
Your Workplace
Self-Care Map:

Boundar ies ,  Breaks  &
Balance



Boundaries aren’t walls—they’re bridges
back to yourself. In a busy, demanding
workplace, it’s easy to overextend, say
“yes” when you mean “no,” and let your
energy slip away. Setting clear limits
isn’t selfish—it’s self-respect. By
defining what you will and won’t accept,
you create space to think, breathe, and
work with clarity.

Why Boundaries
Matter



STEP 1

Identify
Your Limits
Take a moment to notice where you feel drained, tense,
or resentful. These are clues that your boundaries are
being tested.



Quick Self-Check Questionnaire

Instructions:
Read each statement and rate how often it applies to you:
Never / Sometimes / Often / Always.

Never Often
Sometimes Always

I feel drained after certain meetings or interactions.1)

Never Often
Sometimes Always

I say “yes” to tasks even when my plate is already full.2)

Never Often
Sometimes Always

I take work calls or respond to emails outside my working hours.3)

Never Often
Sometimes Always

I feel resentful after completing tasks I didn’t want to do.4)

Never Often

Sometimes Always

I notice tension or fatigue creeping in before I realize it.5)



Never Often

Sometimes Always

I struggle to speak up when I disagree or feel overwhelmed.6)

Never Often

Sometimes Always

I compromise my personal time to meet work expectations.7)

Never Often

Sometimes Always

I feel anxious when I try to say “no” or set limits.8)

Never Often

Sometimes Always

I lose focus or clarity when I’ve overcommitted.9)

Never Often

Sometimes Always

I rarely take breaks during my workday.10)

Often/Always = Urgent reset | Sometimes = Gentle recalibration |
Never = Steady energy, sustain with care.



Offer alternatives if possible:
I can support next week instead.

STEP 2

Communicate
Clearly & Kindly
Saying “no” doesn’t have to be harsh. Honour your needs
while remaining professional and compassionate.

Use simple, direct language:
I’m unable to take this on right now.

Maintain a calm, respectful tone:
your energy communicates as much
as your words.

Tips:



STEP 3

Protect After-
Hours Energy
Work rarely ends when the office doors close—or when
emails ping. Protecting your personal time is crucial.

Practical Actions:

SILENCE NOTIFICATIONS AFTER WORK
HOURS.01.

SCHEDULE “NO-MEETING” BLOCKS IN
YOUR CALENDAR.

SET A CONSISTENT STOP TIME FOR
WORK TASKS.

02.

03.



STEP 4

Reflect & Adjust
Regularly
Boundaries aren’t static—they evolve as your role and
energy change. Regular reflection ensures they remain
aligned with your needs.

Journaling Prompts:

Did I honour my limits this week?
Where did I succeed?

Where did I feel guilt or pressure to
say yes?

What small changes can I make next
week to protect my energy better?



STEP 5

Stay Energised
During The
Working Day
Small, intentional pauses throughout your day keep energy
steady and mind clear.

Practical Tips:

Micro-Stretching:
Stand up, roll your shoulders, stretch your arms
overhead, or gently twist your torso every 60–90
minutes.

Movement Breaks:
Walk outside, step on stairs, or move around your
office.



Mindful Pauses:
Close your eyes for 1 minute, take three deep
breaths, and notice your body.

Hydration Ritual:
Drink a glass of water or herbal tea.

Positive Anchors:
Keep a small visual cue, quote, or calming object
to remind you to pause.

Why It Works:

These mini-moments reset stress patterns, prevent
fatigue, and reinforce that your energy matters.

Even short breaks anchor presence and maintain clarity
throughout the day.



A Gentle Reminder
Boundaries are acts of courage, self-care, and love. They
don’t make you less committed—they make you
sustainable. Each boundary you set is a quiet, powerful
declaration: I matter. My energy matters. I show up fully
when I am whole.

Your Next Step

If maintaining energy, focus, and peace feels challenging
in your work environment, our Transformational Meditation
Retreat at The Beach House Goa offers a supportive space
to reset.

Through meditation, yoga, Ayurvedic therapies, guided
self-reflection, and personalised care, you’ll learn to
honour your limits, restore balance, and cultivate inner
resilience.

Learn More & Book Your Retreat →

https://thebeachhousegoa.com/



