
TIME FREEDOM

TIME BLOCK
Allocate specific blocks of time for different tasks and
activities, enhancing your focus and productivity.

MASTER INTENTION SETTING
Each morning set your clear intentions for the day.
This will guide your actions and priorities, ensuring
purposeful use of your time. 

RECOGNISE YOUR LIMITS
Acknowledge your boundaries and practice saying
NO to commitments that burn you out and hinder
your time freedom. 

ESTABLISH BOUNDARIES
Clearly define and set boundaries in both your
personal and professional life to protect your time &
energy, ensuring a healthier work-life balance. 

INVEST IN SKILLS DEVELOPMENT
Commit to continuous learning and skill
enhancement to increase efficiency and open up
new opportunities.
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EVALUATE ALL COMMITMENTS
Regularly assess your current commitments to
identify and eliminate activities that don't align
with your goals. 
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FOSTER A BALANCED LIFE
Prioritise balance between work and personal life
to prevent burnout and cultivate your overall
healthy well-being.
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EMBRACE EFFICIENCY STRATEGIES
Adopt practices that enhance efficiency in your tasks
and activities, include utilise technologies to
streamline tasks. Accomplish more in less time. 
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DELEGATE RESPONSIBILITIES

Assign tasks to others, freeing up your time for
activities that align with your strengths and goals. 
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ORGANISE DAILY ‘ME TIME’

Schedule time for self-care and personal activities
to nurture mental and physical well-being. 
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MINIMISE DISTRACTIONS

Identify and reduce sources of distraction to
maintain focus on important tasks and goals. 

M

Each morning, or the night before, take a moment to mentally 
review your plans for the next day. 

This will ensure you’re always in sync with these ‘Time Freedom’ strategies.

Begin and end each day 
with a clear plan, positive mindset and a sense of purpose. 


