal life, or both. 

With 12-week planning, you're not making vague year-long resolutions—you’re setting 
concrete, actionable goals that drive real progress. This system makes your planning more 
realistic, effective, and aligned with how your brain naturally functions. In this lesson, we’ll 
explore how to use this approach to manage your time and priorities effectively, whether 
you're focusing on business growth or personal goals. 

Rewards and small victories 

Teresa Amabile of Harvard Business School studies how each day affects people and their 
productivity. In one study, her team followed 238 volunteers whose jobs required them to 
solve difficult problems and constantly generate new ideas. The research resulted in an article 
entitled "The Power of Small Victories", in which Teresa writes that the main motivator in 
work is the feeling of progress. 

Daily progress is a daily victory. Thinking about and celebrating small victories triggers a 
neurochemical process that produces and releases dopamine. Dopamine is the neuro-
mediator responsible for our motivation, energy and optimism. Progress today gives us a 
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boost of motivation for tomorrow. To feel progress, it is very important to take an action that 
marks the completion of a task: picking up a pen and putting a checkmark next to the 
completed task. This gives you great pleasure. It is even more satisfying to reward yourself 
after a successful week.  

In this lesson you will practise a specific time-management system, which will boost your 
planning, self-analysis, acknowledgement and self-reward. As a result you will gain more 
clarity, satisfaction and content with what you manage to accomplish and how. 

5.3 Your first 12-week plan 

Let’s go straight to practise and create your first 12-week plan. We will guide you as you do it! 

Planning for 12 weeks helps you see things in detail, focuses you and adds a sense of urgency. 
Plan 1-3 goals for every 12 weeks. Experience shows that this is the optimal number of goals. 
Planning more than three goals will be distracting or mean that the first three are not serious 
enough. Goals can be from one area (e.g. work only) or they can cover different areas of your 
life (e.g. studies, career, sports, relationships). 
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PRACTICAL EXERCISE: Create your own plan filling in the work-sheet on the next pages.  

WRITE DOWN YOUR MOST IMPORTANT GOAL 

12-WEEK PLAN 

___________________________________________________________________________
___________________________________________________________________________ 

___________________________________________________________________________
___________________________________________________________________________ 

10 steps to reach the goal above 

01 _________________________________________________________________________ 

02_________________________________________________________________________ 

03_________________________________________________________________________ 

04_________________________________________________________________________ 

05_________________________________________________________________________ 

06_________________________________________________________________________ 

07_________________________________________________________________________ 

08_________________________________________________________________________ 

09_________________________________________________________________________ 

10_________________________________________________________________________ 

 

How am I going to reward myself when I achieve the above goal? 

___________________________________________________________________________
___________________________________________________________________________ 

___________________________________________________________________________
___________________________________________________________________________ 
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SECONDARY GOALS OF THE 12-WEEK PLAN 

GOAL #2. ___________________________________________________________________ 

___________________________________________________________________________
___________________________________________________________________________
  

4 STEPS TO ACHIEVE GOAL 2 

01 _________________________________________________________________________ 

02_________________________________________________________________________ 

03_________________________________________________________________________ 

04_________________________________________________________________________ 

 

GOAL #3. ___________________________________________________________________ 

___________________________________________________________________________
___________________________________________________________________________
  

4 STEPS TO ACHIEVE GOAL 3 

01 _________________________________________________________________________ 

02_________________________________________________________________________ 

03_________________________________________________________________________ 

04_________________________________________________________________________ 

 

How am I going to reward myself when I achieve the above goals? 

___________________________________________________________________________
___________________________________________________________________________ 
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WEEKLY PLAN # ______________________________________________________________ 

 5 OF THE WEEK'S MOST IMPORTANT TASKS 

(Include important urgent tasks for this week, as well as strategic tasks from your 12-week 
plan above. Completing these 5 tasks is already a victory!) 

 01_________________________________________________________________________ 

02_________________________________________________________________________ 

03_________________________________________________________________________ 

04_________________________________________________________________________ 

05_________________________________________________________________________ 

  

SECONDARY TASKS 

(Proceed after completing the 5 tasks above) 

 01_________________________________________________________________________ 

02_________________________________________________________________________ 

03_________________________________________________________________________ 

04_________________________________________________________________________ 

05_________________________________________________________________________ 

06_________________________________________________________________________ 

07_________________________________________________________________________ 

08_________________________________________________________________________ 

09_________________________________________________________________________ 

10_________________________________________________________________________ 

How am I going to reward myself when I achieve the above goal? 

___________________________________________________________________________
___________________________________________________________________________ 

*The reward part is very important - keep doing what you promised yourself! It is the key for 
your well-being together with the other practices. 
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PLAN FOR THE DAY # _________________________________________________________ 

FOCUS OF THE DAY 

(Try to include 1 of the week's most important tasks from your list above every day. 
Accomplishing this task alone is already a win) 

___________________________________________________________________________ 

 

SECONDARY TASKS 

(Proceed after completing the 1 task above) 

 01_________________________________________________________________________ 

02_________________________________________________________________________ 

03_________________________________________________________________________ 

04_________________________________________________________________________ 

05_________________________________________________________________________ 

06_________________________________________________________________________ 

07_________________________________________________________________________ 

08_________________________________________________________________________ 

09_________________________________________________________________________ 

10_________________________________________________________________________ 

 

SPACE FOR REFLECTION 

___________________________________________________________________________
___________________________________________________________________________ 

 

3 THINGS I AM GRATEFUL FOR TODAY 

___________________________________________________________________________
___________________________________________________________________________ 

___________________________________________________________________________
___________________________________________________________________________ 
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___________________________________________________________________________
___________________________________________________________________________ 

 

 

GRATITUDE 

Robert Emmons, Ph.D., a professor at the University of California, conducted an experiment to 
understand how gratitude affects a person's physical and mental well-being. The experiment 
involved 1,000 volunteers between the ages of 8 and 80. All the participants had to do was to 
write down daily grateful thoughts in a notebook.  

Even Emmons was surprised by the results of the experiment: older participants' blood pressure 
decreased, all people had stronger immune systems, and most participants reported feeling 
noticeably happier and more optimistic.  

The reason thoughts have such an impact on personal happiness and health is due to our 
brain's ability to block negative experiences and thoughts when we are busy contemplating 
and being grateful for positive things. The more time we think positively, the more often we 
feel that what we want is happening to us. 

This, in turn, gives you a sense of control over your own life and directly affects your sense of 
happiness. 
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PRACTICAL TIPS: 

Once you write down your 12-week goals and steps, allocate 1 hour every week to plan the 
next week. We recommend doing it on Sunday evening, but feel free to find your own 
favourite time slot for this activity. This way you will be able to start the new week with clarity. 
Divide the big tasks into small manageable steps that are doable during a day. 

*If you missed a couple of days - don’t worry. Same as in meditation, the goal is to bring your 
focus back and continue to do it without any hard feelings. 

Start to plan a new week from reflection on the past one. Use the following work-sheet for 
that. 

WEEK REVIEW NO.___________________________________________________________ 

MY VICTORIES FOR THE WEEK 

__________________________________________________________________________ 

__________________________________________________________________________ 

__________________________________________________________________________ 

THIS WEEK LESSONS 

__________________________________________________________________________ 

__________________________________________________________________________ 

__________________________________________________________________________ 

ONE SPECIFIC ACTION THAT WILL MAKE THE NEXT WEEK MORE EFFICIENT 

__________________________________________________________________________ 

 

This system proved to be productive and result-oriented while providing a sense of clarity. 
While you can use it for any types of goals, we recommend using it specifically for work-related 
goals within this course. The next chapter will guide you through the resourceful approach to 
time blocking in your calendar to maintain life-work balance and keep a high energy level.  
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5.4 Resourceful calendar time-blocking approach 

We encourage you to use the planning system above to time-block your calendar and prioritise 
your tasks. The only nuance to make the planning resourceful and make sure you are 
prioritising well-being is to start the time-blocking with allocating time for your resourceful 
activities.  

