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When we’re busy, and the lines between 
work and home life become blurred, things 
can quickly become unbalanced. It’s easily 

done. In fact, it’s feeling like more and more 
of a challenge in today’s working world. It’s 

OK. I’ve been there - and I get it. 

It’s also why you’re here, right? No problem. 
Over the following few pages, we’ll show

you how to get the best out of your
Balance Planner - and your time.

So grab a pen, get comfortable
and let’s get started.

Ollie
Founder of MindJournal

A message from
our founder.

H E L L O  &  W E L C O M E
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We know you’re excited to start, but before 
you do, head to the back of your Balance 

Planner to complete the toolkits.

Set a SMARTER goal, establish some healthy 
habits and create a self-care plan to get the 
most out of your first month. The following 

pages will guide you through each. 

Ready? Let’s go.

First things, first
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Knowing how to set goals is an important 
skill. It encourages you to contemplate what 
you truly want out of life—but achieving your 
goals? Well, that’s a whole different ball game.

Science says that around 90% of people don’t 
achieve their goals. So what’s the secret sauce 
the other 10% are hiding? It’s simple: they 
understand the importance of effective goal 
setting.

Goal-setting is a productivity superpower 
used by everyone, from top CEOs to Olympic 
athletes. It helps you get clear on what you 
want to accomplish, why it’s important to you 
and, crucially, how you’re going to make it 
happen.

Before you start your first month, set one goal 
using the SMARTER framework. Then, you can 
pave a path to success through your monthly, 
weekly and daily views.

Want to learn more about SMARTER goal 
setting? Head over to our blog.

Toolkit: Goal setting

H O W  I T  W O R K S

https://www.statisticbrain.com/new-years-resolution-statistics/
https://www.mindjournals.com/blogs/read/goal-setting-achieve-smart-goals
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Set goals that are specific, measurable, achievable, 
relevant, and timely. Then evaluate and readjust as 
needed. You can do this.

Toolkit: Goal setting

H O W  I T  W O R K S
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Write down your goal and check if it meets 
the SMARTER framework criteria. Is it short, 
medium or long-term?

What life category does your goal fit into? It may 
fit into more than one. Is it physical, like training 
for a 10K or financial, like clearing your debt?

Why this goal in particular? Maybe you’re 
focusing on your health or want to gain more 
financial freedom.

Achieving your goal might not happen overnight, 
but that’s OK. Break it into manageable chunks. 
Small wins will help you achieve the big ones.

Often we go through life without ever stopping 
to celebrate our achievements. Here’s your 
chance to change that. How will you reward 
yourself?

Set a SMARTER goal and a timeline1

Pick your category2

Motivation3

Milestones and key dates4

Reward5
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The Balance Planner is all about maximising 
life’s good bits. About paying attention to the 
things you want to - not just the stuff you 
have to. The same goes for your habits. While 
avoiding unhealthy ones is always a good 
idea, it’s also powerful to identify the positive 
behaviours you want in your daily or weekly 
routines. That could be regular morning runs, 
journaling for at least 15 minutes daily or 
drinking more water. Simple everyday stuff 
that will inch you towards becoming the best 
version of yourself. If motivation is what gets 
you started, then habits keep you going. 

The thing is, forming healthy habits that you 
can stick with takes time. And while you wait 
for the positive effects of these new lifestyle 
choices to kick in, it’s good to get some 
immediate feedback. After all, how else will 
you know if you’re on the right path or not?

That’s where the habit tracker comes in. For 
your first month, choose a handful of healthy 
habits you want to incorporate into your day. 
You can review these and update them if 
needed for months two and three.

Toolkit: Habit tracker

H O W  I T  W O R K S



Whether it’s going to sleep earlier or restricting 
your screen time, write down the habits you 
are aiming for at the bottom of the tracker.

Add the days of the week along the top, and add 
a cross, tick or dot every day you achieve it.

If there are habits only applicable to work, 
or you don’t need to do them daily, leave the 
square blank or cross it through to keep track.

Set your habits1

1

Track your progress2

2
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Self-care tends to fall into six categories: 
physical, emotional, professional, social, 
financial and spiritual. And we need a good 
balance of all six to feel at our best. 

