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Abstract

Despite an extensive literature advocating the virtues of time management,
research demonstrating its effectiveness is virtually non-existent. A number
of sources in the literature were reviewed and +the major components of time
management practices abstracted, Using these as a guide a step-by-step
self-instruction time management manual was prepared and field tested with
managerial staff of a large institution for retarded individuals,

E{PERIMENT I assessed the effectiveness of the manual under minimal
instructor contact conditions. Participants attended a time management work-
shop held four consecutive days per week during a two-week period. Partici-
pants worked through the sections of the manual with minimal lecturing and
prompting from the instructor. The effectiveness of the ma,nua; was evaluated
using a multiple baseline across-groups experimental design., Dependent
variables included a personal interview and daily time logs. Social validation
measures included participants' ratings of the time management materials, a
follow-up questionnaire, and ratings by colleagues of participants® time
management behaviors. Results indicated the time management workshop increased
the degree to which most participants said they performed time management
practices and the degree to which most participants provided written examples
to corroborate such changes in behavior. These improvements tended to be sustained
at approximately four-week follow-up. Time log data revealed minimal change
in recorded time management behaviors., Social validation measures showed
participants found the manual to be easily readable and relevant to work or
personal situations. Improvements in participants' time management behaviors
were readily discriminable by colleagues.

EXPERIMENT IT assessed the effectiveness of the manual versus a best-
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selling time management paperback book, under no-instructor contact condltions.
Participants were given the time management materials and instructions to read
and apply, within a three-week period, everything deemed to be relevant.

Using a two-group pretest - posttest experimental design, results showed sub-
stantially greater increases in time management practices in the manual group,
especially with respect to written corroboration data, These improvements
were sustained at follow-up in the manual group but not in the book group.

Time log data revealed little change in recorded time management practices.
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Introduction

The effectiveness of managers in accomplishing important aspects of their
duties has been of continuing concern at least since the advent of modern
industrial society. Tine management deficiencles of managers are readily

recognized as characterized by the following typical situations:

}

short-term crises manage the day;

- much time is wasted in meetingss

- authority and responsibility are delegated inappropriately;

~ disorganized work areas aﬁd filing systems are evident;

- frequent work interruptions occur during the day;

- managers appear to be constantly busy but accomplish little.

Time management consists of a set of guldelines for helping individuals
overcome the above types of difficulties. Time management "has also been
characterized variously as: performing the right task at the right time,
appropriate allocation of work and leisure time, the procedures by which an
individual achieves desired objectives (Hall, 1977); the effective use of
time (Robinson, 1973); and as the adequate, efficient organization and control
of time in all aspects of one's life (Kirby, 1977).

An important component of effective time management is to minimize time
wasters and maximize time savers so that important priority goals are more
likely to be accomplished in the work (and leisure) situation. A time saver
is anything that decreases a time waster, Three broad classes of time wasters
may be identified. First, there are "doing nothing" time wasters which
include day-dreaming, doodling, lengthy socializing, and so on. A second
class of time wasters are those that tend to be synonymous with inefficiency.

For example, it is possible to appear to be constantly busy and yet to waste



2
much time because of a disorganized work area, switching frequently from one
task to another so that one must refamiliarize oneself with previously un-

finished tasks, and so on. A third, and probably most important class of time

=t

jasters, is spending time on lower rather than higher prioriiy activities.

n time management have suggested that approximately 80% of one's

6]
[N

Expert
payoffs derive from approximately 20% of one's activities (Douglass, 1978).
Tt is clear that the greater payoffs for accomplishing scme objectives are

long-delayed and require a great deal of activity to achieve them. For ex-
ample, a high salary, good job, prestige, and other things that are defived
from an important promotion are usually obtained only after months or years

airly immediate but

=4

of hard work. Other activities have payoffs which are

lower in value. From this point of view, time management consists of a set

}.‘J

of skills that increase the probability that activities will be performed
which lead to delayed but highly-valued consequences, while decreasing the
probability of performance of lower-priority activities having more immedlate
and lower-valued conseguences.

T+ should be noted that the phrase "time management" is somewhat mis-
leading, since it is not time but behaviors which require management. In
this view time management consists of priorizing alternative activities
with respect to achieving those that have highly valued but delayed con-
sequences, then providing prompts in order to accomplish them. Therefore,
from a behavioral analytic perspective, time management may be more pre-
cisely defined as the arrangement of priorized discriminative stimuli in
order to increase the probability behaviors will be performed which lead
to the attainment of top-priority but long-deferwzad target behaviors having

highly-valued conseguences.



Review of literature

Time Management Iditerature

According to Third (1972 - 1976), 41 articles on time management appear-
ed in the business literature in the period 1971 ~ 1976. In his bibliography,
Douglass (1978) listed 39 books, 44 articles, 10 films, three cassetles, and
two newsletters pertaining to the field of time management. Unfortunately,
these sources consist malnly of practical suggestions without supporting data.
In spite of the extensive literature advocating the virtues of time management,

rescarch demonstrating its effectiveness is virtually non~existent.