Practical Exercise:  

Open your Google Calendar or any other tool you are using for planning and start to plan your 
next week with time-blocking joyful, leisure, fun and resourceful activities that will help you 
feel energised and taken care of during the whole week. Reflect on how that feels for you. 

As a team exercise - plan your next month activities from time blocking your team-building, 
socialising activities.  

The general recommendation is to include short resourceful activities every 2-4 days. Include 
the whole day resourceful activity every month. And to arrange several days resourceful 
activity every 6 months. By resourceful activity we mean the activity where you are getting 
recharged, energised, completely disconnected from your everyday life. It could be anything 
that is appealing to you: movement activities (dancing, hiking etc.), spiritual activities 
(retreats), relaxing activities, new experiences (travelling) and so on. Create your own list and 
keep expanding it.  

 

Attention check question 4: 

Which time management technique is known for improving focus and reducing distractions? 

* Constantly switching between tasks to maintain momentum 

* Time-blocking specific periods for focused work 

* Working in short bursts and taking frequent breaks 
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6. Lesson 5. Building Resilience and Coping 

Skills 

6.1 Introduction to Resilience 

You have power over your mind - not outside events. Realise this, and you will find strength. 

- Marcus Aurelius  

Building resilience is a way of improving your ability to cope with adversity or stressful 
situations in general. We all need some degree of resilience in order to cope with the problems 
life throws at us. Resilience is normal, it is not a superpower, and it involves ordinary skills and 
resources. Everyone is capable of being resilient and becoming more so by developing 
appropriate coping strategies. The types of adversity that demand resilience from small 
business owners can range from ordinary ‘daily hassles’ to major setbacks, stressful personal  
life events such as divorce, illness or business-related situations like cash flow issues, market 
volatility, competition, sales, bankruptcy etc. Most people believe that they are at least 
moderately resilient. However, few people are as resilient as they could be in all areas of life, 
and there are always more aspects of resilience that can be developed.  

Building resilience also tends to improve your wellbeing and quality of life by enhancing 
positive qualities like psychological flexibility, social skills and problem-solving ability. High 
resilience does not mean completely eliminating anxiety and other forms of distress. Many 
resilient people experience strong emotions but cope well with them and overcome stressful 
problems anyway. Resilience does not usually mean amputating or avoiding your emotions 
but rather, as we shall see, it may often involve accepting them while actively pursuing healthy 
goals and personal values. 

Established resilience-building programmes have now been used to improve productivity, job 
satisfaction, and work–life balance among both employees and business owners. Resilience-
building approaches train individuals to anticipate stress and prepare in advance to minimise 
its impact by weathering the storm. 

Resilience consists of various processes, ways of thinking and acting through which 
individuals adapt and cope well with adversity, without suffering from long-term harmful 
consequences due to stress. Resilience employs fairly ordinary abilities such as problem-
solving, assertiveness, and dealing with your thoughts and feelings, etc. It therefore reduces 
the impact of stressful life events while also enhancing general wellbeing and quality of life.  

This lesson’s objectives: 

Understand the key protective factors that contribute to resilience. 
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Recognize the dangers of experiential avoidance and learn to embrace discomfort. 

Develop actionable strategies for building and maintaining resilience. 

Create a personal resilience plan that incorporates self-reflection and coping skills. 

This lesson aims to empower you to build a resilient mindset, practise several coping 
strategies, such as Acceptance, Self-Compassion, Worry Postponement, Problem Solving, 
Assertiveness and Social Skills, that will help you thrive in both your personal and professional 
life despite the inevitable challenges that arise. The lesson is structured so that the learners 
first assess their current situation and then apply the practical exercises to deal with it and 
improve their resilience level. 

6.2 Assessing your own resilience 

6.2.1. Protective factors 

Protective factors are those that reduce the risk of suffering more serious stress-related 
problems such as anxiety or depression in the future, and minimise the long-term impact of 
adverse events on your quality of life. They may be ‘external’, such as social support, or 
‘internal’, such as your personal attitudes and coping skills. We’ll summarize a handful of key 
protective factors that contribute to general adult resilience below.  

● Social support  

The most consistently reported protective factors are relationships within the family or within 
the wider society that offer healthy emotional support and encouragement. People who have 
a supportive family, good relationships with friends or even a positive connection to religious 
groups, community groups, or similar organizations will generally tend to exhibit more 
resilience in the face of adversity.  

Some of the benefits of healthy relationships include:        

● Having positive role models to look up to and learn from        
● Experiencing care and support from others that you love or trust        
● Being able to disclose problems and share them with others who will listen 

appropriately        
● Receiving appropriate encouragement and reassurance from others.  

Closely related to the importance of social support is the finding that social skills often 
correlate with resilience. One might expect that individuals with good communication skills 
would tend to have healthier relationships and therefore more positive social support. 

Resilient people also tend to actively make the best use of the social support available, for 
example, by seeking help for certain problems, disclosing their feelings appropriately to 
friends or family, etc.  



      
 
  Project No. 2023-1-IT01-KA220-VET-000154571 
 

Funded by the European Union. Views and opinions expressed are however those of the author(s) only and 
do not necessarily reflect those of the European Union or the European Education and Culture Executive 
Agency (EACEA). Neither the European Union nor EACEA can be held responsible for them.                              

 

Ask yourself: How you might increase your access to appropriate social support over 
time. Joining groups, making friends and improving communication are long-range resilience-
building strategies. 

● Individual characteristics  

A number of similar characteristics of personal behaviour have been reported as contributing 
to resilience, which we might roughly summarize as follows:        

● Healthy self-esteem, self-worth, or self-acceptance, and awareness of personal 
strengths and resources        

● Self-confidence, belief in your ability to perform competently in the face of adversity       
Good problem-solving ability, the ability to make decisions and put plans into effect        

● Social skills, such as assertiveness, empathy, communication skills, etc.        
● Good ‘emotional self-regulation’, the ability to appropriately handle your thoughts, 

feelings and impulses to action.  

These attitudes and coping skills can be developed through resilience-building training. 

6.2.2. Threat of Experiential avoidance 

Traditionally, stress management and resilience-building have tended to focus on the idea of 
controlling stressful thoughts and feelings and replacing them with more positive ones. 
However, more recently researchers in this field have increasingly favoured the conclusion 
that the effort to avoid or escape unpleasant experiences, thoughts and feelings called 
‘experiential avoidance’, may often contribute to more serious problems over the long-term. 
For example, the specific belief that ‘anxiety is bad’, and attempts to avoid the experience of 
anxiety, appear to be associated with clinical depression and anxiety. Throughout this lesson 
we’ll therefore be adopting an acceptance-based approach that encourages individuals to 
embrace and accept their internal experiences rather than avoiding them. By learning to sit 
with discomfort and engage in meaningful actions despite these feelings, individuals can 
reduce the power of experiential avoidance over their lives. 

The goal is not to eliminate negative thoughts or feelings but to change the relationship with 
them. By doing so, individuals can live a life more aligned with their values, even in the 
presence of discomfort. 

How can experiential avoidance look like for small business owners and solopreneurs? 

● Avoiding difficult conversations with employees or clients: Avoiding giving 
constructive feedback or addressing performance issues to sidestep the discomfort of 
potential conflict or the fear of being seen as harsh. Avoiding conversations about 
pricing, payment delays, or unmet expectations to avoid feelings of anxiety, guilt, or 
fear of damaging the relationship. 

● Procrastination on important tasks: Delaying or avoiding tasks like reviewing financial 
statements, budgeting, or addressing cash flow issues because they evoke anxiety or 
highlight financial instability. Putting off strategic planning, goal-setting, or scaling 
decisions due to fear of failure, uncertainty, or self-doubt. 
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● Overworking or Excessive Busyness: Staying constantly busy with work tasks to avoid 
confronting feelings of inadequacy, fear of failure, or self-doubt. Overworking 
becomes a way to escape uncomfortable thoughts about one's abilities or the 
business's future. Using work as a way to avoid personal issues or negative emotions, 
such as relationship problems or loneliness, by immersing oneself in the business. 

