CASh OUT of Work: Creating Healthy Work-Life Boundaries

When work consistently spills into personal time, it can begin to feel as though the workday never truly
ends. Over time, this pattern can contribute to fatigue or emotional exhaustion, and eventually burnout. Establishing
clear work—life boundaries helps create separation between professional responsibilities and personal life, allowing
space for rest, connection, and renewal.

Create a Transition at the End of the Workday

Bring your workday to a thoughtful, intentional close. Creating an intentional transition makes it easier to mentally
disengage from work and shift into personal time.

¢ Organize your workspace before finishing for the day.

e Write down priorities or tasks for the next workday so they are not carried mentally into the evening.
¢ Silence or turn off work-related notifications on your phone or devices.

e Verbally state, either aloud or internally, that your workday is complete.

e Use a consistent sensory cue, such as a scent or hand lotion, to mark the transition.

Reflection: What signals currently tell me that my workday is over, if any?

Adjust Your Environment
Y our surroundings play a role in reinforcing boundaries. Creating a clear distinction between workspace and
personal space supports emotional and mental separation.

¢ Change into comfortable clothing after work to mark the shift into personal time.

e Use lighting, scents, or music that feels calming or energizing and distinct from your work environment.
e Ifyou work from home, physically close off or visually separate your workspace when the workday ends.

e Step outside briefly to reset your senses before re-entering your home.

Refection: What small environmental change would make my space feel more restful?

Shift Your Behavior After Work

Engaging in activities unrelated to work helps redirect attention and reinforces your role outside of professional
responsibilities.
e Allow a brief period to decompress, then transition into an activity that feels restorative, restful, or
meaningful.
e Participate in activities that are clearly separate from work, such as movement, hobbies, time with loved
ones, or caring for a pet.
e When work-related thoughts arise, gently acknowledge them and return your focus to the activity or
moment at hand.

Reflection: How do I typically respond when work thoughts intrude on my personal time?

OUT: Ownership, Understanding, and Transition

Cashing out of work is an intentional choice to step out of professional demands and back into personal life. This
transition supports emotional balance, restores energy, and helps maintain long-term sustainability in both work and
relationships. Healthy boundaries are built through awareness, repetition, and self-compassion. Progress does not
require perfection. Even small efforts toward consistent transitions can create meaningful change over time.
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