7]

Only three studies were encountered which attempted to teach time manage-
ment skills and t0 empirically evaluate thelr effectiveness. Of these three
studies, two relied exclusively on selfnreport data. VWorking with college
students, Kirby (1977) investigated the effects of itime management as a
component of a study skills credit course. Daily time logs kept by each
participant measured time spent on study, social, leisure, and miscellaneous
activities. Questionnaire instruments measured study hablts, attitudes,
satisfaction, and perceived improvement with study skills, as related to time
management, Students who received instruction in time management reported
significantly greater feelings of improvement in time managenent skills re-
lative to those who did not receive instruction. However, no significant
differences were found between experimental subjects and control subjects in
any behaviors recorded in the daily time log.

Using a repeated measure design, Robinson (1973) required school
counsellors to report by telephone how time had been spent during the previocus

day, Additional measures were obtained on Rotter’s I-E Scale and The Orienta-

tion Inventory. Participants were given four, two~-and-one~half hour in-
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ééfviéé sessions which included tiéining in problem-solving and the applica~
tion of individual change projects in time management (viz., decrease in. time
required to complete routine clerical and administrative tasks). Resuits
indicated limited evidence for pre- and post-differences on the three measures.

A study by Hall (1977) has provided the best evidence to date of desirable
behavioral change following instruction in time management, The participants
were four university staff. Four objective dependent measures were assessed:
(1) a log of time spent in the bullding in which they worked; (2) regular-
priority time which included work related to classes, community service, and
research; (3) meeting time which was defined as another person in the office
discussing professional matters; and (4) high-priority time which consisted
of several projects and activities important to long~term professional goals.
Each of the latter three behaviors were measured with a separate clock
operated by a participant when engaging in one of these behaviors. In addi~
tion to the objective measures, participants rated their overall effective-
ness ahd overall satisfaction with thelr effectiveness each week,

The intervention procedures included a time management manual which
primarily involved exercises in identifying objectives, task analyses of the
objectives, and daily and weekly scheduling of task-analyzed components.
Participants graphed daily time log data and, once weekly, met with the
investigator who reviewed data, praised progress, and emphasized methods for
increasing high-priority time,

Lffects were evaluvated in a multiple baseline design across subjects
and revealed very strong evidence for increased time spent in high~priority
activities for all participants, with concomitant increases in self-ratings
of productivity and satisfaction. Also, it should be noted that this study

is unique in the time management literature in providing reliability observa-



“tions (which were dbﬁe4for the time-clock data),

Hall identified the "most costly" deficiency in the study as not permit-
ting participants to adjust weekly the category of high priority tasks. He
recommended that subsequent investigations of time management strategies
be flexible enough to allow shifts to alternative top-priority tasks as
they arise, ther recommendations included the use of additional dependent
variables and procedurés“ﬁo maintain improvements in time management be-

havior over time. - All of these recommendations were incorporated within the

T

Present investigation and presented within a reproducible manual formai

bx

which was not provided in Hall's study.

Related Literature

Other articles have described procedures used to manage time, although
they do not refer to time management in the way it has been described here. Jor
example, Hermann, De lMontes, Domingues, Montes,-and Hopkins (1973) decreased the
tardiness of employees in a manufacturing company using daily monetary bonuses
for punctuality. In the academic setting, Spurr and Stevens (1979) increased
the study time and grade point average of a college student by group discus-
sion of self-control procedures and by stimulus control technigues. In
studies by Alexander; Corbett, and Smigel (1976) and by Barber and Kagey
(1977), externally imposed reinforcement contingencies improved the school
attendance of adolescents and primary grade school children, respectively.

Twata, Balley, Brown, Foshee, and Alpern (19?6) investigated the effects of

Iad

scheduling staff-resident assignments and a weekly lottery based upon
criterion performance in the care of multiply-handicapped retarded patients.
Results showed these contingencies improved the quality of dsily care and

training services provided. Studies such as these involve contingency manage-

ment to control the way in which indiwiduals "spend time". However, none of
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these attempted to teach generalized time management skills as indicated by
the narrow focus of behavior under investigation in each study. The point
of time management training is to impart generalized skills with which to
better manage time with respect to-a variety of important activities.

In general, the time management literature (for example, Lakein, 1973;
Bliss, 1976; Davidson, 1978; Douglass, 1978) provides some useful suggestions

for improving generalized time management skills, but leaves the reader with

the task of sorting out important elements and applying them to the 1ndi-
vidual situation. The major components of effective time management that

are recommended by such books include: 1identifying and priorizing work-
related and personal objectives; task anslyzing and deadlining priority ob-
Jjectives; adopting a time manazement calender system to accomplish high
priority objectives; evaluating time savers and time wasters on a regular
basis; and the maintenance of good time management practices over time by
stimulus control techniques and reinforcer management. However, it is one
thing to reéommend in text-book form that individuals Ffollow various gulde~
lines, and it is something else again for individuals to actually carry out
all the suggestions for effective time management practices on a regular basis.
Given these considerations, a number of sources in the literature were review-
ed (see Appendix A, p. 134), and using these as a guide a self-instruction
manual was prepared titled "A Time Management Program and Planning Calendar

for Supervisors"

¢ & copy of which is in Appendix A, In this manual, the
important components of time management have been arranged in an easy-to-

follow,; step-by-step sequence.

