This calendar is based on the 3 Key Elements + Breathing Space concept. Please make

CO I I eCtive We I I = be i n g Ca I e n d a r use of it as you try to apply the 3 Key Elements + Breathing Space in your day-to-day life.

1 Among your work tools, 1 2 Who among the members of your team have you 23 aDr?ny?iﬂ;g? %,?ng E‘i?'ns]tgiirr?g%rrses:;gz x
. . ov? ?
which are your pride and joy? spoken to the least lately? your workday?
Are you able to secure sufficient breathing space . . — Over the past week, have you had an opportunity

2 (e.g., time for breaks or to prepare) between 13 WhaT['S eru]handg tool;])r funlctlon yfu d I,')ke 24 to speak with someone from another company or

meetings? to tell others about that only you know another department for something unrelated to work?
When you start your workday, do you have your . .

3 Do y%u knﬁw wgat ar;]y oﬁ yé)ur tlee%rr; . 1 4 - rgutine . ayritual - fligping);/our "on"y 25 Do yo% have your own favorite music or v

mempers have been nookea on lately ¢ switch? aroma«

4 Are you able to use different meeting venues and 1 5 Do you have a personal routine that you

means of contacting others in accordance with would like any of your team members to 26 oo you have the time you need for thinking or

the purpose at hand? know about? retrospection?
How many minutes are you planning for . Over the past week, in what sort of
S breaks today and how do you intend to 16 s ther(: anything you do tlo sepagate your work- 27 non-work situation did a team member
spend them? Spildziiclinl el rReliclic] oz lel show their appreciation to you?

6 Have you spent 30 minutes or more lately just 1 7 BT U A SEL el TS Gl 6 e x 28 Do you have a set place where you keep each of

. . have a way of marking the transition back
? ?
E— shooting the breeze with one of your team members? ERE {0 your own time? Place AN work tools?

7 Have you placed something in your work- 1 8 Was there anything that a team member did for 29 What approach to relaxing do you recom-
i ? ? ?
Place IRLGRAE that sparks joy for you~ Team AR recently that made you happy Time mend?
8 What did you do that made you feel full of life 1 9 What tricks do you use to create an v 30 Can you describe in a nutshell the kind of times
i i it? i ? ir liveliest?
Time recently and with whom did you do it~ pymy environment that helps you concentrate® E— when your team members are at their liveliest?
9 D K ¢ t bers' 20 Have you and your team members let each other 3 What, if any, difference is there between the way
og{ou? ke feltyACLRy e fiE SIS 1 know when is a good time for contacting one you would ideally like to make use of your time and
Jny mottos: lny another? il the way you actually use your time?
1 o Do you have a favorite virtual background for 21 Did you have any time before and after “
" S . : : .
Place online meetings” E— yesterday's meeting to chat with others?
1 1 What time of the day do you best concen- 22 »
e trate: morning, midday, or evening? - Where do you go when you want to calm down?




