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MODULE SIX: MINDSET MATTERS 

 

PART TWO: BOUNDARIES + TIME MANAGEMENT 

___________________________________________________________________________ 

 

The Importance of Boundaries and Time Management 

As a celebrant, your role is deeply rewarding, but it can also be demanding. Juggling 
multiple clients, crafting personalised ceremonies, and managing your business can easily 
lead to burnout if you don’t set clear boundaries and manage your time effectively. Without 
these skills, you may find yourself overcommitted, overwhelmed, and unable to fully enjoy 
the work you love. 

This workbook is designed to help you assess where you currently stand with boundaries 
and time management and provide practical activities to help you improve in these areas. 

 
Part 1: Assessing Your Current Boundaries and Time Management 

Before making any changes, it’s important to reflect on where you are now. The following 
activities will help you evaluate your current situation and identify areas for improvement. 

Boundary Reflection Exercise 

Take a few minutes to answer the following questions honestly: 

● Do you find yourself saying yes to clients or commitments when you really want to 
say no? 

● Do you regularly check emails or respond to messages outside of your working 
hours? 

● Have you experienced burnout or stress due to overcommitting? 
● Do you set clear expectations with clients about your availability and turnaround 

times? 
● Do you set similar expectations with your family? 
● How do you feel when a client or colleague oversteps your boundaries? How do you 

respond? 

Write down your answers and note any patterns or areas where you feel your boundaries 
are weak. 
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Time Audit 

For the next three days, keep a log of how you spend your time. Create a spreadsheet or a 
way to track your time. Include: 

● Work-related tasks (client meetings, writing ceremonies, admin, marketing, etc.)
● Personal activities (family time, relaxation, hobbies, etc.)
● Any moments where you feel rushed, overcommitted, or stretched too thin

Example Time Audit: 

Day Time Spent Work Related Personal 
Activities 

How I feel 

1 1 HOUR 
30 MINUTES 
1 HOUR 
1 HOUR 

BLOGGING 

DISCOVERY CALL 
BREAK 

GYM 

ACCOMPLISHED 

At the end of the three days, review your log and identify: 

● Areas where you’re spending too much time
● Activities that drain your energy
● Tasks that could be delegated or streamlined

Example Task Streamlining: 

Task Identification  
Time/Energy/Delegate/Streamline 

Website upgrades Delegate 

Identifying Time Drains 

Look at your time audit and make a list of time-draining activities. These may include 
excessive social media scrolling, technology tasks that simply take too much time, or getting 
distracted by non-essential tasks. Once identified, consider how you can reduce, eliminate, 
or schedule these tasks more effectively. 

You may also find that there are tasks that are far better delegated to someone else with 
the expertise and time to do the task for you e.g. building your website, branding or social 
media planning.  
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List of time draining activities: 

Part 2: Planning Your Time and Setting Boundaries 

Now that you have a better understanding of where you stand, it’s time to take action. The 
following activities will help you plan your time more effectively and establish healthy 
boundaries. 

Time Blocking 

Time blocking involves allocating specific time slots for different tasks. This prevents work 
from bleeding into personal time and ensures you focus on what truly matters. 

● Look at your time audit and identify key tasks that need dedicated time.
● Assign time slots in your calendar for these tasks (e.g., writing ceremonies from 9-11

am, client calls from 2-4 pm, admin from 5-6 pm).
● Include breaks and personal time to ensure balance.
● Stick to your blocks as closely as possible and adjust as needed.
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Example Time Block: 

Time Task 

9 - 11AM Writing ceremonies 

11AM - 12PM Admin tasks 

2PM - 4PM Client calls 

5PM - 6PM Marketing & social media 

Setting Clear Client Boundaries 

Write down a list of client expectations and boundaries, such as: 

● Your working hours and response times
● How you prefer to communicate (email, phone, etc.)
● The timeframe for delivering ceremony drafts

Once you have your boundaries, communicate them clearly in your client onboarding 
materials, contracts, and emails. Practice saying ‘no’ or offering alternative solutions when 
necessary. 

Celebrants are naturally ‘yes’ people which can lead to over committing ourselves. Be clear 
with your boundaries so that you can be at your best. 
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The Power of a Daily Priority List 

Each morning, write down the three most important tasks for the day. These should be 
tasks that move your business forward or align with your goals. Avoid filling your list with 
minor, low-value tasks. Focus on completing these priorities before moving on to anything 
else. You may find using a daily planner calendar helpful. 

 

Creating an End-of-Day Shutdown Ritual 

To maintain a work-life balance, create a routine to signal the end of your workday. This 
could include: 

● Reviewing your to-do list and planning the next day 
● Tidying your workspace 
● Turning off work notifications 
● Engaging in a relaxing activity (a walk, reading, or family time) 

This helps you mentally switch off from work and enjoy your personal time fully. 

 

Monthly Reflection Questions: 

I encourage you to review how you are progressing with managing your boundaries and 
time at the end of each month. As yourself: 
 

1. Have I successfully set boundaries this month? Where did I struggle? 
2. Have I improved in time management? What helped the most? 
3. What can I adjust to make my work-life balance better next month? 

By assessing your current habits and implementing these activities, you’ll be able to take 
control of your time and establish strong boundaries. Remember, setting boundaries and 
managing your time effectively isn’t about being rigid—it’s about creating a structure that 
allows you to thrive, both professionally and personally. 

I encourage you to share what activities are helping you to manage your time and 
boundaries in the group. Sharing your insights will help support and inspire your fellow 
celebrants!  

Use this workbook as a guide and revisit these activities regularly to ensure you stay on 
track. Your work as a celebrant is valuable, and by protecting your time and energy, you’ll 
continue to deliver meaningful and heartfelt ceremonies without burning out. 
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