The purpose of this research was twofold: 1o field test the effective-

X oy

Fa X0

ness of the manual with managerial staff with minimal instructor contact
(EXPERIMENT I); to field test the relative effectiveness of the manual versus
a widely sold time management paperback, with managerial staff under no-

instructor contact conditions (BEXPERIMENT II).



EXPERIMINT T: EVALUATION OF
A TIME MANAGEMENT MANUAL
WITH MINIMAL INSTRUCTOR CONTAC

Setting and Participants

The study was carried out at the lManitoba School for the retarded, an
institution with approximately 850 residents and 700 staff located in Portage
la Prairie,; Manitoba. Participants were staff of the Manitoba School recruit-
ed through an advertisement circulated to all departments. The advertisement,
entitled "Description of a Workshop on Time Menagement for Professional and
Personal IEffectiveness", described several “"typical" difficuliies encountered
by employees in managing daily activities, provided a brief overview of the
workshop and the method of data collection, and included some other informa-
tion. Workshop participants consisted of personnel in middle and senior
administrative positions, middle and upper management nursing staff, and
other supervisory personnel. Participant characteristics are presented in
Table 1.

Independent Variable

Particlpants attended a time management workshop held four consecutive
days per week during a two-week period. Workshop durations averaged approx-
imately U5 mins. each (range: about 30 to 60 mins. )., Workshops were admini-
stered by elther the anthor or a Professor of Psychology at the University of
tanitoba who served as Program Consultant to the Vanitoba School. The main
purpose of the workshop was to ensure that the participanis worked through the

™y
i

- I'e
struction Time Management anval (see Appendix A).
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On the first day of the workshon participants received the time manage-

ment manual. Each of the workshop participants was requested to work through



Group 1

Group 2

Group 3

Table 1

Participant Characteristics

EXPERTMENT I

Position
Participant Sex Description
1 M  Dept. Head
2 M  Acting Dept. Head
3 F  Dept. Head
4 F Acting Dept. Head
5 M  Dept. Head
6 M Activity Instructor
Mean
7 M  Head Nurse
8 M  Unit Supervisor
9 F Head Nurse
1L F Activity Instructor
12 M Activity Instructor
Mean
13 M Dept. Head
14 M  Dept. Head
15 M Dept. Head
16 F  Assoc, Dept. Head
17 M  Assoc. Dept. Head
18 F Dept. Head
N =17 Mean

Months in Employees
Present Position  Supervised

36 7

1 16
48 9
11 14
11 10
20 2
23 10
24 11
18 98
8l 11
48 2
2 3
40 25
4 11
8L b
72 2
48 nil
16 53
87 22



thelr copies of the manual, with minimal lecturing and prompting from the
instructor and some class discussion. Participants were also given written
instructions regarding "important rules of research", The instructions includ-
ed requesting participants’® assistance in ensuring that the time management
data was as accurate as possible. Participants were requested not to read or
work ahead in the manual unless they were asked to do so, to discuss course
contents and the manual only with others in the same workshop, and to not
reproduce any part of the manual. Participants were to be informed when the
research was completed, and were encouraged to freely discuss with others all
aspects of time management only at that time. The instructions are attached
in Appendix R.

Workshop lectures and discussions were tape-recorded each day. The
sections of the manual and the primary topics of daily workshop sessions are
sumnarized below:

Day 1s Introduction and a personal time management questionnaire., Par-

ticipants were given a brief overview,lasting approximately 15 minutes, of the
Tfield of time management. The time management manual was distributed, Parti-
cipants completed the personal time management questionnaire contained in the

manual.

Day 2: Tdentifying and priorizing goals. Partici

section in the manual concerning identifving and priorizing goals. The manual

fates] & 5

.

prompted them to identify and list major work functions from +their Jjob des-
criptions, major projects previously tarceted for their departments during the

N

next year, potential projects which could be initiated within the next year,
and self-development, career, and educational goals for the next year. The
manual also prompted them to restate their priority activities in terms of

£

objective results and with written deadlines or Frequencies of occurrence for
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the activities., Finally, the manual prompted the participants to priorize
their work-~related goals and activities.

Day 3: Task analyzing top priorit soals. The manual prompted the par—
¥ Y PP Y & ¥ T T

ticipants to select one or two top priority items and to task-~analyze them.
This included describing the final objective of the item, listing substeps
leading to the final objective, estimating the time required to complete each
substep, further subdividing substeps so that each could be accomplished in
less than two hours, and numbering the substeps in the order in which they
should occur,

Day 4; Adopting a time management calendar. The menual prompted the

participants to teke approximately a half an hour at the start of each week to
plan for the week, and approximately 10 minutes each morning to plan for the
day. The manual provided specific instructions for such things as minimizging
time wasters and maximizing time savers while planning, capitalizing on effec-
tive delegation, scheduling high priority activity during the most productive
parts of the day, and so forth. Participants planned for the next week and
for the remainder of that day.

Day 5: Evaluating time savers and time wasters weekly, The manual

£~

briefly described three classes of time wasters. Participants were then re-

G

¢

quired to complete a checklist which occurred weekly in the planning calendar,

The checklist required the participants to evaluate the extent to which they
demonstrated time-saving behaviors involving themselves and time-saving be-
haviors invelving others. The checklist also prompted them to identify their
worst time waster of the weeck and to write guidelines for decreasing that time

waster in the subsequent week.

