Facilitator’s Guide: Digital Wellness: Staying Healthy, Happy and Productive in a Digital World

Session: |

Target Audience: This training is appropriate for any professional at any level who wants to effectively manage their engagement with the
digital world so they can lead happier, healthier and more productive lives. Participants can include any professional, but it is targeted more at
professionals for whom digital engagement is a part of their everyday work.

Learning Objectives:
1. Manage levels of engagement with the digital world in order to achieve a healthier life balance.
2. Incorporate digital tools into daily routines that will improve digital wellness.

Training Purpose:

More and more, engagement with the digital world is part of our daily lives. Sometimes, people spend so much time engaging with digital
media, that they lose focus of their mental and physical health. When mental and physical health decline, productivity, engagement and
satisfaction with work do as well. By empowering their employees to care for their mental and physical well-being, it can enhance their work
performance and benefit the company as a whole.

Materials / Equipment:
e Zoom or any other online conference software with breakout room capabilities
Computer
PowerPoint Slide Deck
This Facilitator’s Guide

Total Time: 1 hour (52 minutes with an 8 minute buffer allows for 1 hour total)

Link to Presentation Slide Deck: Digital Wellness VILT.pptx

Producer: Actions

Pre-Work

1. Review this guide and the slide deck to ensure flow and understanding.

2. Ensure that the conferencing software is set to proper parameters:

Allow participants to turn on sound and video

Enable the chat function

Enable participants to raise their hands

Set meeting parameters to admit participants as they arrive to check attendance
Ensure breakout room functionality is available.
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https://1drv.ms/p/s!AnJH22F9QfSs7xfxARxrXybKJFsH?e=yoQXn1

Notes

e Thereis a Mentimeter WordCloud activity (Slide 3) and two Mentimeter Polls (Slides 8 & 11). Make sure the
Mentimeter Slides are ready to go and functioning correctly. Have the Mentimeter presentation minimized for
easy access. Decide if you or the facilitator should manage the Mentimeter activities.

e If using Zoom or another platform that has comparable built-in interactions to Mentimeter, feel free to use
those features instead of Mentimeter.

e There are two Breakout room activities (Slides 6 & 14). Decide with the facilitator how these rooms will be
organized. 3-4 participants per room are recommended and participants can be placed in rooms randomly.

Facilitator: Actions
Pre-Work

1. Review this guide and the slide deck to ensure flow and understanding.
2. Set up Mentimeter activities and ensure functionality.
3. Decide how the breakout rooms will be structured with the producer.

Notes

e Thereis a Mentimeter WordCloud activity (Slide 3) and two Mentimeter Polls (Slides 8 & 11). Make sure the
Mentimeter Slides are ready to go and functioning correctly. Have the Mentimeter presentation minimized for
easy access. Decide if you or the producer should manage the Mentimeter activities.

e There are two Breakout room activities (Slides 6 & 14). Decide with the producer how these rooms will be
organized. 3-4 participants per room are recommended and participants can be placed in rooms randomly.

Training Outline

Slide(s) Approx. Time Topic / Activity

1-2 3 Minutes Introductions and Learning Objectives

3-6 5 Minutes Define Digital Wellness, Statistics and Provocative Questions
7 8 Minutes Digital World Challenges

8-9 4 Minutes Engagement with the Digital World

10-11 13 Minutes Methods for Improving Digital Wellness
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14 Minutes

Digital Tools and Exploration

15-17

8 Minutes

Review learning objectives, Q&A and audience appreciation

1 hour (Time indicated above with an 5 minute buffer allows for 1 hour total)

Detailed Guide

Slide Thumbnail

Slide Details

Facilitator Notes

Producer Notes

Slide 1 (2 min)
Welcome

igital /\ \

Wellness Staying Healthy, Happy
and Productive in a

Digital World.

Introduce yourself to the audience.
Ask audience members to update
their onscreen names if needed.
Reqguest audience members to
share their locations in the chat.
Request audience members to
mute their microphones when not
speaking.