Essentially, a self-care plan is the best way 
to make looking after yourself part of your 
routine. Sometimes we focus on some areas 
more than others, despite science suggesting 
they’re all important. In fact, making balanced 
self-care a part of your life is known to 
reduce stress and the effects of burnout. It 
also helps you feel more in control of your 
circumstances so everyday life doesn’t get too 
overwhelming. Life isn’t just about work. Or at 
least, it shouldn’t be. 

Although there’s no definitive list of self-care 
activities, the toolkit can help determine what 
works for your lifestyle. And if it enhances 
your physical, emotional and mental well-
being, it counts.

Your self-care plan will feed into your month, 
week and daily views, allowing you to keep 
balance at the front of your mind. 

Toolkit: Self-care plan

H O W  I T  W O R K S



1 1

The self-care plan will show you the areas you are 
happy with and those you aren’t. And then give you 
the tools to put yourself at the top of your list.

Toolkit: Self-care plan

H O W  I T  W O R K S
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Rate the six self-care categories out of 10 (1 
being poor, ten being great). Then total them 
up and work out your average.

Next, highlight the three categories with the 
lowest scores. These are the ones to focus on 
and improve.

Now list some activities that would support 
those areas. Some may cover more than one, 
e.g. a run with friends (physical and social).

Is there anything getting in your way? Whether 
it’s needing some new workout gear or finding 
someone to run with, write it down here.

For every blocker, there will be a solution. Get 
those new trainers, and set up a running group 
chat to see who’s interested in joining you.

Self-care scorecard1

Focus categories2

Self-care activities3

Blockers4

Solutions5
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Zoom out and see the bigger picture. Plot your 
appointments, events and deadlines, and you’ll 
immediately make sense of your time.

Month view (left)

H O W  I T  W O R K S
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Add the year, month and quarter to help you 
track your progress. It will help you look back 
and see how far you’ve come.

For each day, add the date in the grey box. 
Once achieved, completed or finished, check 
the smaller box bottom right.

Plan out significant goals or milestones in the 
monthly view. It will give you a snapshot of 
what you’re working towards.

Also include activities such as meetings, social 
events or work deadlines to keep you on top 
of the month ahead.

You’ll find guidance in these grey boxes 
throughout the Planner. This will help you if 
you’re ever unsure of what to do. 

Year, month and quarter1

Date2

Goals and milestones3

Appointments, events and deadlines4

Top tips5
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Plan your path for the month ahead. Focus on 
specific areas of self-care, achievable goals 
and tangible rewards to treat yourself.

Month view (right)

H O W  I T  W O R K S

6

7

8

9

10
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Complete a self-care toolkit before you get 
started. It will help you narrow down your 
focus areas. 

Now get specific with your goals. This could 
be completing a course to further your career 
or spending more time with loved ones.

By writing down why they matter to you, you’ll 
find motivation to keep on track and achieve 
them.

It could be something small like working no 
later than 5 pm or having dedicated time each 
week for learning.

Adding a reward can help to keep you motivated. 
Treat yourself, whether that’s a meal at your 
favourite restaurant or a day out with friends. 
Whatever brings you joy.

Focus areas6

Goals and tasks7

Why are they important to you?8

What will help you acheive them?9

Decide how you will reward yourself10
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Tailor-made for short-term planning, this view gives 
you a heads-up on the next seven days, outlining 
your intentions and getting ahead of your tasks.

Week view (left)

H O W  I T  W O R K S
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Add the week commencing date and then 
circle the month. Making a note will allow 
you to keep all your views in sync.

Pull these through from your monthly view. 
Nothing in for that day? Just leave it blank or 
strike it through.

What’s your main focus for the day? It could 
be making progress towards a goal or deadline, 
finishing a task or even getting outside.

After your main focus, use this area to 
prioritise three other non-negotiables in your 
day. These could be tasks for work, self-care 
activities or a blend of both. Use this space to 
keep track of things that support your focus 
areas or something else important to you—
trying to be mindful of eating well? Pop your 
main meals in here.

Week and month1

Appointments, events and deadlines2

Focus3

Three key tasks or priorities4
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At the end of the week, reflect on how you feel it 
went. Achievements, delays, how you spent your 
time. It’s all important and part of the process.