Day 6: Delegating effectively. The manual prompted the participants




11
examine thelr style for delegating work to thelr staff. Guidelines were
presented for what to delegate, how to delegate, and how to follow up on

rreviously delegated tasks.
k4

Day 7: Managing meetings effectively. The manual prompted participants

o~

to examine a checklist for evaluating the efficiency of meetings in oxder to
minimize their time-wasting potential and to maximize their time-saving poten-
tial. Participants examined the checklist, and strategies for managing meet-
ings effectively were discussed.

Day 8: Helpful hints for maintaining good time management over time. It

is one thing to develop some good time management practices, and it is another
to continue practicing them day in and day out over an extended period of time.
The final sectlon of the manual incorporated some principles of behaviora:
psychology in order to increase the chances that participants would become
increasingly proficient in meintaining thelr good time management practices.
This section of the manual prompted the participants to organize their world
to remind them to be a good time manager and to arrange their world to provide
rewaxrds for thelr good time management practices.

Dependent Varisbles

Questionnaire and direct observation. Rach participant was individually

intervieved by the author before and after the time management workshop. An

of

o

interview consisted of two parts. The first portion included a statemen
the purpose, content, and confidentiality of information given, querles regard-
ing participant and work environment characteristics, and an cxplanation of the
number coding system to be used in response to interview itenms

o, p. 140).

Paxrt two of the interview consisted of 25 "guestionnaire” and 13 "direct-
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obsexrvation” items. Generally, "questionnaire" items requested participants
to estimate the frequency or proportion of opportunities with which certain
time management practices occurred, with no substantiation required. The
alternative choices included: one or more times per day, one or more times
per week but not daily, one or more times per month but not weekly, less than
once per month, not applicable; or, 76 - 100%, 51 - 75%, 26 - 50%, 0 - 25%,
not applicable. "Dlrect~observation" items requested participants to provide
objective corroboration of time management practices such as a written memo,
minutes of meetings, entries in a time management manual, or othexr correspond-
ence; in addition to estimates of frequency. TFor example, item 23 asked:

"Do you ever write out your day's activities and assign prioritles to them?"
Pollowlng an estimate of frequency or proportion of opportunities, the parti-
cipant was requestedjto provide a written example as corroboratiocn. Four
(of 38) items required "yes" or "no" responses rather than specificatlon of
frequency or proportion of opportunities.

The personal interviews required an average of 45 mins. to complete.
Interviews were held privately in participants® offices; or when privacy was not
possible, in a private room nearby. In the latter case, corroboration ma-

terials located in participants® offices were examined at the end of the

E

1

interview. A copy of the personal interview format is attached in Appendix C,

In determining thelr responses during the follow-up interview, particil-
pants were prompted to consider only the period bhetween the previous interview

. iy 3,

and the day vrior te the day in which they were contacted to arranse an appoint-

nent for the interview. Corroborative evidence was accepted only if i1t cccur-

neasures would be taken.
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Daily time log. Participanis completed three one-day logs during Paseline

and a one-day log during each of the other experimental phases. A copy of the

It s

time log is attached in Appendix D. Throu ughout a workday in which a time loz
was used, participants recoxded their major activities at 15-min. intervals.
ample activities included such things as vworking on the departmental budget,
riting up case reports, or having coffee. Also recorded were changes of
activity, in-and-out-going phone calls, drop-in visitors, and whether the
latter two activities involved business and/or social interactions,

To assess time management behaviors recorded in the daily time logs, 22
types of time management behaviors were identified based upon toplcs presented
during the workshop. The checker performed the data analysis by insepcting
each log phase by phase, identifying a time management behavior and in a summary
data sheet entering a checkmark in the appropriate place beside one of the 22
types of time management behaviors listed. One checkmark was entered for each
behavior observed. The checker also tallied changes in activities, incoming
and outgoing phone calls, drop-in visitors, and "business" and "social® inter-
actions pertaining to phone calls and drop-in visitors.

Hach time log was coded by the author %o conceal participants’ identities

and experimental phases. All identifying features such as namesy participant

number, dates, phases, and so on, were removed from each log. Letters ox
combinations of letters were randomly assigned +o replace participant number

Phases were ccded by randomly assigned numbers.

T.

ime logs were arranged in alphabetical order by the author prior to

analysis, The analysis was carried out by a secretary at the University of

Hanitoba (not the individual who took part in interview reliabilitiy observa-

tions) who was blind to the experimental design and the coding systenm.

Y



Experimental Groups

Bighteen participants were selected for EXPERIMENT I and formed into
three groups (n = 6). One participant subsequently withdrew from Group 2
during Baseline. Within groups; an atiempt was made to include participants
having common characteristics (see Table 1). Generally, the main character-
lstics of the groups were: Group 1, department heads; Group 2, nursing and
sheltered workshop supervisors; Group 3, department heads, Group composition
was determined in part accbrding to the rationale that participants having
approximately similar work functions and responsiblilities would increase the
1iklihood of discussion of time management material and contribute to experi-
mental effects and maintenance of effects over time.

.