Reqguest audience members to use
the “raise hand” icon if they have a
question, or ask their question in
the chat.

DO:

Monitor the chat.
Monitor requests to
admit audience
members.

Admit members when
requested.

Note member name
for attendance.

Slide 2 (1 min)
Learning
Objectives

you will be able to:

+. ® Manage your levels of engagement with the digital
4 world to achievea healthier e balance

Incorporate digital tools into daily routines that will
improve your digital wellness.

By the end of this course,

SAY:

By the end of this course, you will be
able to:

Manage your levels of engagement
with the digital world to achieve a
healthier life balance.

Incorporate digital tools into daily
routines that will improve your
digital wellness.

DO:

Continue to monitor
chat and admit any
latecomers.




Slide 3 (3 min) DO:
Reflect Reflect Think about the question on this e Continue to monitor
Mentimeter slide [read question]. chat for
WordCloud Explain Mentimeter WordCloud guestions/issues.
What words or phrases come to mind when you activity and instructions.

think about Digital Wellness? Ask participants to use the thumbs
IsiUETeE up reaction to indicate they are in
o Mentimeter and ready.
3 Tl @ e o Shot (iEse @ ATy e Quesion essrs Discuss results when most (or all)
participants are done. Focus on the
largest words.

DO:

e Allow participants to go to
Mentimeter welbsite, enter code
and begin.

e Share Mentimeter slide when all
participants indicate they are
ready.

Slide 4 (30 sec) SAY: DO:

Digital Wellness e Take alook at this definition. Is e Continue to monitor
Defined there anything that surprises you? chat. Alert facilitator if

DIGITAL WELLNESS is a positive state of mental, Is there anything that stands out to there are any urgent

physical, and social-emotional health pursued through you? questions or
intentional, authentic, and balanced engagement with comments
technology and interactive media. ’

—Digital Wellness Lab DO:

e Connect anything in the definition

@sos.oncni|¢renvsHosp"a| 6 HARVARD WEDICAL SCHOOL with what was in WordCloud - if
applicable.




Slide 5 (45 sec) DO:

Statistics Fact Read facts on slide. Emphasize the e Continue to monitor
time that people spend on average chat. Alert facilitator if
engaged with digital media. there are any urgent

Worldwide, people spend 7 hours on average How much time does that take questions or
engaged with digital devices every day. away from your personal comments.
People in Brazil spend up to 9 hours a day — the most on average worldwide. relatiohsh | pS'7
In the United States and Canada, people spend 7 hours on average.
In Japan, people spend approximately 4 hours a day engaged with digital devices.

Side 6 (45 sec) DO:

Reflection Reflect Read the question on the slide. e Continue to monitor

Question Tell the audience they do not have chat. Alert facilitator if
to answer this question specifically there are any urgent

What impact might your engagement with the Iy .the SeSSIO.ﬂ, bUt_ they ;hould questions or
digital world have on your mental and physical think about it during this course comments.
health as well as your relationships? and afterwards.

Slide 7 (8 min) SAY: DO:

Breakout Rooms- e Ask the question on the slide. e Prepare to push out

Challenges g;)a'::r'ioe;l*h‘;ﬁe?ue-"t'Oni Explain that “challenges” can be a breakout rooms to the

ges that you 2 ang .
axo;)ﬁi?encewithinteracting with the digital broad definition - how audience.
Y engagement with digital media e Time breakout rooms
Instructions: q 9. O 9
ZL S 1 Youvitbelcedino et rooms it oter affects your life, how hard/easy it is for 5 minutes.
2 Goosa spokespersan to share ot ofter your to use, how hard/easy it is to e Assist anyone needed
ot s SN disengage, how it affects you when help with getting into
others are engaged with it. breakout rooms.
e Havelor2groups share their
discussion with the larger group
after breakout rooms have ended.
DO:
e Explain the breakout rooms
instructions.
e Clarify any questions if needed.
e Popin to breakout rooms to

monitor for understanding..




