
Practical Self-Care: 
Beach in Tahiti Not Required

Minutes 
or Less10 Minutes 

or Less5

Minute 
or Less1

• Anxiety dump into a journal

• Make a cup of tea, coffee, chai

• Read a few pages of a book

• Progressive Muscle Relaxation:  Breathe in and tense the 

first muscle group (hard but not to the point of pain or 

cramping) for 4 to 10 seconds. Breathe out, and suddenly 

and completely relax the muscle group (do not relax it 

gradually). Relax for 10 to 20 seconds before you work 

on the next muscle group.

• Body Scan Meditation: Focus attention on different 

parts of your body. Start with your feet and work your 

way up. Don’t tense and relax your muscles with this 

meditation. Just focus awareness on a part of your body 

and assessing how it feels. If wearing socks, how do your 

feet feel in the socks? How does your shirt sleeve feel 

against your skin?

• Drink a glass of water

• Body Check-In: Start at the top of your head.  Are you 

breathing? Is your brow furrowed? Is your jaw clenched? 

Are your shoulders up by your ears? Are you in a 

defensive posture/position?  Are your hands clenched?

• Put on a Song and Dance

• Speed clean workspace

• Create Brag Board: Create a centrally located space 

(a poster board, piece of paper, dry erase marker to 

window/mirror.  Then write down 2 “brags” from that 

day, whether that is “I remembered to make my lunch to 

take to work” or “I remembered to take my lunch”.

• 5-7-8 Breathing: Breathe in through nose for 5 seconds; 

Hold breath for 7 seconds; and Breathe out through your 

mouth for 8 seconds.  Repeat 3 Times

• Drop Your Shoulders: Shoulders back and visualize 

sliding them down and into your back pockets

• Repeat affirmations

• Stretch

• Compliment yourself/Write down a “Brag” on Your Brag 

Board

• Write down a “win” to celebrate

• Send a kind email or text to someone out of the blue

• Visualize your pet, loved one or childhood favorite place
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Say this...not that  
The Top 10 Lies We Tell Ourselves

‘I should be 
grateful...”10

‘My employees 
are burned out’1

• Try instead to ask yourself, “What 

can I do as a leader to help create an 

environment that prevents burnout?”
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‘I’m fine...’2
• Try instead saying “I’m [insert 

applicable adjective here]” 

‘Sure, I can do 
that...’3

• Rather than an automatic agreement, 

try saying, “let me think about it and 

get back to you.” 

‘More is more...’4
• Try instead taking the approach of 

“quality over quantity.” 

‘I’m just 
tired...’5

• Ask, “am I tired or overworked? 

Tired or bored? Tired or just in a 

rut?” 

‘It’s all about 
the positives’6

• Instead ask, “at an organizational 

level, what can we do differently?”

‘Big change is ‘Big change is 
the only way...’the only way...’7

• Rather than starting with broad change, 

take a look at the day-to-day employee 

experience and ask, “what are some 

small things we can do to brighten 

someone’s day?” 

‘I don’t want to 
be a burden...’8

• In all likelihood, the people around you 

have at some point experienced similar 

feelings. Instead say to yourself, “I am 

not alone.”  

‘It’s out of  
my control’9

• Instead ask yourself, “what 

changes can I make to bring 

energy and positivity into my 

daily routine.” 

• Everyone experiences life differently and sometimes we 

need support... and that is OK! 



Tips for Managing with Empathy 
Do’s and Don’ts for Successful Coaching

DO DON’T
• Use “you” statements or place blame; for 

example, “You never meet your deadlines” or 

“You are not communicating”

• Blindside employees; let them know ahead of time 

what you wish to discuss and why 

• Take too long to discuss issues when they arise — 

address concerns in a timely manner

• Generalize by making “always” or “never” 

statements

• Interrupt, but actively listen

• Take the employee’s emotions personally

• Assume you understand; ask the employee what 

he or she means or to clarify, for example, “Can 

you tell me more about that?” or “Can you provide 

an example?”

• Recognize that your role is to problem solve and 

not accuse

• Treat others how you wish to be treated

• Be prepared; know the facts of the matter and the 

exact issue you believe needs to be addressed

• Set the scene by starting with outlining the 

purpose of your conversation with an employee

• Only use facts; avoid bringing third-party 

comments into the conversation

• Repeat what the employee is telling you to (1) 

ensure that you understand and (2) demonstrate 

to the employee that he or she is heard

• Simply ask, “How can I help?”

• Thank your employee for being open to the 

discussion
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Are you struggling with employees who don’t seem to be operating at their full capabilities?  How do you 
successfully coach team members — especially through times of change, stress or uncertainty whether it’s 
a personal crisis or anxiety related to the recent pandemic? When having difficult conversations under any 
scenario, it’s important to focus on creating positive outcomes by showing  empathy — the ability to understand. 
And if we can’t fully understand, we can use language that will enable employees to better absorb feedback and 
accept coaching and be more cooperative with the adjustments.



Culture During Crisis 
Effective Communication While Masked Up

Lead Firmly...
• Communicate with facts only

• Be proactive with communication the sooner  

the better

• Demonstrate what you speak - “Walk the talk”
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Wearing a mask at the workplace is beneficial to our physical health, but can create problems 
when trying to effectively communicate with employees. For instance, nearly every human 
uses facial cues to help determine what a speaker is saying along with the manner and tone of 
the message. A mask makes seeing those facial expressions almost impossible. How can you 
get past these hinderances? By being more direct with communication.

Speak, Repeat...
• Use simple words for clear, concise message

• Speak slowly to give employees time to process 

your message

• Repeat message across several mediums

...to Avoid
• Your employees not having the facts

• Employees’ brains filling in the gaps when no 

information is recieved

• Not showing employees you say what you mean

...to Avoid
• Causing fear, panic in the workplace

• Employees not understanding or recieving the 

complete message

• Employees missing the message entirely if  

on one medium
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