● Perfectionism: Avoiding launching a product, website, or marketing campaign until it 
feels "perfect" to avoid the fear of criticism, failure, or imperfection.  

● Distraction and Disengagement: Using distractions like social media, checking emails 
frequently, or engaging in low-priority tasks to avoid tackling more challenging and 
uncomfortable work, such as decision-making or strategic planning. Distracting oneself 
with busywork to avoid self-reflection on deeper issues, like the misalignment 
between business goals and personal values, or the realization that burnout is setting 
in. 

● Neglecting Personal Health and Well-being: Avoiding recognizing and addressing signs 
of burnout, such as exhaustion or chronic stress, to avoid confronting the reality that 
current work habits may be unsustainable. Continuously avoiding breaks, vacations, or 
personal time because of the fear that stepping away might lead to losing control of 
the business or falling behind. 

By avoiding discomfort, entrepreneurs may miss growth opportunities, become overwhelmed 
by accumulating issues, or experience increased stress and burnout. Recognizing these 
avoidance behaviours is the first step toward developing healthier coping mechanisms and 
building resilience. 

6.2.3. Self-assessment: Evaluating your resilience  

Practical Exercise: As a rough initial guide, rate yourself in terms of the following ingredients 
of resilience:  

1  I have plenty of support from other people in life ( /10)  

2  I am able to accept myself for who I really am ( /10)  

3  I am confident in my ability to cope with adversity ( /10)  

4  I am good at communicating and interacting with others in times of stress ( /10)  

5  I am good at facing challenging problems in life and solving them systematically ( /10)  

6  I cope well with my emotions in the face of adversity ( /10)  

Rather than looking at your total score, consider each answer individually. For each item 
above, if you rated it more than zero, ask yourself why. Also, what could you do to increase 
your score on each item, making it closer to ten? 

6.3 Developing and Maintaining resilience 

6.3.1 Ten recommendations for developing and maintaining resilience 
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1 Maintain good relationships with family, friends and others.  

2  Avoid seeing situations as insurmountable problems and look for ways forward 
where possible.  

3  Accept certain circumstances as being outside of your control, where necessary.  

4  Set realistic goals, in small steps if necessary, and plan to work regularly on things 
that are achievable.  

5  Take decisive action to improve your situation rather than simply avoiding problems.  

6  Look for opportunities for personal growth by trying to find positive or constructive 
meaning in events.  

7  Nurture a positive view of yourself and develop confidence in your ability to solve 
external problems.  

8  Keep things in perspective by looking at them in a balanced way and focusing on the 
bigger picture.  

9  Maintain a hopeful and optimistic outlook, focusing on concrete goals, rather than 
worrying about possible future catastrophes.  

10  Take care of yourself, paying attention to your own needs and feelings and looking 
after your body by taking healthy physical exercise and regularly engaging in enjoyable, 
relaxing and healthy activities, perhaps including practices such as meditation.  

In the next chapters you will learn and practice specific techniques and strategies to help you 
develop some of these attitudes and skills, and learn other resilient ways of thinking and 
acting. We will cover such coping strategies as Acceptance, Self-Compassion, Worry 
Postponement, Problem Solving, Assertiveness and Social Skills. 

6.3.2 Developing a personal resilience strategy 

A good way to start resilience building consists of reviewing your past experiences to identify 
what you can learn about coping with stress and developing a personal resilience plan or 
strategy for the future.  

Practical Exercise: Evaluating previous experience 

Instructions: Identify a specific time in the past when you have shown resilience in the face of 
adversity or coped well with stressful life events.  

Answer the following questions: 

1  What was your goal?  

2  What was the actual outcome?  

3  What obstacles did you have to overcome?  

4  What unpleasant thoughts and feelings do you remember having in that situation?  
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5  Who, if anyone, did you receive external help or support from?  

6  What specific attitudes or skills helped you cope with the situation?  

7  How would you rate your resilience in that situation (0–100%)?  

8  Why wasn’t it 0%? What strengths and personal qualities helped you?  

9  If it wasn’t 100%, how could your resilience be improved during similar situations in the 
future?  

10  Based on your experience, how might you advise someone else to cope with a similar 
problem in the future?  

If you want, repeat the process above for about three situations in total and look for patterns 
in your problems and ways of coping. Hopefully, this will help you start reflecting on your 
existing strengths and how you can develop them further in the course of building resilience.  

Try it now: Develop your personal resilience plan  

Now, based on your answers, consider how you could develop your own resilience and cope 
better with similar stressful events in the future:  

1  What would be the most helpful attitude to adopt towards similar problems in the future? 

2  What skills and strategies would it help to develop and use?  

3  What personal strengths or social resources do you have that might help you show resilience 
in the future?  

4  How can you improve these resources and make better use of them?  

Start thinking about your needs in terms of resilience-building. This lesson will provide some 
useful information and techniques but there may be other things you need to address in order 
to become more resilient. Try to develop your own plan of action. 

6.3.3 Practising Acceptance 

This chapter looks at the role of mindfulness and acceptance-based strategies in resilience. 
Acceptance in this respect is not just passive “giving up” but on the contrary, a willingness to 
experience painful thoughts and feelings in the process of acting, and acting in accordance 
with important personal values. It means being fully open and present to your internal 
experiences. As negative thoughts and feelings are a normal part of our life - what matters 
most is how we respond to them and live with them, minimising their impact on our ability to 
function.  

Watch this video about Radical Acceptance: How to Change Your Life by Accepting it First 
https://www.youtube.com/watch?v=iVwIVwGOnpo 

Practical Exercise: Acceptance Meditation 

https://www.youtube.com/watch?v=FuDFlDMrD1s 

https://www.youtube.com/watch?v=iVwIVwGOnpo
https://www.youtube.com/watch?v=FuDFlDMrD1s
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Practical Exercise: Accepting by physicalising 

1  Think about something that evokes mildly unpleasant feelings for you. Notice what the 
feelings are like and where they’re manifested or felt in your body.  

2  Now imagine (symbolically) turning the feeling into a shape or object and taking a step back 
from it, putting it (temporarily) outside of your body, so that you can observe it from a distance 
of several feet away.  

3  Patiently take note of its various properties. What colour, shape, texture and size is it? Does 
it move or change? Take time to notice each of its different properties in turn.  

4  What happens to your response when you view it in this way? Can you willingly accept the 
experience from this perspective, letting go of any struggle to control or avoid it?  

5  If you have a sense of resistance to accepting the experience, just treat that response in the 
same way. Put your original feelings over to one side and turn your resistance into a second 
object that you can put out there beside the first one. Again, notice its properties, then let go 
of any struggle you have and willingly accept it. How does letting go of the struggle affect the 
original object/feeling?  

6  Can you welcome both objects back inside again and continue to willingly accept the 
experience, in the service of following your values? Continue to view these feelings as merely 
objects, contents of consciousness, quite distinct from your observing consciousness.  

Here you can find the guided version of this exercise - Physicalise your Emotions: 

https://www.youtube.com/watch?v=5j0dWQG1XSA 

 

Sometimes it becomes easier to accept an unpleasant experience if you can dissect it into its 
component parts or ingredients. This is often done by dividing it into thoughts, actions, 
feelings, etc., and actively accepting each individual ingredient in turn. For example, when 
anxious, people often tense their muscles and feel their heart rate going up, their breathing 
becoming more rapid and shallow, etc., as they notice fearful thoughts and images cross their 
minds. Being aware of the individual ingredients of an unpleasant experience and focusing on 
accepting and noticing them one at a time can be easier than treating them as one big lump.  

