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Digital Wellness @ Work™
Framework

The Digital Wellness @ Work framework identifies seven key areas that need
to be prioritized to achieve a state of workplace digital well-being.
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Introduction to Digital Wellness

What is Digital Wellness?

In today’s fast-paced, technology-driven world, we spend much of our
day connected to screens. But staying constantly plugged in can take a
toll on our physical health, mental well-being, and productivity. Digital
wellness is about creating a balanced relationship with technology—
using it in ways that support our overall health rather than hinder it.

In this guide, you’ll find practical tips and strategies to help you and
your team cultivate healthier digital habits in the workplace, leading to
improved focus, well-being, and long-term success.

This ebook includes 5 strategies for thriving in today’s digital workplace:

1.Setting Healthy Boundaries
2.Mindfulness and Technology
3.Digital Self-care ,‘
4. Time Management in a Digital World ' ij@i@ﬁ
5.Boosting Virtual EI™

Bonus! Reflection and Committment
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Part 1. Setting Healthy Digital Boundaries

Healthy boundaries with technology allow us to maintain focus, reduce stress, and
prevent burnout. In a world where technology blurs the lines between work and personal
time, setting clear digital boundaries is essential.

Here are some simple yet powerful ways to set those boundaries:

Establish “tech-free” times: Designate specific periods in your day when you disconnect
from screens. For example, making your lunch break a tech-free zone allows you to
recharge without distractions, improving focus and energy for the rest of the day.
Similarly, a screen-free hour before bed helps improve sleep quality.

Limit notifications: Constant notifications are a significant source of disruption. Turn off
notifications that aren’t urgent, or set your phone to “Do Not Disturb” mode during focus
time. For example, you can silence notifications during meetings, deep work sessions, or
personal time. Apps like Slack and Microsoft Teams also have features to limit
notifications during non-working hours.

Define work hours: Setting and maintaining clear working hours is key to achieving work-
life balance. Decide when your workday starts and ends, and stick to it. Communicate your
availability with your team so they understand when you're offline. For instance, if your
work hours are 9 am to 5 pm, avoid checking emails or responding to work messages after
hours. Use autoresponders or status updates to signal to others when you're unavailable.

Create digital boundaries with colleagues: Establish clear expectations with your team on
response times for emails and instant messages. Let them know that immediate replies
aren't expected after hours, helping to foster a healthy work culture.

Use “Focus” or “Do Not Disturb” settings: Take advantage of tools built into your devices
to minimize distractions during focused work periods. Both iOS and Android have
customizable “Focus” or “Do Not Disturb” settings that block non-urgent notifications,
allowing you to concentrate on deep work.

Take regular tech breaks: The human brain wasn't designed for continuous screen time. To
prevent mental fatigue, practice the 20-20-20 rule: every 20 minutes, look at something
20 feet away for at least 20 seconds. This reduces eye strain and refreshes your mind,
helping you maintain focus.
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Digital Mindfulness

Digital mindfulness is the practice of being fully aware and
intentional in your use of technology. It involves paying
attention to how, why, and when you engage with digital
devices and content, without judgment.

This awareness allows you to make conscious choices about
your tech use, improving your focus, reducing stress, and
enhancing your overall well-being.
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Part 2. Mindfulness with Technology

Mindful technology use means being fully aware of how and why you interact with devices.
By being intentional, you can reduce stress, improve focus, and create a healthier
relationship with technology.

Here’s how to practice mindfulness with your tech:

Check in with your tech use: Before reaching for your phone or opening your email, pause
and ask yourself: “Why am | doing this?” Is it a habit, a response to boredom, or a real
necessity? Awareness of your motives can help you break automatic, unproductive
patterns.

Create tech rituals: Just as you have routines to start or end your day, create mindful
rituals around your technology use. For example, take a few deep breaths before starting
your workday or shutting down your laptop to signal a clear boundary between work and

personal time.

Single-task, don’t multi-task: It’s tempting to juggle multiple apps, tabs, and notifications
at once. However, multitasking reduces productivity and increases stress. Instead, focus
on one task at a time. Close unrelated apps, silence notifications, and give full attention to
the task at hand.

Be mindful of breaks: Use your breaks intentionally. Rather than scrolling mindlessly
through social media, try engaging in activities that refresh you, like stretching, taking a
walk, or practicing mindfulness exercises.

