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1. Short description:

The workshop is aimed at individuals of the same organization already facing burnout. It leads through a
process of exchanging experiences and mapping resources, raising awareness of the impact of burnout in
the team to the organization and individuals within it. It supports participants to commonly develop
possible small scale changes that can be applied immediately as well as looks a bit further in the future to
see what external help can be sought. Some suggestions on how to help colleagues going through
burnout are also included.

2. Workshop goal:

- recognition of burnout in the organization;
- familiarization with tools for short-term measures;
- getting acquainted with the tools for fundamental / long-term changes in the organization;
- consideration of possible sources of external assistance in eliminating burnout;

3. Workshop target group:

- members of one organization (employees, volunteers) without management staff
- 10-15 persons

The European Commission's support for the production of this
publication does not constitute an endorsement of the contents, which
reflect the views only of the authors, and the Commission cannot be held
responsible for any use which may be made of the information contained
therein.
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4. Workshop agenda

Time
(duration of
actions)

goal description of the activity (detailed description of the exercises)

DAY 1

1. Introduction
5 minutes

Defining the
objectives of the
workshop

The workshop aims to talk about the person within the
organization who is facing burnout. We put the work of
individuals and practices in the organization at the
forefront, it is important to understand that it is not an
attack on personal characteristics. The goal is common to all
workshop participants, as only healthy and functional
individuals are the building blocks of a healthy organization.

2. Icebreaker
„Two truths
and a lie.“
15 minutes

Setting up a good
atmosphere.

Players tell two truths and one lie about themselves (in any
order). The object of the game is for everyone else to determine
which statement is the false one.

This is a get to know each other game but works also well in the
teams that know each other already and helps to warm up the
atmosphere.

3. Current state
20 minutes

Exchange of
experiences, review
of burnout
knowledge, mapping
the situation
between the
participants.

Participants stand in a circle. The moderator reads the
statements. The more the participant agrees with the
statement read, the closer to the center of the circle they
step.

To conclude the exercise, the moderator asks if it is possible
to identify any patterns based on the movements of the
participants (f.e. according to: staff type, department, work
on a specific project, work with users, bureaucracy, etc.).

Set of statements - see attached material A

4. What is
burnout?
5 minutes

Informing about
burnout.

Video screening link.

5. Body statues
15 minutes

Raising awareness of
the influence of
burnout on our
health.

The participants stand around the room with some space to
move around them. The exercise aims to show how our
health,  and emotions influence our body. The moderator
will read out emotions and physical conditions related to
burnout - and the participants have to show them with their
body postures.

The conditions: joy, anxiety, surprise, headache, low
motivation, digestive problems, excitement, insomnia, being
highly motivated, being overwhelmed, self-realization, back
pain, satisfaction.

https://youtu.be/mnpyulRxfJs
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At the end the moderator asks the following questions:
Were some sculptures easier to create than others?
Which ones?
Could we say those that were easier to show are those you
have personally experienced and it seems there is muscle
memory of them in your body?
Are there some that are common to the participants?
Can you find other connections between those that have
experienced common emotions and health issues (e.g.
working on the same project, colleagues of the same
department)?
Could you relate them to burnout?

6. Break
15 minutes

7. Photovision
60 minutes

Drawing up a plan for
long-term /
fundamental
changes, setting
boundaries internally
and to external
stakeholders.

Photovision
Every participant selects 3 images representing: (1)
expectations upon joining the organization; (2) current
situation; (3) the ideal future.
Participants review the selection of their photos to
determine if there is a gap between the images representing
each stage of their involvement with the organization. What
is the deviation?

Is it necessary to redefine the goals/values   of the
organization?
The consistency of projects today with the vision of
whether they are leading us in the right direction.
Where did the deviation occur?
Why?
How are we going to get back on track?

Put the main conclusion that could help formulate
guidelines on the paper.
Material C - photos.

8. Break
15 minutes

9. Short-term
changes
60 minutes

Drawing up a plan for
short-term changes.

Participants write on slips of paper stressful situations,
situations in which they feel powerless, things that make
their work difficult, what contributes to dissatisfaction. The
leaves are discarded anonymously in a box prepared for this
purpose.
The moderator collects the slips and arranges them on the
board, collecting the repetitive ones. The group goes over
the list and discusses what possible measures /
arrangements would be for each of the issues raised. A
pre-prepared list (Material B) is helpful.