 

6.3.4 Self-Esteem and Self-Compassion 

One of the pioneers of cognitive therapy, Albert Ellis, wrote a book entitled The Myth of Self-
Esteem (2005). According to Ellis, self-esteem was invariably conditional upon external events 
that, to some extent, are bound to be in the hands of fate. Self-esteem, whether low or high, 
involves ‘esteeming’ or evaluating yourself in general terms, as if you can be summed up in a 
single characteristic such as ‘I am stupid’ or a global rating of value such as ‘I am worthless’. 
Ellis believed this was fundamentally irrational, as nobody can be pigeon-holed this easily by 
means of a single attribute. He also argued it was fundamentally unhealthy, or ‘neurotic’ to 

https://www.youtube.com/watch?v=5j0dWQG1XSA


      
 
  Project No. 2023-1-IT01-KA220-VET-000154571 
 

Funded by the European Union. Views and opinions expressed are however those of the author(s) only and 
do not necessarily reflect those of the European Union or the European Education and Culture Executive 
Agency (EACEA). Neither the European Union nor EACEA can be held responsible for them.                              

 

use the old term, because it made self-worth contingent on some specific criterion or other, 
thereby placing it on shaky foundations if reasons ever arose to doubt it. Many people, for 
example, have positive self-esteem based on their material success, popularity, and 
appearance, etc. However, this house of cards can come tumbling down, turning into low self-
esteem, as soon as these things are taken away or even put in question. 

Ellis suggested that the healthy alternative to conditional self-esteem was unconditional self-
acceptance. This is defined as an attitude of accepting oneself unconditionally, without 
attempting to label or evaluate oneself as a whole or make arbitrary comparisons with others. 
In the same way that we suspend value-judgements about our here and now experience to 
connect with it more fully, we can learn to suspend both positive and negative value-
judgements about ourselves. Self-acceptance can be practised through self-compassion 
training. 

It’s important to distinguish self-compassion from self-esteem, especially  since the two are 
easily confused (Neff, 2011b). Self-esteem refers to the  degree to which we evaluate 
ourselves positively, and is often based on  comparisons with others (Harter, 1999). There is a 
general consensus that self-esteem is essential for good mental health, while the lack of self-
esteem  undermines well-being and fosters depression, anxiety,  etc. (Leary, 1999). There are 
potential problems with high self-esteem,  however—not in terms of having it, but in terms of 
getting and keeping it  (Crocker & Park, 2004).   

Self-compassion is different from self-esteem. Although they’re both  strongly linked to 
psychological well-being, self-esteem is a positive evaluation of self-worth, while self-
compassion isn’t a judgment or an evaluation  at all. Instead, self-compassion is a way of 
relating to the ever-changing  landscape of who we are with kindness and acceptance—
especially when  we fail or feel inadequate.  Self-esteem is inherently fragile, bouncing up and 
down according  to our latest success or failure (Crocker, Luhtanen, Cooper, & Bouvrette,  
2003). Self-esteem is a fair-weather friend, there for us in good times,  deserting us when our 
luck turns. But self-compassion is always there for  us, a reliable source of support even when 
our worldly stock has crashed. 

Self-esteem requires feeling better than others, whereas self-compassion  requires simply 
acknowledging that we share the human condition of  imperfection. This means that we don’t 
have to feel better than others to  feel good about ourselves. Self-compassion also offers more 
emotional stability than self-esteem because it is always there for us—when we’re on  top of 
the world, and when we fall flat on our faces. Self-compassion is a portable friend we can 
always rely on, in good times and bad.   

We recommend the following practices to develop self-compassion 

Practical guided exercises: 

General Self-Compassion Break (by Dr. Kristin Neff) 

This practice intentionally brings the three components of self-compassion to bear on a current 
struggle. 

https://drive.google.com/file/d/1BHq6tRjrNYGgg25L0oBd6TfdfG1tPFBS/view?usp=sharing
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Soles of the Feet (by Dr. Kristin Neff) 

This practice can help ground and stabilize you if you're experiencing difficult emotions. 

Self-Compassion/Loving-Kindness Meditation (by Dr. Kristin Neff) 

This version of loving-kindness meditation helps you generate compassion for a mistake or 
perceived inadequacy. 

 

6.3.5 Maintaining resilience through worry postponement 

The term ‘worry’ refers to a process of prolonged thinking about feared catastrophes, things 
going wrong in the future and frustrated attempts at problem-solving, and is associated with 
feelings of anxiety. Some people are probably inherently more prone to worry and anxiety 
than others. However, everyone can learn to manage worry better, in order to become more 
resilient to stressful events. Worry often consists of repeatedly posing and trying to answer 
questions such as “What if something bad happens?” and “How will I cope?”. More severe 
worry is often followed by attempts to suppress upsetting thoughts and feelings, which 
unfortunately tend to make anxiety worse and fuel worry. Although the initial anxious 
thoughts and feelings may appear disturbing, it’s really what happens next, ‘our reaction to 
the reaction’, that escalates anxiety into a more serious problem. 

One of the world’s leading authorities on the psychology and treatment of worry, Borkovec, 
proposed a technique designed to help individuals manage excessive worry and anxiety called 
Worry Postponement. It involves setting aside a specific "worry period" each day, during 
which a person is allowed to focus on their worries. The process helps reduce the habit of 
constant worrying throughout the day. Here's a brief overview of how it works: 

1. Schedule a Worry Period: Choose a specific time each day (e.g., 15-30 minutes) 
dedicated solely to worrying. This period should be the same time each day, ideally in 
the early evening but not right before bed. 

2. Postpone Worry: Throughout the day, when a worry arises, remind yourself that you 
will address it during your scheduled worry period. Gently postpone the worry until 
then. 

3. Use the Worry Period: During the worry period, allow yourself to fully engage with 
your worries. Write them down if it helps, and focus on them intensely. However, once 
the worry period is over, you must stop and shift your focus to other activities. 

4. Return to the Present: Outside of the worry period, practice mindfulness or other 
grounding techniques to keep your attention on the present moment. 

The goal of the Borkovec method is to contain worry to a specific time, reducing its impact on 
daily life and breaking the cycle of chronic worry. Over time, this practice can help individuals 
gain more control over their worrying habits. 

In order to spot worry, it helps to be able to recognize the differences between worry and 
more productive types of thinking. The psychologist Robert Leahy has written an excellent 

https://drive.google.com/file/d/1o_GOeOKqylWpyOC9CUBDSI-g9xDcq0sU/view?usp=sharing
https://drive.google.com/file/d/1uV1gyYcq3WuOtHWGcxv7V_nVMjVlNl8R/view?usp=sharing
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Cognitive-Behavioral Therapy self-help book called The Worry Cure (2005), which contains a 
very useful chapter describing the difference between ‘unproductive’ worry and so-called 
‘productive’ worry, such as rational problem-solving. The sections below combine some of 
Leahy’s observations with some additional points to look out for: 

Unhelpful worry  

● Focus on imponderable, vague, or unanswerable (‘What if?’, ‘How will I cope?’) 
questions that go round in circles.  

● Turns into a chain-reaction of escalating worries about numerous different 
things.  

● Intolerance of risk and uncertainty: Solutions have to be perfect, certain to 
work, or they’re discounted.  

● You keep on worrying because you feel it’s not absolutely safe to stop until your 
anxiety reduces.  

● You worry about things that can’t be changed or aren’t under your control.  
● Your worry is vague and abstract, mainly consisting of self-talk.  
● You become engrossed in your worries, lose track of time, and react as if the 

worst-case scenario is imminent and looming. 
● You become focused on the possibility of various worst-case scenarios, 

regardless of their (lack of) probability. 

