
Watch the training video that supports this lesson and grab your journal or enter your
answers to this worksheet.  
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Instructions

Find your productivity zone - are you a morning bird or a night owl?  Think about
what you can do in your productivity zone to make the best of your day.  It can be
too easy to guilt-trip ourselves into doing something when it sits outside of our
zone.  So don't force it. 
Science shows multi-tasking is not possible for anyone.  Studies show that our
brains just can't do it and it can actually create more stress for us.  So focus on
one thing at a time.  Commit and say to yourself (and others) you sorting
something out.
Avoid distractions - a notification appears or you get drawn into something that
you lose 30 mins of your day to.  Recognise what distracts you and call it out and
ask yourself how you can put measures into avoid getting sucked in.
You could take this a step further and do a time and motion study.  Over a couple
of days, look to see what you're doing and where you're spending your time. 
 Here's an example of one....

Here are some suggestions to make the best of your time during the day:-
 
1.

2.

3.

4.
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Priority 1 = Urgent, must be done today
Priority 2 = Not urgent, must be done at the end of the week or next
Priority 3 = Not urgent, can be done at the end of the month

My To-Do List
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My Financial Planner
Track my monthly finances

Month:
Year:
Income this month:

Total

What I'm left with this month:-

What do I need to prepare for in the coming months and how can I manage this...
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Do you struggle to say no?  If so, when do you find it difficult...

How does it make you feel?

How can you start making a difference?



MODULE 2 - LESSON 2
WORKSHEET

Copyright 2020 Josie Copsey Ltd 

Saying 'No' kindly, confidently and compassionately

You don't have the capacity / bandwidth 
You don't agree with the request

Saying 'no' to your boss
 
There are normally two reasons why you're saying 'no' to your boss.
1.
2.

 
So, here's how to address both those instances.
 
For reason 1, you don't have the time to take on more work try this...
 
 
 
 "I understand how important this is.  Can we please look over my current

priorities together?  Because there's a lot in motion right now and I want
everything to be done well.  So, I'll either have to hold on something or we'll

need to find someone else to help with this"

Asking your boss to go through your priorities shows that you're on top of things
and reminds your boss that there are consequences shifting your focus.
 
Now if there's a request you don't agree with, or puts you in a difficult position that
doesn't sit right with you, try this...
 
 
 
 "I don't think we should move forward with this, but I do have another idea

that might help and work in our favour.  Are you open to another
perspective?"

This works because instead of disagreeing outright you're offering an alternative.
This keeps your integrity and also shows that you're invested in the outcome and
the benefit this will bring to the team and company.
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What about saying no to a friend?  
 
The biggest 'no' usually involves a favour of some sort, so here's a couple of ways
you can say no.
 
If someone asks for a favour that could backfire - whether it's breaking a personal
boundary of yours or something that doesn't sit right with you that could impact
your friendship, here's what you can say.
 
 
 
 

"Our friendship is really important to me.  As a rule, I don't...."

Once you complete this sentence with their big ask, it becomes super clear that
you're singling them out as unreliable.
 
Let's look at another one.
 
You're already overstretched and overcommitted, but a friend asks if you can help
out with babysitting, running an errand for them or do something that requires time
to help them out.
 

"I have to pass on this one.  I've been burning the candle at both ends and
promised myself I wouldn't take on one more commitment until I had a chance

to rest and get my energy back on track"

It's simple, truthful and clear.
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Here's some other ideas that could come in handy... 
 
When you're too busy
 
 
 
 "Thanks for thinking of me, but I'm not able to accept given my other

commitments"

Or perhaps a counteroffer

"Thank you for thinking of me, but I'm going to pass on this"

You're not interested

"Thanks for thinking of me for.....  While I'm not able to...., I would be able
to...."

If they push you on your no, and try to get you to negotiate try this...
 

"I'd rather not, but thank you for thinking of me"