The aim of the task is to create a list / agreement on
measures, set a date for revision and possible adaptation of
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the list. A “burnout policy” / health team / all team members
/ working group in charge of conducting the audit is
determined.

10. Breathing
exercise
5 minutes

Wrap-up and tension
release.

4-7-8 breathing:

To use the 4-7-8 technique, focus on the following breathing

pattern:

● empty lungs of air;

● breathe in quietly through the nose for 4 seconds;

● hold the breath for a count of 7 seconds;

● exhale forcefully through the mouth, pursing the lips

and making a “whoosh” sound, for 8 seconds.

Repeat the cycle up to 4 times
https://www.medicalnewstoday.com/articles/324417

DAY 2

11. Warm up
15 minutes

Follow up and warm up. Warm-up with a short ice-breaker “The good news festival”
offering participants to share what changes they’ve
introduced to their everyday routine based on the agreed
checklist of measures in session one.

12. Circle of
control
45 minutes

Gaining perspective,
inspiration,
empowerment.

Circle of control exercise

1. Print out the “Circles of Control” poster.
2. On small sticky notes or pieces of paper, write down all

the circumstances/issues/problems that are bothering
you and put them in the Circle of Concern circle.
At this stage, you may have a lot of stress and anxiety over
the things you’ve written down and may feel you don’t have
any control over them. Having no control can be alarming.

3. Look at all the things you’ve written down and decide
which things you can actively control. Move all the
sticky notes with the things that you can actively control
from the outer, big Circle of Concern into the small
Circle of Control.
At this point, you may think that there aren’t many items
that you can actively control. Maybe that’s true - you can’t
control them, so ask yourself, “Can I influence them?”

4. Think about ways you might be able to influence the
things that are still in your Circle of Concern.
E.g. could you develop a better relationship with the person
outside of the team who’s making impossible demands and
get to the root cause of their behaviour?
Go through all the notes that are still in your Circle of
Concern and try to move them into the Circle of
Influence.
As you explore these further, and think about them
differently, you might find that some of the concerns can
go straight into the Circle of Control.

5. When you have worked with the sticky notes until you

https://www.medicalnewstoday.com/articles/324417
http://www.clairenewton.co.za/posters-worksheets/circle-of-control-poster.html
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can’t move anything anymore, write the circumstances/
issues/problems onto the actual poster and put the
poster up in a place where you can easily see it every
day. (The inside of a cupboard door that you open every
day is a useful place to put your poster if you don’t want
anyone else to see it).

6. Your poster will then be a daily reminder of just how
much you can control and where you need to focus your
time and energy.

13. Break
10 minutes

14. Helium stick
15 minutes

Energizer Helium Stick Team Building Game
Participants stand in two rows facing each other (or in a
circle, if a small group). A long stick is placed on their fingers.
Every team member must be standing and the starting point
is the chest height of the tallest person. (You have to set this
rule or everyone will drop to their knees and try to cheat
right away.) Every team member has to keep both index
fingers in constant contact with the stick at all times. If even
a single team member loses contact, the team has to start
over at chest height again. The stick can only be resting on
the index fingers. So team members can’t wrap a finger over
the top of the stick or slide fingernails over the stick, etc.
(They can’t force the stick down.) The goal is to lower the
stick to about 20 cm off the ground.

15. Long-term
changes
45 minutes

Drawing up a plan for
long-term /
fundamental
changes, setting
boundaries internally
and to external
stakeholders.

Return to the list of conclusions drafted in Session 1
(exercise 7).

Participants are divided into smaller groups (3-5 people)
and form 5 guidelines. After ten minutes, the results are
reported, followed by the joint creation of a list at the level
of the entire organization.

16. Break
10 minutes
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17. Burnout
Protocol
30 minutes

Designing measures /
protocol to provide
emergency
assistance among
employees
experiencing
burnout.

The protocol is being written down on a large poster. The
team assigns two people, who will be responsible to type it
and make it accessible to the whole team (e.g. put it on the
board, make it accessible online for everyone).
- What are the measures we can put down as being

implemented from tomorrow?
- Who will monitor each of this measures?
- Set down a concrete date when a 90’ evaluation

meeting of measures will take place and offer the
possibility of adapting the measures.