Rational problem-solving (‘helpful worry’)  

● Specific questions are posed and answered more conclusively.  
● Focused on addressing one single, specific event at a time.  
● Solutions just have to be good enough to probably be worth trying, and a 

degree of risk and uncertainty is tolerable.  
● Even if you’re still anxious, you cease thinking things over when it’s no longer 

necessary or helpful.  
● You accept things that can’t be changed and focus on changing things that are 

under your control.  
● You picture the problem in concrete, detailed terms, using mental imagery.  
● You retain awareness of worry as a mental process, how much time it takes, 

and how ‘urgent’ various problems really are.   
● You focus on the probability of things happening and how you plan to cope with 

the most-likely scenario. 

Self-assessment: Distinguishing helpful from unhelpful worry 

Instructions: Use the questions below to help evaluate your typical experience of worry over 
the past couple of weeks, rating how strongly you agree with each statement from 0 (not at 
all) to 5 (agree completely):  

1 My worries are focused on one specific, clearly defined, issue at a time ( /5)  

2 When I worry I’m looking for solutions that are good enough to be worth trying rather 
than the perfect solution ( /5)  
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3 Even if I still feel anxious, I stop worrying when I stop making progress towards a 
solution ( /5)  

4 My thinking is focused on what’s under my control to change and I’m able to accept 
things that are outside my power ( /5) 

5 I’m aware of how long I spend worrying rather than losing track of time ( /5)  

6 I focus on what’s probable, the likely-case scenario, rather than what’s merely 
possible, such as the worst-case scenario ( /5) 

Again, rather than totalling your scores, look at your individual responses. How could you 
change your attitude and behaviour to get your scores closer to five on each item? What 
would be the consequences if you did? 

Worry Postponement Strategies 

It’s important to realize that you will usually need to postpone worry repeatedly. After 
deciding to postpone worry, especially at first, it’s fairly normal to catch yourself beginning to 
worry again a few moments later. Just keep postponing it each time it returns, no matter how 
often. This will become much easier with practice. Remember that postponement shouldn’t 
feel like an attempt to avoid or suppress unpleasant experiences, though. You must intend to 
return to the subject you’re worrying about at a later time. Worry can often be postponed 
relatively easily, with practice, if a later time has been set aside to return to it. However, there 
are also some strategies, discussed below, which may help you to let go of your worries and 
set the problem aside. 

 

➔ If worry is very frequent, and difficult to confine, as Borkovec suggests, it’s sometimes 
easier to plan ‘worry-free zones’ instead. That entails banning (postponing) worry at 
certain times or places (‘zones’) and only allowing yourself to worry for up to 30 
minutes at other times. For instance, you might initially designate driving to work or 
lying in bed at night as worry-free zones. Gradually more times and places are declared 
‘worry-free’, and worry becomes progressively confined, until it’s limited to a specific 
30-minute worry time. 

 

➔ Making a brief verbal statement (‘self-instruction’) to yourself may help you focus on 
your decision to postpone worry (Newman & Borkovec, 2002, p. 154). For example, as 
soon as you notice early warning signs of worry, or high-risk situations, you might take 
that as a signal to respond immediately by confidently instructing yourself: ‘I know I 
usually tend to worry in bed at night and I notice I’m starting to tense my shoulders 
and think about problems at work… Now isn’t the right time to think about this… I’m 
going to just write down the topic and I’ll think about it properly later, during my 
specified worry time.’ 
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If the worry creeps back you can instruct yourself, ‘It’s written down in my worry 
record already; I’ll think about it properly later.’ Keep your self-instructions concise 
and be confident in saying them, avoid them sneakily turning into an internal 
monologue about coping with the worry. In fact, you should aim to ‘fade’ your self-
instructions over time, if possible, learning to focus on the idea of postponement, in 
the right attitude of mind, without the effort of giving yourself any specific verbal 
instructions about how to do it.  

Worry Time strategies 

Now we’ve discussed the concept of postponing worry until a specified ‘worry time’, let’s 
examine what to do later, when that time actually arrives. The first thing you may notice is 
that you will sometimes feel your worries are no longer important and choose not to think 
about them, in which case you may simply decide not to use your worry period. If you do still 
feel a need to think about your worries, you may simply allow yourself to worry as normal, 
having confined it to your specified time and place. People often feel calmer at their worry 
time and therefore more able to think things through rationally and constructively.  

Problem-solving 

Worry can often be understood as a failed attempt at problem-solving. This may take the form 
of trying to analyse a situation, plan how to cope, or prepare for adversity, but struggling to 
do so very decisively. As long as you can approach problem-solving systematically and avoid it 
turning into unhelpful rumination or worry, the kind of approach described in the chapter on 
‘problem-solving’ may be very useful and can be used during worry time to develop a ‘coping 
plan’, i.e., a realistic action plan for dealing with your problems. 

Mindfulness and Acceptance 

Of course, some worries may relate to things that are outside of your control or ‘unsolvable’ 
problems, leaving you with distressing thoughts and feelings that may be best addressed using 
the kind of acceptance strategies described in earlier chapters. Likewise, where problems can 
be solved but ‘internal barriers to action’ exist in the form of unpleasant thoughts and feelings, 
similar mindfulness and acceptance-based strategies may be appropriate. 

 Worry Exposure 

In addition to basic problem-solving and acceptance-based strategies, worry time is 
sometimes used as an opportunity to employ other techniques. A common strategy is to worry 
visually rather than verbally, picturing the worst-case scenario until your anxiety reduces by 
at least half. ‘Worry exposure’ involves facing your worst fears patiently in your imagination 
until your anxiety naturally reduces, simply because you get used to the experience. This may 
require trying to uncover the core fear underlying your worry, your ‘nightmare’ scenario, and 
writing a detailed description of it. You can read this ‘catastrophe script’ repeatedly to help 
you keep picturing the worst-case vividly and long enough to allow anxiety to naturally abate. 
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Practical Exercise: Worst, best, and most-likely scenarios 

Worry tends to involve focusing on the worst-case scenario, even if it’s quite unlikely to 
happen. That not only fuels anxiety but also distracts attention from more realistic predictions 
and opportunities to be pursued.  

Sometimes it helps to explore the range of possible outcomes that can happen in a situation 
by carefully answering questions like the following:  

1 What’s the worst that you fear might happen?  

2 What’s the best that you hope could happen?  

3 What’s most likely to actually happen in reality?  

4 How could you best cope with the most likely scenario? 

Doing this once might be helpful but it’s usually more helpful to get into a habit of doing this 
systematically whenever you have time to re-evaluate your worries, for example, during 
prescribed worry time. It may also be helpful to develop a list of steps describing how you 
would actually cope if the worst-case scenario actually happened, called a ‘coping plan’. 
Sometimes you may find that the worst-case scenario you worry about isn’t even realistic and 
is impossible or astronomically unlikely to happen. You may also find that when you think a 
problem through in concrete terms, particularly how you’re likely to cope with the 
consequences over time, it may seem less catastrophic than it first appeared. Be cautious 
when using these techniques, though, that they don’t lead into over-analysis of your worries 
and cause further fusion with your upsetting thoughts. 

 

6.2.9 Maintaining resilience through problem-solving 

Problem-Solving Therapy, or Training (PST), is the name of a specific methodology developed 
by the behaviour therapists D’Zurilla and Goldfried to help people become more skilled and 
confident at solving everyday problems of living, and coping with more serious life events. 

It’s a simple, pragmatic, action-oriented approach that has been used quite extensively as a 
way of coping with stress. It’s likely that having a positive attitude towards problem-solving in 
general, and being confident and optimistic about the process, constitutes an important part 
of psychological resilience, helping to prevent future anxiety and depression.  

The most widely used approach describes problem-solving in terms of the following main 
ingredients: 

 1 ‘Problem orientation’, whether you have a ‘positive’ or ‘negative’ attitude towards 
life’s problems in general, which we will analyse into several components below.  

2 ‘Problem-solving style’, which can be classed as either unhelpful (termed 
‘impulsive/careless’ or ‘avoidant’) or helpful (termed ‘rational’).  



