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Sleep and Schedule Boundary Starter

Use the method

Make work and personal schedule boundaries visible so commitments do not routinely consume your
planned sleep opportunity. Use this to review one week of start times, stop times, caregiving, travel, and
after-hours requests. The result is one practical schedule change and a communication plan. This
worksheet does not assess sleep disorders or prescribe a sleep treatment.

1. Record the real schedule. List planned work starts and stops, fixed personal demands, and the time
you intend to allow for sleep. Time in bed is not the same as time asleep.

2. Compare with experience. Optionally note estimated sleep and how rested you felt. Mark estimates
and missing entries; do not infer a diagnosis from this record.

3. Find a conflict. Look for late work, early starts, travel, or changing shifts that crowd the planned sleep
window. Choose one conflict you can reasonably change.

4, Set a boundary. Choose an achievable work stop, response window, meeting limit, or handoff rule.
Define genuine exceptions and who handles them; do not promise availability you cannot sustain.

5. Communicate and test. Tell affected people the boundary and alternate contact or response time. Test
it for a week and record exceptions without blaming yourself for constraints outside your control.

6. Review and seek help. Check whether the schedule allowed the intended opportunity and what still
conflicts. CDC advises talking with a healthcare provider for regular sleep problems; this worksheet cannot
resolve an underlying condition.

Stop Running Your Business Out of Your Head. | afi-texas.com | 1



V4

AOPERAT'ONS GROUP AFI / RESOURCE CENTER PW-05 | v2.0

Worked example

lllustrative operator schedule: work messages regularly extend to 11 p.m. before a 6 a.m. start. The
operator records a short planned sleep window without assuming all of it is actual sleep.

The operator agrees a 9 p.m. work stop for routine messages and a 7 a.m. response window. Genuine
overnight service incidents use the established on-call route rather than the personal inbox.

After a week, two late messages waited until morning and one incident followed the on-call process. The
operator records whether the boundary was feasible and whether an earlier handoff is needed.

CDC general guidance for adults aged 18 to 60 is at least seven hours of sleep daily; needs vary by age
and person. The schedule supports opportunity, not guaranteed sleep. Persistent sleep difficulties are
discussed with a healthcare provider.

Before you put it to work
[ 1 Planned sleep opportunity and estimated actual sleep are separate.

[ ] Fixed personal and work constraints are acknowledged.
[] The boundary has a response or handoff route.

[ ] The review avoids diagnosing or promising a health result.

If the problem keeps returning

If repeated exceptions erase the boundary, revisit staffing, handoffs, or workload with the decision owner.
Do not treat lack of schedule control as a personal failure.

Connect the tools
Use PW-04 for an end-of-work transition and PW-06 to negotiate workload.

Background reference

Sleep background: Centers for Disease Control and Prevention, About Sleep, https://www.cdc.gov/sleep/about/index.html (checked
September 29, 2026).
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Working worksheet

Name or team Date

Scope and setup
Week, private record location, fixed constraints, chosen boundary, and review date.

Reusable record

Work start and stop Planned sleep window E:::g‘:;fd e Conflict or exception

Duplicate rows or this worksheet for additional records.

Use your own records. The examples on page 2 are illustrative. Continue on a duplicate worksheet when
you need more space.

Personal observations are optional. Keep this worksheet in a private location and share only the work
decision you choose to share.
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Complete and review

Boundary and exceptions
Work stop or response window, genuine exception rule, alternate contact, and limits of your control.

Communication
Affected people, proposed change, agreement or unresolved decision, and date.

Weekly review

Boundary followed or interrupted, schedule change needed, support requested, and next review. No
diagnosis is required.

Review after use
Which schedule conflict can actually change?

Did the exception route work?

What continuing concern needs support?

Next action Owner Due
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