Slide 8 (3 min) i SAY: DO:
Poll: How do you : %‘th“’zzmi‘tmkyp’mw e Let's think about how we spend e Continue to monitor
spend your time? e our time engaged with the digital chat for
_ _ N world. questions/issues.
\)jvg\r/]/d%o you spend most of your time engaged with the digital ° Explain the categories on the slide.
Socil Media(Facebock. Instagram, Titter, TTok,Pntres, tc) e Explain that “other” can be used for
Work(Micros.oftTeams, Google Suite, Slack, Linkedin, etc) anything that iS not on the slide.
St ST A v i o Asktheaudience if there is
Education (Duolingo, Linkedin Learning, Babble, etc) anything that su rpr]sed them
oner regarding the results of the poll.
e Highlight what item rated the
highest.
DO:
e Explain the instructions for the poll.
e Have the audience indicate with a
“thumbs up” reaction when they
are ready to participate in the poll.
e Share Mentimeter slide when all
audience members are ready.
Slide 9 (1 min) DO:
Reflection Reflect Acknowledge that the first e Continue to monitor

What impact might your engagement with the

digital world have on your mental and physical
health and your relationships?

What can be done to change your habits?

question was posed earlier. But
now, link it with the poll results
from earlier. How may the
particular engagement that is
happening impact the responses
to this question.

Ask the audience to ponder how
they may change their habits.

chat. Alert facilitator if
there are any urgent
guestions or
comments.




Slide 10 (10 min)
Methods

What are some methods for improving
Digital Wellness?

1 2 3 4 5

SetBoundaries Practice Stay Mentally

Mindfulness Active

Go Offline Nurture Your

Physical Health

What can you start doing right away?

SAY:

Explain that there are various
methods for improving digital
wellness, and 5 of them will be
discussed here.

Set Boundaries:

o Schedule times for
engagement and
disengagement with digital
devices.

o Use apps or other methods
to ensure that timing is not
being ignored. These will be
discussed shortly.

o Honor boundaries that are
set and do not waver.

Practice Mindfulness:

o Take a yoga class or pause
for yoga at home for part of
the day.

o Take a walk and be mindful
i.e. don't think about work
or other things that you
would usually think about
when engaged with digital
media.

o Meditate - even if it is for
just a few minutes every
couple of hours, take time
to breathe and relax.

Stay Mentally Active:

o Read a book (noton a
digital device because it is
too easy to get distracted
and look at other things)

o Solve a puzzle (not a puzzle
on a device, but a jigsaw
puzzle, crossword or
brainteaser)

o Engage in a hobby that
does not require use of a
device.

DO:

Continue to monitor
chat. Alert facilitator if
there are any urgent
guestions or
comments.




DO

Go Offline

o In addition to the activities
stated earlier, consider
doing any activity that does
not require use of a device -
get outside, listen to music,
cook a meal, garden or go
for a bike ride)

o Specify certain activities as
Offline Only activities, such
as having a meal or
conversation with friends or
family.

Nurture Your Physical Health

o Exercise

Get plenty of sleep
Eat well
Stay hydrated

o O O

After discussing points on slide, ask
participants to consider the
question at the bottom of the slide
to prepare for the next slide, which
contains a poll.

Slide 11 (3 min)
Poll

Instructions

1. Go to www.menti.com

2. Enter code

3. Tap the options to rank your responses from 1 to 5

What methods for improving your Digital Wellness can you start
doing right away?

Set Boundaries (Scheduling, Timers, Phone/Computer Settings, etc.)

Practice Mindfulness (Meditation, Yoga, Mindful Walks, etc)

Stay Mentally Active (Read, Puzzles, Hobbies, etc)

Go Offline (Get Outside, Read, Listen to Music, Cook a Healthy Meal etc.)

Nurture Your Physical Health (Exercise, Sleep, Eat Better, etc.)