      
 
  Project No. 2023-1-IT01-KA220-VET-000154571 
 

Funded by the European Union. Views and opinions expressed are however those of the author(s) only and 
do not necessarily reflect those of the European Union or the European Education and Culture Executive 
Agency (EACEA). Neither the European Union nor EACEA can be held responsible for them.                              

 

Rational and constructive problem-solving, for the purposes of training, is roughly 
divided into four basic skills and stages, which we will be exploring in more detail below:  

●  ‘Problem definition and formulation’, which refers to the process of accurately 
and objectively summarizing a problem and pinpointing the main obstacles to 
be overcome in achieving specific goals.  

●  ‘Generation of alternatives’, the process of creatively brainstorming a broad 
range of potential solutions, i.e., identifying a variety of options.   

● ‘Decision making’, predicting the likely consequences of different potential 
solutions and evaluating them sufficiently before making a rational choice 
between them or arriving at a combination of them.  

● ‘Solution implementation and verification’, which involves actually putting the 
appropriate steps into action and evaluating the outcome.In the real world, 
problem-solving needs to be flexible and adaptive. Learning to distinguish 
between these ingredients and trying to improve them can be helpful, 
especially when first developing a more positive problem-solving attitude. 
However, in some situations you will need to make ‘snap decisions’ and solve 
problems more rapidly, which may also require increasing confidence in your 
ability to act more spontaneously. In particular, be careful not to allow 
problem-solving to get into rigid, stuck patterns of thinking. Try to reconcile 
learning a methodology with maintaining a sense of psychological flexibility. 

Cue-Card for Rapid Problem-Solving  

1 Problem. What specifically is the problem? What specifically is your goal? What 
obstacles do you face?  

2 Brainstorm. What options do you have? How many possible solutions can you think 
of?  

3 Decision. What are the main consequences of each different solution? What’s your 
best option?  

4 Action. What specifically will you do and when? Now do it! What did you learn? What 
next? 

Practical Exercise: Anticipating problems and solutions  

Instructions: Start by anticipating possible problems and trying to prevent them from 
becoming obstacles to your use of this training material. 

1. Make a list of problems you might encounter while reading this training 
material and trying to build resilience. Consider problems you may have 
encountered in the past. 

2. Take a moment to brainstorm as many possible solutions to each problem as 
possible, writing them down in a notebook.  

3. When you’ve exhausted all the solutions you can think of, try asking yourself 
some questions to prompt more. What would you advise someone else to do 
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if they encountered the same problem? What do you think a resilient person 
would do in the same situation? What do you think an expert, or someone who 
knows you well, would advise you to do?  

4. Consider which possible solutions would be easiest to put into practice and 
most likely to succeed, and mark them.  

5. Keep a record of your responses for future reference, so that you can return to 
them if you do encounter any problems while trying to use the strategies in this 
book to build your resilience.  

To solve difficult or challenging problems it’s essential to adopt a favourable attitude or mind-
set throughout the whole process. In fact, there’s some reason to believe this may be the most 
influential factor in problem-solving. In other words, having a favourable attitude towards 
solving problems may make you more resilient than following specific steps. 

 

6.2.10 Maintaining resilience through assertiveness 

Research on resilience consistently points to the importance of having appropriate sources of 
social support in place, such as emotional support and encouragement from friends and 
family, etc. By contrast, studies show that the most common topics of concern for chronic 
worriers are interpersonal matters. From your perspective as an entrepreneur, it’s therefore 
worth considering how to improve the quality of your relationships to increase your long-term 
resilience.  

Developing your social skills, including assertiveness, is one traditional way to improve your 
relationships. However, at a more general level, it may first help to clarify your most important 
values in terms of relationships and to set goals and commit to acting in line with them. Being 
the type of person you genuinely value being in your relationships may be more important to 
your long-term wellbeing than ‘success’ in achieving your social goals, i.e., getting people to 
respond in ways you want. Improving social skills and strengthening healthy relationships is 
therefore likely to provide you with resources that will help resilience in the face of future 
adversity. 

We can define ‘assertiveness’ as follows:  

Assertiveness is the ability to exercise and defend your personal rights, and to express your 
needs, opinions and feelings effectively and appropriately. It also means doing so in accord 
with your personal values, while respecting the rights of others and without being unduly 
inhibited by worry or anxiety. 

It is relatively easy to learn social skills; like learning to ride a bicycle or drive a car, it just takes 
practice. You can plan specific examples of what to say and do in writing, rehearse strategies 
in response to specific situations in imagination, and test them out in reality. 

Below is a brief outline of some common strategies derived from assertiveness training and 
other social skills approaches. This list is by no means exhaustive but it will give you some 
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strategies to begin experimenting with. Pick one strategy at a time and try to use it as 
frequently as possible (without over-using it) for a week or two, until it becomes quite familiar. 

The broken record 

The broken record is one of the most basic assertiveness strategies and it provides a good 
starting point that leads naturally into most of the other techniques described below. It 
involves calmly and patiently repeating your point as many times as necessary, like the 
proverbial ‘broken record’, without being drawn into arguments or verbal side-issues. If at first 
you don’t succeed, try, try, again. Stating what you want persistently, without taking ‘no’ for 
an answer can take courage and perseverance. 

● A: ‘I’m not happy with this; can I have my money back?’  
● B: ‘Nobody else has complained.’  
● A: ‘That may be true but I’m not happy; can I have my money back?’  
● B: ‘I’ll have to speak to my manager.’  
● A: ‘That’s fine, go ahead and speak to whoever you need to, but I’m not leaving here 

until I’ve got my money back.’  

Difficult situations often require persistence and non-assertive individuals often either give up 
prematurely or else become frustrated, angry or irritated. The broken record strategy means 
sticking to your main point until you get an answer, without getting bogged down in discussing 
your reasons or having to justify yourself unnecessarily. Can you refuse to take ‘no’ for an 
answer without becoming irritated or raising your voice but instead persist calmly? 

Time-out (thinking time) 

Another very basic skill, especially when you feel yourself becoming overly angry or anxious, 
is to assertively state that you want to take time to think about your response. It can be 
difficult to do this at first but it becomes much easier with just a little practice.  

For example:  

● ‘I’m starting to feel a bit angry about this. I think we should leave it for now and both 
sleep on things, so we can talk about it tomorrow more calmly.’ 

Alternatively:  

● ‘I don’t quite know what to say; let me go away and think about it and I promise I’ll 
get back to you later with a more considered response.’ 

Taking  a ‘time-out’ or postponing your response shouldn’t turn into a habitual form of 
avoidance but it can be useful when you feel your emotions may be temporarily getting in the 
way of assertive behaviour or you need time to consider the best response. So these two 
foundational skills, the broken record and time-out, involve making a clear rational decision 
to either persist in the situation or postpone things until later. 

Fogging 
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Fogging involves acknowledging criticisms made by other people, and accepting the fact 
they’ve been said, without taking them too literally. The term ‘fogging’ comes from the simile 
of responding like a bank of fog that doesn’t resist sticks or stones thrown at it but simply 
allows them to pass straight through, without being particularly affected by them. So ‘fogging’ 
is a bit like ‘humouring’ your critics, without taking them too seriously, just allowing their 
words to be acknowledged and not have any real impact on you. 

● A: ‘I really thought your presentation was awful.’  
● B: ‘Yeah, maybe you’ve got a point, it wasn’t perfect. Never mind, I’ll do it differently 

next time.’  

In a sense, ‘fogging’ refers to the art of agreeing-without-really-agreeing. That often takes the 
form of simply saying ‘I suppose you might be right’, ‘You could have a point’, etc. This is often 
easier if you deliberately interpret others’ comments as criticisms of your behaviour, which 
may or may not be true, rather than as criticisms of your essential character. If you’ve skipped 
things to get to this stage, are you making the error of rushing and arriving at decisions too 
impulsively or carelessly? If you ultimately fail to put your plans into action are you 
procrastinating and exhibiting an avoidant attitude toward problem-solving? Likewise, you 
may adopt the view that any criticism has potentially a grain of truth in it, but isn’t necessarily 
worth taking very seriously. Does it really matter? Another strategy is to view other people’s 
opinions for what they are, as just opinions - merely personal hypotheses rather than facts. 