Experimental Design

A multiple baseline design across groups (Martin & Pear, 1978) was used
to evaluate the time management manual and workshop. Kach group experienced
three phases including Baseline, Post-treatment, and Follow-up. During 3Base-
line particlpants completed a personal interview and three one-day time logs.
To provide a multiple baseline measure, the tine managemeﬁt workshop was given
sequentially to the three groups, and Croups 2 and 3 also completed a secohd
personal interview and & one-day time log just prior to the time management
workshop., All groups were given personal interviews and completed one-day time
logs immediately following the workshop at Post-treatment and again at Follow-up.

Social Validation

[

ime management workshon. At the end of daily workshop sesslons parti-~

g were requested to complete a gquestionnalre regerding the clarity,
readability, and usefulness of materials in the manual. Also, comments were

invited concerning suggestions, criticlems, znd other matters of relevance to

the workshop. Participants were instructed to avoid identifying themselves.



Follow-up questionnaire. At Follow-up, participants were asked to assess

the workshop, and the extent to which it improved their work effectiveness.
Questionnaire items included: time management procedures put into practice
since the previous interview which improved thelr work or personal life;
aspects of the manual which were useful or not useful; comments, criticisms,
and suggestions with respect to the workshops, personal interviews, and time
logs; the relevance of the time management material considering an individual's
work situation and/or personél preferences; exposure to other time management
sources before and after the workshop. A copy of the Follow-up questionnaire

is attached in Appendix I.

Colleague rating scale. Participants were requested to voluntarily

identify both a supervisor and a staff member who could rate them, subject

to the following criteria: the colleague consented to rating the participant;
the colleague had twice weekly contact with the participant; one of the con-
tacts occurred in the participant’s office; at least one of the contacts

included discussion of work-related matters. In all, five participants (Per-

ticipants 3, 6, 7, 12, and 17) net the criteria and consented to colles.

5

1es
rating thelr time management behaviors.

The permission form reguested permission to approach two staff members, one

.f.

¢

who was responsible to the participant and one who was the participant’s super-

vigor. These individuals were acked to rate and to give thelr oninions of the

skills as a function of having completed th

iy

o
c
f-de
ot
o3
o

participant’'s time management
management workshop, Participants placed their signatures above the names of
the two colleagues they designated to rate their time manazement behaviors.

Participants were asked to not communicate with colleagues concerning their

ratings and were informed that the individual ratings could not be revealed, to
o
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maintain confidentiality, Overall statistical averages of ratings were made
available at the end of the study.

The colleague rating sc¢ale comprised three sections. The first section de-
scribed the purpose of the rating scale as an assessment instrument to determine
the degree to which chenges in the participants® time management skills had be-
come more apparent to individuals working in close association with her/him. The
colleague was informed regarding the confidentiality of information obtained
in the interview/rating scale. A colleague provided preliminary information
including position title, the formal working relationship with the participant,
for example, direct supervisor, secretary, etc., length of service in thelr
present position, length of time worked in assoclation with the participant,
and location of the working area relative to the participant's.

The second section of the rating scale was composed of 16 items each of
which were rated on a 7-point scale or a "don't know" alternative. Colleagues
rated participants’ effectiveness during the previous two weeks relative to
before the time management workshop. The 7-point scale included alternatives
ranging from "much less effectlive" as the most negative rating to "much more
effective" as the most positive rating. The items to be rated were based upon
important time management principles presented in Days 2 through 8 of the
workshop. For example, item 1 was:i"Scheduling work or time at the start of a
work day (other than activities that have been previously scheduled, such as
meetings, appointments, etec.)"; item 4 stated: "Working on long-term goals or

s .4 4 T e 17

top priority activities relative to working on routine, trivial tashks".

s

The third section of the rating scale included a single item rating the
particlipant's overall effectiveness in time management skills using the 7-point

rating scale, and four iliems vhich regquested writien responses. For example,



item 2 stated: "Other than the items in Part A, can you identify any specific
changes that have occurred with respect to your collesasue during the past two
weeks as compared to before hc/she began the Tine Management course?".

The author was nresent throughout the periocd in which colleagues completed
the rating scale in order to provide any clarification that was required.

Of the individuals who provided the ratings, all supervisors but none of
the staff had completed the time management workshop. Ratings tock place four-
to-seven weeks following completion of workshops. The permission form and rat-

-

ing scale is attached in Appendix F.

Intercobserver Reliability

Personal interview. Three observers assisted in the collection of reliabil-

ty data. Two observers were undergraduate and graduate students in psychology

L

at the University of lanitoba. The third observer was a secretary at the same

university. The author and one observer similtaneoulsy recorded participants' re-
sponses during interviews, while ensuring that neither could view what the other
had recoxrded,

The percentage of interviews for vwhich reliabilities were conducted was:

7

Baseline, 61%; Post-trcatment, 47%; Follow-up, 59%; mean percentage across phases:

56%. An agreement or disasreement was obtained regarding cach item in the inter-

-

view, Rellability of observations was calculated by dividing agreements by agree-

nents plus disagreements, times 100,

}_J.