Design a mindful workspace: Your environment impacts your focus. Keep your workspace
clutter-free and limit visual distractions. For instance, keep your phone out of sight while
working on deep tasks to resist the urge to check it.
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Part 3. Digital Self-Care

Just like physical and mental self-care, digital self-care is about nurturing your
relationship with technology. This means taking conscious steps to ensure that your tech
use supports your well-being rather than draining it.

Here’s how to practice digital self-care:

Take regular breaks: Implement the Pomodoro technique—work for 25 minutes, then take
a b-minute break. These micro-breaks give your brain and eyes a chance to rest, helping
you stay fresh and focused throughout the day.

Set boundaries around screen time: Beyond work hours, limit your screen time to avoid
burnout. For example, establish a “no screens after 8 pm” rule to give your brain time to
unwind before bed, improving your sleep quality.

Digital detox days: Periodically take a day (or even just a few hours) away from all devices.
Use this time to reconnect with nature, hobbies, or in-person social interactions, allowing
your mind to recharge.

Curate your digital environment: Unfollow or mute social media accounts that cause
stress or negativity. Instead, focus on following content that inspires and uplifts you.

Practice mindfulness with social media: Be aware of how you engage with social media.
Set limits on your usage, and avoid mindlessly scrolling. Instead, choose specific times to
engage purposefully with content.
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Part 4. Time Management in a Digital World

In the digital age, managing your time effectively means staying ahead of distractions and
staying focused on high-value work.

Here are some time management strategies that work in today’s tech-heavy workplace:

Prioritize your day: Start each day by identifying your top three most important tasks.
Prioritizing ensures that you spend your most productive hours on high-value work, rather
than reacting to minor tasks or distractions.

Use productivity tools wisely: Apps like Asana, Trello, or Notion can help you stay
organized, but over-relying on them can create clutter. Choose one or two tools that work
for you, and avoid adding too many platforms to manage.

Schedule focused work time: Block time in your calendar for deep, uninterrupted work.
During these periods, silence notifications and focus solely on the task at hand. For
example, reserve the first 90 minutes of your morning for high-priority work.

Batch similar tasks: Group similar tasks together to avoid switching contexts frequently.
For example, schedule meetings back-to-back, or batch all email responses at once, so
you’re not constantly jumping between different types of work.

Turn off digital distractions: Silence notifications from non-essential apps during work
hours. Tools like Focus Mode (i0S) or Do Not Disturb (Android) can help you concentrate
on the task at hand.
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Part 5. Virtual Emotional Intelligence™

Virtual Emotional Intelligence™ (Virtual El) is the ability to recognize, understand, and
manage emotions in digital communications, where tone and non-verbal cues are often
absent. Cultivating Virtual El can help foster stronger relationships, improve collaboration,
and create more empathetic workplaces, even when teams aren’t physically together.

Here’s how to boost your Virtual El in a digital world:

1. Practice Empathy in Digital Communication
e Use thoughtful language: Begin messages with friendly greetings or acknowledgments,
especially when delivering feedback.
e Ask clarifying questions: Avoid assumptions—ask for clarification to prevent
misunderstandings.
e Acknowledge emotions: Recognize when teammates might be struggling and show
understanding.

2. Be Intentional with Tone
e Use positive language: Phrases like “Let’s work together” foster a collaborative
atmosphere.
e Leverage emojis: Sparingly use emojis to add warmth to your messages.
e Be clear and concise: Reduce the chance of misinterpretation by keeping
communication straightforward.

3. Build Trust Through Consistency
e Meet deadlines: Reliability builds trust within virtual teams.
e Respond promptly: Acknowledge messages to show respect for others’ time.
e Prepare for meetings: Show up on time, fully present, and contribute meaningfully.

Continued on next page...
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Part 5. Virtual Emotional Intelligence™

4. Foster Connection in Remote Teams
e Create virtual watercooler moments: Encourage casual conversations through
designated chat channels.
e Use video for key interactions: Video calls strengthen rapport and make conversations
more personal.

e Recognize contributions: Publicly acknowledge team members' successes to boost
morale.

5. Adapt to Different Communication Styles
e Observe preferences: Pay attention to how teammates prefer to communicate—emails,
chats, or calls—and adapt accordingly.
e Tailor messages: Match your style to theirs for more effective communication.

6. Manage Virtual Conflict with Emotional Awareness
e Pause before responding: Reflect before reacting to heated messages.
e Switch to the right medium: Use video calls or phone conversations for conflict
resolution when needed.
e Use “|” statements: Focus on your perspective rather than placing blame (e.g., “I'm
having trouble with...” vs. “You didn’t...”)

