
Preventing Burnout
Recognizing Warning Signs & Building Sustainable Work Practices

Burnout isn't just being tired — it's a state of physical, emotional, and mental exhaustion caused by prolonged stress. Left

unchecked, burnout destroys productivity, damages health, and undermines relationships. The good news? Burnout is

preventable when you recognize the warning signs early and take intentional action. This guide provides practical

strategies for individuals and leaders to prevent, recognize, and recover from burnout.

What is Burnout? The World Health Organization defines burnout as an occupational phenomenon with three
dimensions: (1) Energy depletion or exhaustion • (2) Increased mental distance from work or feelings of negativism and
cynicism • (3) Reduced professional effectiveness. Burnout develops gradually and often goes unrecognized until it
becomes severe.

Early Warning Signs: Spot Burnout Before It's Too Late
Burnout doesn't happen overnight. Watch for these red flags in yourself or your team:

PHYSICAL SIGNS Chronic fatigue • Insomnia or oversleeping • Frequent headaches • Weakened immune system •

Changes in appetite • Physical tension or pain

EMOTIONAL SIGNS Feeling overwhelmed • Loss of motivation • Increased cynicism • Sense of failure • Detachment

from work • Decreased satisfaction

BEHAVIORAL
SIGNS

Withdrawing from responsibilities • Procrastination • Using food, drugs, or alcohol to cope • Taking

frustrations out on others • Skipping work or arriving late

COGNITIVE SIGNS Difficulty concentrating • Forgetfulness • Decreased creativity • Negative self-talk • Inability to make

decisions • Loss of perspective

Quick Self-Assessment: Are You at Risk?

■ I feel tired and drained most of the time

■ I have frequent headaches, muscle aches, or other physical complaints

■ My eating or sleeping habits have changed significantly

■ I feel helpless, trapped, or defeated about my work

■ I've become cynical or critical at work

■ I have to drag myself to work or have trouble getting started



■ I'm irritable or short-tempered with colleagues or clients

■ I lack energy to be consistently productive

■ I find it hard to concentrate or remember things

■ My job satisfaction has significantly decreased

If you checked 3 or more: You're at risk for burnout. Take action now. If you checked 7 or more: You're likely
experiencing burnout. Seek support immediately.



7 Proven Strategies to Prevent Burnout

1. SET CLEAR
BOUNDARIES

Define work hours and stick to them • Turn off notifications after hours • Learn to say no to

non-essential tasks • Protect your personal time zealously • Create physical separation between

work and home if possible

2. PRIORITIZE
RUTHLESSLY

Focus on high-impact activities • Use the 80/20 rule (20% of efforts drive 80% of results) •

Delegate or eliminate low-value tasks • Say no to projects that don't align with core goals •

Accept that you can't do everything

3. TAKE REGULAR
BREAKS

Step away from your desk every 90 minutes • Take your full lunch break away from work • Use

all your vacation days • Schedule recovery time after intense work periods • Practice the

Pomodoro Technique (25 min work, 5 min break)

4. BUILD RECOVERY
RITUALS

Exercise regularly (even 20 minutes helps) • Practice mindfulness or meditation • Maintain

consistent sleep schedule • Engage in hobbies unrelated to work • Spend time with supportive

friends and family

5. SEEK SUPPORT &
CONNECTION

Talk to trusted colleagues about challenges • Find a mentor or coach • Join professional

communities • Don't isolate yourself • Ask for help when overwhelmed

6. ALIGN WORK WITH
VALUES

Regularly assess if your work aligns with personal values • Find meaning in your contributions •

Celebrate small wins • Focus on impact rather than just tasks • Consider whether role still serves

you

7. MANAGE ENERGY,
NOT JUST TIME

Identify when you're most productive and protect that time • Match task difficulty to energy levels

• Take care of physical health (nutrition, sleep, exercise) • Minimize energy drains (toxic people,

unnecessary meetings) • Recharge before you're empty



For Leaders: Preventing Team Burnout
As a leader, you play a crucial role in preventing burnout on your team. Here's how:

■ MODEL HEALTHY
BEHAVIORS

Take breaks • Use vacation • Set boundaries • Don't send emails at midnight • Show

vulnerability about your own challenges

■ MONITOR WORKLOAD Watch for consistently long hours • Redistribute work fairly • Add resources before crisis •

Remove unnecessary tasks • Track team capacity

■ CREATE
PSYCHOLOGICAL
SAFETY

Make it safe to admit struggles • Normalize asking for help • Don't punish mistakes •

Encourage honest feedback • Listen without judgment

■ PROVIDE AUTONOMY Give control over how work gets done • Trust your team • Avoid micromanaging • Allow

flexible schedules • Support work-life balance

■ RECOGNIZE
CONTRIBUTIONS

Acknowledge effort, not just results • Celebrate wins • Provide meaningful feedback • Show

appreciation regularly • Connect work to impact

■ FACILITATE
RECOVERY

Respect time off • Avoid contacting team after hours • Encourage breaks • Support

sabbaticals • Build slack into schedules

If You're Already Burned Out: Recovery Steps

1. ACKNOWLEDGE IT: Admit you're burned out. Stop trying to push through. Denial only makes it worse.

2. GET PROFESSIONAL HELP: Talk to a therapist or counselor. Burnout often requires professional support to recover fully.

3. TAKE TIME OFF: If possible, take extended leave. Even a week away can help. Use this time to truly rest, not catch up on

chores.

4. REEVALUATE PRIORITIES: What caused the burnout? What needs to change? Be honest about what's sustainable

long-term.

5. START SMALL: Don't try to fix everything at once. Pick one boundary to set or one practice to change. Build from there.

6. REBUILD SLOWLY: Recovery takes time. Be patient with yourself. Gradually reintroduce activities as energy returns.

Prevention is easier than recovery. Take action at the first warning signs.
Your well-being isn't negotiable — it's the foundation of everything else.

gobitesize.com • toby@gobitesize.com
© 2024 BiteSize Workshops • Professional Development Made Simple