SAY:

DO

Pose the question on the slide.
Direct the audience to the
instructions, but tell them that it is
the same website and code as
before.

Have the audience indicate they
are ready with a thumbs up emaji.
Acknowledge results when
complete by noting the rankings.

Pull up the Mentimeter slide when
the audience is ready.

DO

Continue to monitor
chat for
questions/issues.




Slide 12 (5 min) N SAY: DO:

Digital Tools Can Enhance

Tools for Digital Digital Wellness e Acknowledge that engagement e Continue to monitor
Wellness ) with the digital world is a reality, chat. Alert facilitator if
Ll . and it can be used to enhance there are any urgent
gjg%iglognaelendars digital wellness. questions or
Wellness Apps e Discuss each of the points on the comments.
Digital Wellbeing, Action Dash S”de.

Built-In Tools

Notifications & Blockers

e Ask the audience if they have other
tools they know of and would like
to share about.

e You do not have to give a detailed
account of what each tool is, but a
general description of ones that
may not be common knowledge::

o Pomodoro timer - taking
regular 5 minute breaks at
25 minute intervals. There
are free websites that can
time this.

o Digital Wellbeing - Android
app that allows users to
track how much time they
are engaging with digital
devices each day.

o Action Dash - Tracks how
much time a user spends
on different apps.

o Notifications & Blockers -
built in functions on
iPhones and Androids that
notify users when screen
time is increased.

DO:
e Answer any questions regarding
the slide content.




Slide 13 (4 min) 4 . SAY: DO:
ake Some Time to Explore . . .
e Tell the audience that they now e Continue to monitor
Timers have 4 minutes to research chat. Alert facilitator if
"Bmi:‘i’:a"lhg“l’:;dars ‘ fj|fferent too'Is thqt may help them there are any urgent
Googie iCal Opine e 8% B0 improve their digital wellness. They questions or
bt e L may research the ones on the slide, comments.
Built-In Tools or they may look for other options.
N e Inform the audience that they will
share what they found in breakout
rooms next.
e Setan 8 minute timer.
e Call the audience back when the
timer is done.
DO:
e Stay available if there are any
questions.
Slide 14 (5 min) DO:
Reflect Read questions on the slide. e Prepare to push out
Go over instructions, but remind breakout rooms to the
wh z the audience that this is just like audience.
at tools did you explore? B .
What tools do you think you can employ now or the breakout rooms they did at the e Time breakout rooms
in the near future? beginning of the course. for 5 minutes.
Instructions: Have the audience share out after e Assist anyone needed

1. You will be placed into breakout rooms with other participants.
2. Discuss the questions above.

breakout rooms to monitor for
understanding..

Clarify any questions if needed.
Pop in to breakout rooms to
monitor for understanding..

help with getting into
breakout rooms.

10



Slide 15 (1 min) SAY: DO:
e \We are reaching the end of the e Continue to monitor
course. chat. Alert facilitator if
You should now feel there are any urgent
empowered to: .
DO: questions or
et hehsves hodhmi i alance, " 1o e Review learning objectives. comments.
vt your igtalwelnass. Y Enes that vl
Slide 16 (6 min) SAY: DO:

e Askthe audience if they have any e Continue to monitor
questions or comments. Have chat. Alert facilitator if
them put them in the chat or come there are any urgent

What questions or comments do you off of mute to share. questions or
have? comments.
Slide 17 (1 min) SAY: DO:
e Cive a brief recap of the methods e Continue to monitor
and tools that were presented in chat. Alert facilitator if
\ the training. there are any urgent
° o ; e Specifically mention or call out questions or
Dlgltal Wé““ess methods or tools that were comments.
(THANK YOU> discussed in this particular session.
e Thank the audience for their
participation.
DO:

Thank the audience for their time.
If finishing early, let them know you
are giving back their time to
disengage from digital devices for a
moment.

Close out session after everyone
has left.
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