Week view (right)

H O W  I T  W O R K S

5

6 7

8

9
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Score your week out of ten. By doing this, you 
will start to notice patterns in how you spend 
your time versus how you feel.

What were the takeaways from the week? Maybe 
daily meditation gave you a boost, or social 
media became too distracting.

List three things that went well. Beat your 
personal best in a park run, or finally catch up 
with that friend? Write them down.

Now list any tasks you couldn’t complete and 
why. Was an appointment cancelled, or you ran 
out of time? No problem, just reschedule.

Look at your daily time trackers and record how 
much of the week you spent working, getting 
distracted and looking after yourself.

Rate your week5

What did you learn this week?6

Your three wins7

Review your tasks list and blockers8

Review your time tracker9
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Schedule to-dos and self-care activities. The day 
view keeps you mindful of high-priority tasks whilst 
also keeping balance front of mind. 

Day view (left)

H O W  I T  W O R K S

5
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Think about what you could do today to restore 
the balance between home and work. Commit to 
finishing work on time or taking regular breaks.

What things might encourage you to achieve 
some balance? For example, finishing work at 
five could mean more time with loved ones.

List high-priority tasks and allocate time for 
them. This could be deep-focus work, deadlines 
or anything else that needs no interruptions. 

Use this section to schedule your day or 
write a to-do list. Did it get done, delayed or 
deleted? Use the box to keep a record.

When planning your month, what areas did you 
focus on? Ensure that you choose self-care 
activities that support your plan from the toolkit.

Achieve balance1

Key motivators2

Time block3

Tasks4

Self-care plan5
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Take time to check-in with how you are feeling. 
Then, review the time you’ve spent working, 
looking after yourself or becoming distracted.

Day view (right)

H O W  I T  W O R K S

6

7

8
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How would you rate your mood today? Be 
honest with yourself. This is just for you. Want to 
expand? Use out your MindJournal.

Use this space for notes throughout the day. 
Things to remember, doodles in that meeting, 
whatever you need. 

Tracking your time is a powerful technique for 
organisation and productivity. Essentially, this 
simple routine gives you invaluable insight into 
how you’re spending your days. Not only that, 
it keeps you on track with your goals and puts 
you back in control of your time. 

Use the daily time tracker to record how long 
you’ve spent on tasks, self-care or getting 
distracted - there’s no judgement here.

By reviewing your time at the end of each day, 
you’ll be able to make incremental changes to 
get yourself back in balance, if needed.

Mood tracker6

Notes7

Time tracker8

https://www.mindjournals.com/products/mindjournal
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From winning combinations to your next 
steps, here are the answers to some of our 
most common FAQs.

Your questions, answered

F A Q s

Absolutely. Designed to complement each 
other and fit seamlessly into your lifestyle, the 
MindJournal and the Balance Planner are a 
powerful combination.

For example, you could turn your answer 
to ‘Do you love what you do?’ from your 
MindJournal into actionable steps using the 
goals toolkit and through the view pages of 
the Balance Planner.

Or, after completing the stress bucket, you 
could ensure the tasks causing you stress are 
tackled as a priority, allowing your work and 
wellbeing to be in sync.

Want to give MindJoural a try? Download the 
first three entries here. 

Can I use the Balance Planner and the 
MindJournal, or MindJournal Pro together?

https://www.mindjournals.com/products/mindjournal
https://www.mindjournals.com/products/balance-planner
https://www.mindjournals.com/pages/free-journal-guidebook
https://www.mindjournals.com/pages/free-journal-guidebook
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You’ve come this far, so why stop? This is just 
the start of getting your work and wellbeing 
in sync. Now you’re in the swing of things, 
starting a fresh one will be even easier. The 
Balance Planner is the perfect way to keep 
your home and work life in harmony long into 
the future. So keep going, and plan your way 
to greatness.

What do I do once I have completed the 
Balance Planner?

Hopefully, by now, you’ve got everything you 
need to get started. But if not, please get in 
touch. We love hearing from our community and 
are always happy to help.

Got a question?

www.mindjournals.com

support@mindjournals.com

@mindjournals

mailto:www.mindjournals.com?subject=
https://www.mindjournals.com/
mailto:support%40mindjournals.com?subject=
mailto:support@mindjournals.com
https://www.instagram.com/mindjournal/
https://www.instagram.com/mindjournal/
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