Virtual Emotional Intelligence™ is key to thriving in a digital work environment. By
practicing empathy, managing tone, building trust, fostering connections, and adapting
communication styles, you create a more connected and harmonious virtual team.
Developing Virtual El enables you to bridge the gap created by physical distance and
build lasting, trust-based relationships.
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Reflection & Committment

As the digital landscape continues to evolve, businesses must reflect on how technology
impacts both productivity and employee well-being. A Digital Wellness plan isn’t just a
"nice-to-have"—it’s an essential strategy for organizations looking to thrive in a tech-
driven world.

This section encourages businesses to assess where they stand and explore why digital
wellness might be a key component of their long-term success.

1. Why Might Your Organization Need a Digital Wellnhess Plan?

e Assessing the Current Digital Culture: Start by reflecting on your organization’s
current digital environment. Are employees often stressed by overflowing inboxes?
Are there frequent after-hours communications that blur the line between work and
personal time? Do virtual meetings dominate the day, leaving little room for focused
work?

o Questions to Consider:
= |stechnology boosting productivity, or is it causing distractions?
= Are employees struggling with work-life balance due to constant digital
connectivity?
= Have burnout or digital fatigue become common concerns in your organization?

What Are the Potential Benefits of a Digital Wellness Plan?

e Improved Productivity: Employees who manage their digital tools more effectively are
likely to be more focused, creative, and productive. Reducing distractions such as
excessive emails or unnecessary meetings allows your workforce to concentrate on
high-value tasks.

e Enhanced Employee Well-Being: Digital wellness initiatives that promote boundaries,
such as “no-email after hours” policies or tech-free break times, help employees
recharge and maintain better mental health. Happier, less stressed employees are
more engaged and perform better.

e Greater Retention and Recruitment: In today’s competitive labor market, employees
value companies that prioritize well-being. Implementing a digital wellness strategy
can set your organization apart, making it an attractive place to work, particularly for
talent who seek better work-life balance.
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Reflection & Committment

e Stronger Team Collaboration: By fostering healthier communication practices—such
as limiting unnecessary messages or creating focus periods—teams can work together
more efficiently and meaningfully.

e Long-Term Sustainability: A digital wellness plan ensures that your workforce can
sustain high performance over time without the risk of burnout. It’s a proactive
investment in the future resilience of your organization.

Why Invest in Digital Wellness Now?

e The Future of Work is Digital: As remote and hybrid work models continue to grow,
digital tools will only become more central to how organizations operate. Ensuring your
workforce is equipped to manage these tools in a healthy way is essential for long-term
success.

e Preventing Burnout in a Tech-Driven World: With the ever-present pressure to be
“always on,” burnout is a growing concern for companies. Investing in digital wellness
can help prevent this by encouraging healthier habits and stronger boundaries
between work and personal life.

e Creating a Competitive Advantage: Companies that prioritize employee well-being—
and take a proactive stance on digital wellness—are more likely to attract top talent
and retain valued team members. Moreover, a well-balanced workforce is often more
innovative and productive, giving your organization a competitive edge.

As you reflect on whether your organization needs a Digital Wellness Plan, consider the
broader impact of digital habits on your workforce. Is your team thriving in their
relationship with technology, or are they overwhelmed by it? By addressing these
questions and embracing digital wellness, your organization can foster a healthier, more
productive environment that supports both the well-being of your employees and the
success of your business. A commitment to digital wellness today is an investmentin a
sustainable and thriving workplace tomorrow.

At Digitally Well Inc., we specialize in helping organizations design and implement
customized digital wellness strategies tailored to their unique needs. Our corporate
training sessions, wellness webinars, and bespoke digital wellness plans empower teams to
work more efficiently, reduce burnout, and foster a culture of well-being.
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Implementing a Digital Wellness Plan can seem daunting, but partnering with a
digital wellness expert ensures a seamless process tailored to your
organization’s unique needs.

A consultant can assess your current digital culture, identify key areas for
improvement, and recommend practical, evidence-based strategies that
enhance both productivity and well-being.

From optimizing communication workflows to developing sustainable policies
around tech use, working with an expert helps your organization avoid common
pitfalls and ensures long-term success.

At Digitally Well Inc., we bring years of expertise in creating impactful digital

wellness programs that not only address immediate concerns, but also create a
lasting culture of digital mindfulness and balance across your workforce.

Contact us here!

Infoedigitallywell.ca

DigitallyWell.ca
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