Negative inquiry 

Negative inquiry invites the other person to explicitly elaborate on their criticisms. For 
example:  

● ‘Just so that I can understand better, what is it specifically about the way I handled 
things that you didn’t like?’ 

You might then continue to ask ‘Was there anything else?’, until the other person has 
exhausted their criticisms. When calmly invited to express their criticisms and to do so in full, 
without resistance, people will often become less aggressive and criticism, when made more 
specific, will often appear more trivial. This also encourages the other person to be more 
genuinely assertive with you rather than being indirect or manipulative, which is ultimately 
very helpful.  

Expressing praise (active, constructive responding) 

Expressing and accepting praise appropriately has long been considered a basic social skill. 
Recently, Seligman’s Positive Psychology approach has incorporated an emphasis upon 
enhancing relationships by actively celebrating the other person’s positive experiences, in 
greater depth. When someone tells you about something good that happened to them, 
instead of simply saying ‘That’s nice’ (passive, constructive) adopt a more actively constructive 
response style by asking them to relive the event with you in detail (‘That’s great, tell me 
more…’). Spend more time than normal, encouraging them to elaborate on what went well, 
and extending the conversation by communicating your interest and enthusiasm, expressing 
positive feelings, asking questions, and giving praise.  
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● A: ‘Phew! I’m glad I managed to get all the shopping done.’  
● B: ‘That’s great. You’re very organized! Tell me more… Where did you go? What did 

you get? Are you planning to cook something special? That sounds wonderful.’  

This strategy is employed in Positive Psychology because research has suggested that it 
predicts stronger relationships, linked to improved wellbeing and therefore longer-term 
resilience. 

Four-step Assertiveness Strategy  

A number of assertiveness strategies have been developed that attempt to make the difficult 
task of expressing disagreement and tackling a social problem easier by breaking it down into 
a few stages. The four-step assertiveness strategy below consists of the following ingredients: 

1 Describe the facts of the situation objectively.  

2 Acknowledge the other person's perspective.  

3 Assert your own opinions, rights, or feelings.  

4 Propose a practical solution or next step. 

For example, if you wanted to complain about food in a restaurant you might say something 
like: 

1 'The fact is that there's definitely a fly in my soup, waiter... (Describe facts) 

2 'I appreciate that you feel it's not your fault... (Acknowledge and empathise with 
other person) 

3 'However, I really feel disgusted by it and I think I've got a right to send it back... 
(Assert feelings and rights) 

4 'So what I'd propose is that you just take it away, strike it off the bill please, and I'd 
be quite happy to leave it at that.' (Propose solution) 

Politely reflecting back your understanding of the other person's thoughts and feelings shows 
them that they have been heard, and also makes clear they don't need to restate their 
position. 

Practical Exercise: Four-step assertiveness exercise 

Pick an example of a specific situation where you think the four-stage assertiveness strategy 
might be helpful, a time when you'd like to deal with some conflict or disagreement more 
assertively. First, plan in writing how you might respond, by noting what you might say under 
each of the four headings below: 

1 Describe the facts of the situation, as objectively as possible.  

"These are the basic facts of the situation, which I think everyone can agree upon...' 

2 Acknowledge the other person's viewpoint, as empathically as possible. 
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'I understand your position is this...' 

3 Assert your own feelings, opinions, and rights. 

'However, this is how I feel about things..." 

4 Propose a solution, if possible. 

"This is what I suggest should happen next...' 

Now rehearse this a few times in your imagination until you're happy with your 

words and feel confident you will remember what you want to say in the real situation. 

 

Remember this: Consider the consequences 

It's essential to consider the consequences of your actions in social situations. This is especially 
true when there's any risk that others will respond in aggressive, violent or undesirable ways. 
Try to put yourself in the shoes of others and anticipate their reactions as accurately as 
possible to avoid your plans backfiring or any harm being caused. 

Overcoming social problems and strengthening healthy relationships, to build social support, 
will increase your resilience in the long-term. The more opportunity you have to practise key 
social strategies, the more skilled you will become. Aim to develop a more assertive and 
socially-skilled way of life. You can help make your skills more general by recalling your 
relevant values frequently throughout the day, and trying to remain committed to them in 
your interactions with others. Notice when it's rational to persist with something and when it 
would be better to postpone things and wait. Use your mindfulness and acceptance skills to 
remain attuned to the reality of the present moment during social situations and to distinguish 
thoughts about other people and distance yourself from their opinions, where appropriate. 

 

Attention check question 5: 

Which of these traits is commonly found in resilient individuals? 

* Always maintaining a positive attitude, even in difficult situations 

* Confidence in their ability to navigate challenges and use available resources 

* Avoiding emotional reactions to stressful events 
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7. Conclusion 

Achieving life-work balance as a small business owner or solopreneur is an ongoing journey. 
Throughout this module, we’ve explored practical strategies and tools designed to help you 
manage the complexities of integrating your work and personal life. The key is not in seeking 
a perfect balance but in creating a flexible and sustainable integration that allows you to thrive 
in both areas. 

Key Takeaways: 

Understanding Life-Work Integration: 

Life-work balance isn’t about splitting time equally between work and personal life. Instead, 
it’s about creating harmony that fits your unique lifestyle and values. This module emphasized 
the importance of aligning your business goals with your personal priorities, allowing you to 
build a life that feels meaningful and fulfilling. By adopting a mindset of integration, you can 
be more adaptable and resilient, adjusting as your personal and professional needs evolve. 

 

Effective Stress Management and Burnout Prevention: 

Stress and burnout are common challenges for small business owners, often resulting from 
overworking, high expectations, and a lack of boundaries. In this module, you learned practical 
techniques to manage stress, including mindfulness practices, the Borkovec method of worry 
postponement, and relaxation exercises. These strategies are designed to help you address 
stressors proactively, rather than reacting to them when they become overwhelming. By 
building these practices into your routine, you can reduce the risk of burnout and maintain 
your energy and motivation. 

 

Setting Boundaries for a Healthier Integration: 

Boundaries are essential for protecting your time and energy. We discussed how setting 
boundaries—whether it’s defining work hours, managing client expectations, or establishing 
digital detox periods—can help you create clear divisions between work and personal life. 
Learning to say "no" and communicate your limits confidently allows you to focus on what 
truly matters. This not only improves your productivity but also enhances your personal well-
being and relationships. 

 

Time Management Techniques and Productivity Tools: 

One of the biggest hurdles for entrepreneurs is managing time effectively. This module 
introduced the 12-week planning system, which breaks down long-term goals into 
manageable, short-term actions. By focusing on 1-3 key goals over a 12-week period, you 
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create a sense of urgency and motivation that drives progress. Coupled with daily planning 
methods like the Top 5 Tasks system and time-blocking, these techniques help you structure 
your day to maximize focus and efficiency. Additionally, leveraging productivity tools like 
Trello, Toggl, and automation platforms helps streamline your workflow, saving time and 
reducing stress. 

 

Building Resilience and Coping Skills: 

Resilience is a crucial quality for navigating the ups and downs of running a business. This 
module highlighted the importance of developing self-awareness, understanding your 
stressors, and cultivating a resilient mindset. By learning to cope with challenges proactively 
and adaptively, you build mental strength that not only helps you overcome setbacks but also 
propels you forward. Exercises such as the Energy Audit and Task Alignment empower you to 
recognize and manage your energy levels effectively, ensuring that you remain focused and 
resilient in the face of adversity. 