Daily time log. The secretary who assisted in collecting interview
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H
D
[ae]
joto
o
oy
fmt
jodo
fand
e
@
6]
Q3
]
I
Q
8]
0
0n
ha
o
ci
[0}
2
(._4
o]
<—!_
)
o)
jon
g__a
«,,J.
j
(':“\
==
tole
=]
()
-t
o
931
H
o]
2
Hn
o
o
1o
I
fode
:—{-
}.Ja
O
4]

cipants from each group were randomly selected and thelr time logs submitted
to reliability checks. Thirty-three ocut of a possible 93 logs (35%) were

checked. The analysias was blind, as in the initial analysis., In the deata

analysis, 22 categories of time management behaviors were identified and such
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behaviors observed in logs were noted by checkmarks placed in the appropriate
category in summary data sheets. During reliability checks, each category vas
checked for agreement in each experimental condition. Therefore, "point~by-
point" agreements or disagreements were possible. Reliability was determined
by dividing the number of agreements by the number of agreements plus disagree-
ments, times 100, Categories for which checkmarks were not enetered by either
observer were not included in reliability calculaﬁioﬁs,

Results |

Interobserver Reliability

Concerning interrater reliability for the three groups combined, the mean
percent agreement for personal interviews in Baseline, Post-treatment, and
Follow-up was 99,8, 99.6, and 100, respectively. Mean agreement for references
to time management practices in the time logs was 29%, averaged across experi-
mental conditions.

Questionnaire and Direct-Observation Scores

Weighted interview responses. Responses to interview items were made with

reference to one of the following four categorical alternatives: frequency of
occurrence, proportion of opportunities, yes or no, or not applicable. In re-
sponding to frequency of occurrence or proportion of opportunities for question-
naire items, participants selected from four alternatives of decreasing frequencies
or proportions of opportunities (see Appendix C, pp. 140 - 142)., For purposes of
data calculation, the latter four alternatives were re-formulated in terms of
"excellent”, "good", “fair", or "poor" designations to accommodate interview items
for which low frequencies of occurrences or fewer proportion of opportunities re-
presented better time management practices (for example, see interview items 16 and 25). :
To calculate percent scores in the welghted score analysis, "excellent",
"good", "fair", and "poor" responses were weighted &4, 3, 2, and 1, respectively.

"Yes" and “"written corroboration provided" responses versus "no" and "no
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written corroboration provided” responses were weighted 4 and 0, respectively.
The maximum score possible was determined by multiplying by four the total
nunber of questionnaire items minus "not applicable” responses. Percent
scores Ffor interviews were determined by summing the welghts obtained in inter-
view items divided by the maximum score possible, times 100.

The percent scores of welghted interview respenses for the experimental
groups is shown in Figure 1. The multiple baseline across the three groups
reveals clear experimental conirol ih direct-observation items at Post-treatment,
with some attenuation at Follow-up. For questionnalre items not requiring cor-
roboration, scores remained relatively stable across phases and at a higher level
than direct-observation scores.

Participants' individual performances were generally representative of the
directional effects of group data with the following exceptions. Questlonnaire
performance for Participant 4 decreased across phases while direct~observation
performance showed little or no increase at Post-treatment for Participants 4,
8, and 14. Direct-observation performance at Follow-up was not sustained in
Participants 8, 9, and i4, returning to Baseline or below Baseline levels,
while Participants 5, 13, and 18 showed further improvement at Follow-up.
Individual data for weighted interview scores are presented in Figures A, B, and
C, attached in Appendix G.

This type of analyses reflects changes occurring within the poor-to-
excellent response continuum because of the differential weighting system
applied to responses. In this analysis corroboration scores are combined
with gquestionnaire scores in the direct~observation component. To compare
guestlionnaire responses with no corroboratign to the questionnalre responses
in the direct-observation component, an analysis of "excellent" category
responses was done for the two classes of guestionnaire responses.

First analysis of "exgellent" catego data, CFercent scores were calcula~
]

ted for ithe "excellent" category scores and for yes/no responses, including 25
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guestionnalire items not reguirins corroboration and 13 guestionnaire items

requiring corroboration, independent of the actual corrohoration scores, Ior

total possible excellent responses {minus "not applicable" interview items) was
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vere scored as "excellent" equivalents.

Lysls of "excellent” category data is presented in Figure 2,
Ixperimental effects are evident in Group 1 for both questionnaire measures
and are evident for only the gquestlionnaire component of direct-observation
items in Group 2. Mo clear evidence of experimental contrcl was apparent in

his data chows that for all groups questionnaire scores or iten

g\

with no potential corroboration were consistently higher than the scores of
the questionnaire component of direct-observation items. Therefore in the

following analysis "excellent" catecory data was examined separately for com~

.

bined questionnaire items relative to corroborastion itenms.

o€

second analysis of “"excellent" category data., The second analysis of

xcellent” category percent scores were calculated in the same manner as

described above for the entire set of questionnaire items (combining the sets

. \ - .
of 25 and 13 items; and separately for the 13 corroboration components, l.e.,
letermining the percentage of corwoboration items Tor which writien evidence

of behavior change was actually obitained.

