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This worksheet is designed to help you experiment with time blocking without pressure or perfection.

You don’t need to block every hour of your day — just enough to support what matters most.

~ Laura

How to Use This Worksheet
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Before you think about your calendar, pause and reflect.

Step 1: Start with What Matters
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What is one priority I want my time to support this week?

This might be:

Focused work
Family or caregiving
Rest or recovery
A personal project
Household management

Step 2: Choose One Flexible Time Block

Instead of planning your whole day, start with one block.

The priority I want to protect is:

When does this usually fit best?
(Check one or write your own.)

☐ Morning

☐ Midday

☐ Afternoon

☐ Evening

☐ It depends – I need flexibility

☐ __________________________

My flexible block will look like:

☐ A specific block (example: 9:00–10:30)
☐ A time range (example: morning focus window)



Step 3: Add Supportive Structure (Not Rigidity)
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Choose one of the following to make your time block easier to keep;

☐ A buffer before or after the block

☐ Turning off notifications during the block

☐ Grouping similar tasks together

☐ Leaving space for interruptions

☐ Writing down what doesn’t need to happen during this time

One way I’ll support this block is:

Step 4: Plan for Real Life

Life happens. Time blocks move. That’s okay.

If this block doesn’t happen as planned, I will:

☐ Move it to another time

☐ Shorten it

☐ Let it go and try again tomorrow

☐ Adjust the block next week

This is information – not failure.
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🌿 A Gentle Reminder

Time blocking is a tool – not a test.

A block that moves is still serving you.

Your calendar should support your life, not control it.

Step 5: End With a Gentle Check-in

At the end of the week, ask:

☐ Did this block support what mattered most?

☐ Did it reduce decision fatigue?

☐ Did it feel helpful or heavy?

One thing I’d keep or change next week:


