








WHAT THE EXPERTS SAY

•CAPTURE

•CONFIGURE

•CONTROL



CAPTURE & CONFIGURE



CONTROL



• DEVELOP LIST OF TIMES YOU NEED TO ENFORCE BOUNDARIES

• I WILL NOT BE AVAILABLE TO ANSWER THE DOOR & PHONE DAILY DURING THIS 

TIME 

• I WILL NOT BE AVAILABLE TO ANSWER EMAILS UNTIL AFTER 12:00 DAILY

• I WILL BE OUT OF THE OFFICE DAILY DURING THIS TIME FOR BANK DEPOSIT

• DISCUSS WITH YOUR PRINCIPAL/SUPERVISOR

• STAY OPEN MINDED AND FLEXIBLE TO OPTIONS THAT WORK FOR 

EVERYONE

• COMMUNICATE BOUNDARIES TO FACULTY/STAFF

• EMAIL TIMES YOU ARE UNAVAILABLE,  PLACE SIGN ON DOOR

• MANAGE EXPECTATION AND REMIND AS NEEDED



Meet Deadlines

Prevent Burnout

Maintain Sanity

Make it to Retirement