Fgure 3 shows "excellent” category percent scores ohtained in total
questionnaire items (not including corroborative scores) and percent of

ey ) PE A L3 /_o,; [ TR S | oy vy Lo P et (} ,\p" \ RPN

corronoration item components (for which corroboration was provided ), he

1 3 3

multiple baseline shows clear evidence of control in the corroboration com-

ponent items across all groups, tut only Group 1 showed an experimental effect

£
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These results show that the workshop produced the greatest percent improve-
ment in written evidence indicating behavioral change than in gquestionnaire re-
sponses of change.

Percent change scores. Baseline versus Post-treatment percent change for

weighted interview scores is presented in Table 2. Largest percent increases
occurred in direct-observatlion scores, even discounting the relatively large
increases contributed by Participents 3, 11, and 16, This analysis does

not include data obtained for Groups 2 and 3 just prior to the time management
workshop.

Daily Time Log

The mean frequency of references to time management practices across groups

Lle

n time logs in Baseline, Post-treatment, and Follow-up was: .58, 1.3, and .99
citations per log, respectively. However, due to the very low interobserver
reliabilities obtained, these data should be interpreted with caution. For
the same three experimental ﬁhases, the mean number of "changes in activity”
across groups was: 23.2, 16.5, and 14.3 changes per log, respectively.

Social Validation

Time management workshop, Participants rated each day of the workshop

using a scale of one-to-seven in which a rating of one was a very poor score
and a rating of seven was a very high score. Averaged across all participants
and days of the workshop, the ratings of the manual pertaining to clarity and
readability and to the overall usefulness or value for the participants were
5.81 and 5.84, respectively.

Follow-up questionnaire. In response to the question: "Since the pre-

vious interview, have you put into practice any time management procedures
that have improved the effectiveness of your work or your personal 1ife?", 11

out of 17 participants responsed affirmatively to the "work" aspect; 7 out of
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Table 2
Baseline versus Post-Treatment Percent Change for
Weighted Pexsonal Interview Scores

. - a
Type of Interview Item

P Direct-Observation Questionnaire Total Interview
Group 1
1 57 16 35
2 56 23 38
3 138 17 53
4 24 =7 5
5 79 b 26
: 52 16 29
Mean 68 12 31
Group 2
7 71 -1 22
8 27 3 9
9 59 b4 23
11 135 L 35
12 9 -11 21
Mean 77 -2 22
Group 3
13 36 7 20
14 24 15 19
15 29 -l 7
16 390 24 78
17 &7 3 20
18 2h 2 12
Mean 95 8 26
Mean Groups 1, 2, and 3: 80 6 26

a s s . . . :
Direct Observation - combined questionnaire and associated corroboration
component scores '

Questionnaire - questionnaire items for which corroboration was not reguested

Total Interview - combined direct-observation and questionnaire scores



17 participants responded affirmotively +o the ° 'personal life" aspect,
In response to the guestion: “How relevant was the time ma anagement

matexrial for you, considering your work situation and/or personal preferences?,

"very relevant" was cited hy all particinants in Group 1, twe in Groun 2, and

three in Group 3. Other particinants found the naterial to be at least of

o~ [ R - B vy e S o !
sone relevance; none said it was irrelevant.

Only three of 17 pnarticipents d they had no previous exvosure to time

¥

managenent materials other than throush the workshop; nine participants in-
dicated they had come in contact with time nanagenent materials since the

voxlkshon.

Golleague rating scale., Supervisor and staff ratings of five partici-

pants are presented in Flsure 4

<5

L)

The lower panel shows separate rating supervisors and staff for 16

time management behavior categories, comparing "before" and "after" performance
o

as above. Supervisors tended to see greater improvements in time management

gkills generally than did staff.

The upper panel shows combined supervisor and staff (N = 10) ratings of

participants’ overall "effectiveness" in tinme monagement skills during the twe
weeks nrior to interview relative to before the workshon. Zight of the ten

raters cited collen

s, oy ) ~ N B
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workshon, supervisors identi:

which showed pogitive
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wupemvisors cited impreovements in such behaviors

as planning for meetings, an orranize

5 . 2 . .
ng deslk and work area, and priorizing and

deadlining activities
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N8 e a o
mprovementis in discussing daily
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Figure 4. Supervisor and staff ratings of time management behaviors
for five participants in Groups 1, 2, and 3. The lower
panel depicts separate supervisor and staff ratings for
16 time management behavior categories comparing perform-
ance before and after the time management workshop. The
upper panel shows combined supervisor and staff ratings
of participants' overall "effectiveness" in time manage-~
ment skills during the two-week period prior to the rating
interview relative to before the workshop. The 7-point
scale ranges from "much less effective” as the most
negative rating to "much more effective" as the most
positive rating. Zero represents ''mo apparent difference"
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objectives with staff, delegation of tasks, organizing the work area, and spend-
ing more time working on long~ﬁerm goals, There were two supervisor and four
staff responses of no change in behaviors, and three responses from staff in-
dicating worse performance., Negative appraisals included doing tasks unassist-
ed, requesting fewer interruptions from staff in an undiplomatic manner, and
failing to inform staff of reasons for changes in managerial behaviors. There
Wwere seven supervisor and four staff responses to the "don't know" alternative,

Discussion

These data indicate that the self-instruction manual in conjunction with
minimal therapist contact increased the degree to which most particlpants
said they performed time management practices and the degree to which most
participants provided written examples to corroborate improvements in time
management practices.