18. Closure
10 minutes

Checking whether
expectations were met
and saying goodbye.

Each of the participants states one key thing that they feel will
stick with them.

5. Materials for the workshop

- projector, laptop
- paper slips, pens, container / box for collecting slips
- a long stick
- a large poster or at least 2 A3 papers
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MATERIALS:

Materials A. List of statements

✔ I have already encountered burnout.

✔ If I continue at this pace of life, I will face burnout.

✔ We have a lot of conflicts in the workplace.

✔ I feel underappreciated in the workplace.

✔ I often work overtime or during my “free” time at home.

✔ We don’t have clearly defined roles, so I often do things that aren’t supposed to be my job.

✔ I demand perfect work from myself (and others).

✔ I feel a lot of stress and tension while working.

✔ All the while, I have a feeling that I have a bunch of unfinished tasks ahead of me.

✔ I have trouble sleeping.

✔ I feel tired most of  the time.

✔ I don't know how to set boundaries.

✔ I don't know how to let go of work. / I think about work all the time.

✔ Relationships with my loved ones are deteriorating due to my work. / I don't take enough time for my

loved ones.

✔ Sometimes I would rather not get out of bed and go to work.

✔ I spend too little time on my hobbies and activities that make me happy.

Material B. Check list of possible measures

1) It is good to change the way of conducting meetings every now and then. The longer they are, the less we

achieve. They will be shorter and more effective if they are called only when necessary and if they have a

defined agenda and goals.

Here are some tips for effective meetings:

● determine in advance (as short as possible) the duration of the meeting,

● participants should not browse mobile phones during the meeting,

● do not take too long with writing the minutes so that what has to be done can be done as soon as

possible.

2) Some tips for better work - life balance and less distractions during work time

● Organize a system of databases where key information is accessible to everyone to avoid unnecessary

strings of emails looking for the information.

● Set “office hours” when you are available to your team.
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● Make an agreement to schedule the sending of the emails within the agreed working hours even if you

need to work outside of them.

● Announce in advance and agree with your colleagues, if you need them outside of the working hours or

through the weekend/holidays due to the project nature, deadline or some other emergency. Make

sure these situations are exceptions, not a regular occurence.

● Share a calendar and respect when people are in a meeting or book some time for individual work.

● Plan a leisure activity after work with friends once or twice a week as a trick to finish the working day.

3) Digital diet:

● Go for a walk without a phone in your pocket. A walk is not time to call your colleagues and discuss

work issues.

● Use an alarm clock and leave the phone in the other room when you go to bed.

● Define an hour after which you do not look at any screens (phone, computer, tablet) to prepare your

mind for sleep. Read a book, listen to the music, draw, cook or do other relaxing activities. Repetitive

activities have a meditative effect.

● Challenge yourself by shutting the phone off for a few hours during the weekend. “It’s important to

have one day when you’re completely offline, so you can replenish your mental, emotional and spiritual

reserves” (Wilding).

● Check your emails only a few times a day, not have them open on your computer all the time while you

work.

● Put your phone on silent mode and turn off notifications while in the meeting.

● Use mp3 player for listening to the music instead of your phone. Use a camera to take pictures on your

holidays.

4) Communicate clearly.

● Lay out your limits very clearly. For instance, if you don’t want your colleagues and clients to contact

you at all hours, verbally tell them the hours you will be available for work-related conversations.

(Hanks: The The Burnout Cure: An Emotional Survival Guide for Overwhelmed Women).

● It is important to understand what is and what is not an emergency and clearly communicate that as

well.

● If you need time without disturbances to work on some more demanding tasks, communicate that with

your colleagues.

5) Create structure.

One way to create structure – and thereby establish a boundary – is to have an agenda, even if it’s a meeting

between you and your manager. An agenda is more efficient, and positions you as a professional, especially if

that person is treating you as an inferior in some way. When setting an agenda, include a start and end time

along with topics to discuss.

Another way to create structure is to hold a meeting. For instance, let’s say your boss has a habit of coming

over to your desk for 30 minutes at a time to chat. Instead, suggest having a weekly 15-minute check-in. You

have to present a compelling case that shows the benefits to them. You might mention that this check-in is

more efficient and saves them time with less back and forth.
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Materials 3. Selection of photos for photovision
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