 

Applying These Concepts Moving Forward: 

Continuous Practice and Reflection: 

The strategies and exercises in this module are meant to be practiced regularly. Life-work 
integration is not a one-time fix but a dynamic process that requires ongoing attention. Set 
aside time each week for reflection and self-assessment. Ask yourself what’s working, what’s 
not, and how you can adjust your approach to maintain harmony in your life. 

Adapting to Change: 

As your business grows and your personal life evolves, your integration strategies will need to 
adapt. Whether it’s scaling your business, dealing with unexpected life changes, or shifting 
priorities, the skills you’ve developed in this module will help you navigate these transitions 
with greater ease. Remember that flexibility is key; don’t be afraid to pivot and re-evaluate 
your goals and boundaries as needed. 

Creating a Support System: 

Life-work balance is easier to achieve when you have a support system. This includes seeking 
support from family, friends, mentors, or even professional coaches. Building a network that 
understands and respects your boundaries can provide valuable encouragement and 
accountability as you pursue your personal and professional goals. 

Fostering Self-Compassion: 

It's important to approach life-work integration with self-compassion. There will be days when 
things don’t go as planned, when boundaries are blurred, or when stress feels overwhelming. 
Acknowledge these moments without judgment and use them as learning opportunities. Self-
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compassion allows you to reset and refocus, rather than getting caught in a cycle of guilt or 
self-criticism. 

The Path to Sustainable Success: 

By implementing the concepts, strategies, and exercises from this module, you are taking 
proactive steps toward a more balanced and fulfilling life. Life-work integration is not about 
perfection but about finding a rhythm that works for you—one that allows you to pursue your 
entrepreneurial dreams while also nurturing your personal life and well-being. 

 

The skills and practices you’ve learned are tools to help you navigate the complexities of being 
a small business owner, enhance your resilience, and prevent burnout. By continuously 
refining your approach, you can create a sustainable path that supports both your personal 
happiness and business success. Remember, life-work balance is an evolving journey, and with 
the right mindset and strategies, you can thrive in both your work and your life. 
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8. Additional Material 

Article/Video Name Link 

Article A Self-Care Checklist for 
Leaders 

https://hbr.org/2024/09/a-
self-care-checklist-for-
leaders?ab=HP-hero-
featured-text-1 

Book 
"The Happiness Advantage" 
by Shawn Achor 

 

https://www.amazon.com/s
?k=the+happiness+advantag
e&language=en_US&adgrpid
=155755972235&hvadid=69
0294865848&hvdev=c&hvlo
cphy=1029883&hvnetw=g&
hvqmt=e&hvrand=67038111
33983114321&hvtargid=kw
d-
19979154846&hydadcr=154
63_13725474&tag=notxtstd
gode-
20&ref=pd_sl_2biu5a6dj0_e 

Article How to Use the Eisenhower 
Matrix to Prioritize Your 
Tasks 

https://mailchimp.com/reso
urces/marketing-time-
management/?ds_c=DEPT_
AOC_Google_Search_ROW_
EN_NB_Acquire_Broad_DSA
-
Rsrc_T1&ds_kids=p8032257
9130&ds_a_lid=dsa-
2227026702184&ds_cid=71
700000119083203&ds_agid
=58700008730253442&gad
_source=1&gclid=Cj0KCQjwl
vW2BhDyARIsADnIe-
Lmv2PnoEqglbdhCK4jFCfCbP
7MRbOV8Kk4_L25XFr4naou
V69VaksaAoneEALw_wcB&g
clsrc=aw.ds 

 
Article 

The 4-day work week 
schedule - An 

https://www.shiftbase.com/
blog/4-day-work-week-
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Implementation  Guide schedule 

Guided practices and Self-
Compassion Exercises 

Self-Compassion by Dr. 
Kristin Neff. 

https://self-
compassion.org/self-
compassion-
practices/#guided-practices 

Book/Article Hayes, S. C. (2005). Get 
Out of Your Mind and into 
Your Life: The New 
Acceptance and 
Commitment Therapy. 

 

Book Kabat-Zinn, J. (2004). Full 
Catastrophe Living: How to 
Cope with Stress, Pain and 
Illness, using Mindfulness 
Meditation 

 

Video The Space Between Self-
Esteem and Self Compassion 

 

https://www.youtube.com/
watch?v=IvtZBUSplr4 

Video Detached Mindfulness https://www.youtube.com/
watch?v=koHkFjFBMLs 

Book Leahy, R. L. (2005). The 
Worry Cure: Stop Worrying 
& Start Living. 

 

Book Nezu, A. M., Nezu, C. M. & 
D’Zurilla, T. J. (2007). Solving 
Life’s Problems: A 5-Step 
Guide to Enhanced Well-
Being. 

 

Book A Mindfulness-Based Stress 
Reduction Workbook by Bob 
Stahl Bob and Elisha 
Goldstein 

 

Book Alberti, R. & Emmons, M. 
(2008). Your Perfect Right: 

 

https://www.youtube.com/watch?v=IvtZBUSplr4
https://www.youtube.com/watch?v=IvtZBUSplr4
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Assertiveness and Equality in 
Your Life and Relationships 
(Ninth edition). 
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9. Quiz 

Question 1: 

What is the primary focus of life-work balance? 

● A) Ensuring an equal distribution of time between work and personal life 

● B) Creating a harmonious integration where both areas of life support each other 

● C) Prioritizing work responsibilities over personal well-being 

Question 2: 

How can small businesses benefit from promoting a healthy work-life balance? 

● A) By reducing the number of sick days employees take due to better mental health 

● B) By increasing employee engagement, which can lead to an improvement in 

operating income annually 

● C) By eliminating the need for any wellness programs within the company 

Question 3: 

What is the main difference between stress and burnout? 

●     A) Stress is always negative, while burnout is positive 

●     B) Stress can be temporary, while burnout results from prolonged stress 

●     C) Stress impacts performance positively, while burnout doesn't affect performance 

 

Question 4: 

Which of these emotional responses might indicate the onset of burnout? 

●     A) An increased enthusiasm for multitasking 

●     B) Wanting to take on more responsibilities 

●     C) Feeling disconnected from your work, colleagues, or clients 

 

Question 5: 

What is the key concept of life-work integration for entrepreneurs? 

●     A) Keeping work and personal life completely separate 

●     B) Balancing time equally between work and personal life 

●     C) Creating a seamless flow where work and personal life support each other 

 

Question 6: 

What is the most significant benefit of setting boundaries in life-work integration? 



      
 
  Project No. 2023-1-IT01-KA220-VET-000154571 
 

Funded by the European Union. Views and opinions expressed are however those of the author(s) only and 
do not necessarily reflect those of the European Union or the European Education and Culture Executive 
Agency (EACEA). Neither the European Union nor EACEA can be held responsible for them.                              

 

 

● A) Gaining control over how you allocate your energy and attention across different 

aspects of life 

● B) Being able to multitask more effectively 

● C) Maximizing the number of hours you work 

 

Question 7: 

What is the primary benefit of the 12-week planning system for entrepreneurs? 

 

●     A) It eliminates the need for long-term planning 

●     B) It helps create manageable goals with a sense of urgency 

●     C) It promotes multitasking to increase efficiency 

 

Question 8: 

When creating a 12-week plan, which approach is most effective for setting goals? 

 

●  A) Focusing on 1-3 key objectives to maintain clarity and focus 

●  B) Setting as many goals as possible to maximize productivity 

●  C) Choosing only short-term goals to ensure quick wins 

 

Question 9: 

Which of the following is considered a protective factor in building resilience? 

 

●     A) Avoiding social interactions 

●     B) Strong social support from family or community 

●     C) Experiential avoidance 

 

Question 10: 

What is the goal of practising acceptance as a resilience-building strategy? 

 

●     A) To eliminate negative thoughts 

●     B) To change the relationship with negative thoughts and feelings 

●     C) To avoid experiencing difficult emotions 
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