Of interest in these findings is that questionnaire items for which
written substantiation would be-difficult to obtain improved an average of
only 9% in Baseline versus Post-treatment. Percent scores for questionnaire
items were always greater than for the questionnaire component of direct-
observaticn items. This suggests that questionnaire i1tems for which corrobora-
tion is unlikely are "inflated"” and may represent a "celling effect" for items
of this type.

In the "excellent' category analysis (see Figure 3) responses in Group 1

were not entirely consistent with those obtained in Groups 2 and 3. In
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behaviors were not

excellent and corrotoration scores tended to substantinte this, At Post-

treatment, the time management workshop increased what they actually did and
this was again consistent with what they said about the rate or proportion of
tine management behaviors in which they engeged. The reason for this dis-

Crepancy bhetween Croup 1 versus Oroups 2 and 3 is not readilw apparent. Jroun

participants had been in their present positions for less time and supervised

rer employees than participants in Groups 2 and 3, TIn the Follow-un gques-
tionnaire Group 1 individuals said they Put into practice more time management

techniques that made thelr work and personal 1ife more

~

Groups 2 and 3. Group 1 and 3 had several features in commen, for examnle,
each was composed primarily of heads or acting-heads of departments, sach had

four male and two female participe

o)
jav]
s
Isa
0

~
o
=
po T

cach reported about the same ex-
posure to time management materials, other than the present workshop.
"Excellent” category data were analyzed separately because this category

-

represented the most desirable responses, viz., that participants said time

management functions were performed onsc or more times per day, were performed

76 to 1007 of 2ll available opportunities, answered "yes", or thal corrohoration

was avallable, 2 and 3 show congid rovement
. 3 v o . T o o e &
within this categoxry for both the guestionnaire component of direct-ohscrvation

1

and the cormobtoration component for Creoup 1, and for the corroboration com-

Tor Grouns 2 &

. . . R i o o\
Joncerning time loz data, on lesg than one (.57
3 . 43 B 2
time managor nractice o 1.5
4 L 3 ~ T e o B MR X sy 9 - Eall o Yaled Ty oy an e 3 oy e S S
citations at Post-ireaiment, an increase of 1267, Iean changes in activity
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ver log, in which particinants recorded sach tine they hepan o different tagk,
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was about 23 in Baseline and 16 at Post-treatment, a decrease of 33%. The
relatively infrequent inclusion of references to time management practices

in the time logs is discussed in the General Discussion section. Decrements

in activity changes are important because much time can be wasted in changing
from one task to another and in covering "old ground” in order to restart WOTK

on the same task,

}...J

Sécia validation data indicated that participants found materials in the
manual easy to follow and to be of use or value; most participants said time
managenent practices made their work, and to a lesser degree thelr personal
lives, more effective. More than half (65%) of the participants found the
naterial to be "very relevant" to their situations. In supervisor and staff
ratings of participants' "effectiveness” and time management proficlency,
oth groups ncted improvements in their colleagues following the workshops,
with supervisors citing more improvements than staff. All supervisor (but
none of the staff) were participants in the workshop which may have made
changes in the time management practices of their colleagues nore readily
discriminable.
EXPERIMENT II: A FIELD TEST CCMPARISON, WITH NO INSTRUCTOR CONTACT,
OF A SELF-INSTRUCTION TIME MANAGEMENT MANUAL
AND A TIME MANAGEMENT TEXT
The time management workshop did not constitute a field test of the manual
alone since an instructor was present to assist participants in working through
the material and to provide some additional information and prompting.
VPRRIMENT IT was carried out in an attempt to field test the relative effective~
ness of the manual versus a widely sold time management paperback with managerial

staff, under no-instructor contact conditions.



@xperimental DIOEOCOl° were 1dentical to those in BXPERTMET I except as
1,

described below.

Setting and Participants (as in EXPERIMENT 1)

articipanis were recruited through an advertisement, as in EXPEATMINT T.

different version of

©

subsequently, participants were informed by memo that

the course would be offered., The memo stated participants would receive course

4

materials in approximately three weeks and would be later contacted to deter—

w

mine thelr usefulness. Participants were invited %o enroll in the original
version of the course, to be held sometime in the Ffuture, A copy of the memo

is attached in Appendix H. The participants were primarily nurses, assistant

d‘

head nurses, clerical staff, and health and social sciences pexrsonnel, Parti-
cipant characteristics are presented in Table 3,

Independent Variables

g

rticipants recelived either the self-instruction +inme management manual
(see Appendix A) or Alan Lekein's "How to get control of your time and your
life" (a Signet paperback), reputed to be a vest-selling time management book
(4al1l, 1977, pe 5). Vislts to more than six local retaile ers by the author and

. -

others revealed the book was usually available at most of these outlets and

vas often sold out.

sed 1
or through the book (kased wpon the author's exverience in readine thr the
book)., Instructions Ffor participants zeceiving the self-instruction manual

Ite
-
1

luded working an ave: of an hour per day on the

quire eight total hours to read through and implement all of the steps,
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Participants receiving the time management book were instructed to read at
least two chapters per day which would require about two weeks +to read through
the book. Participants in both groups were prompted to apply in the third week
everything they found to be relevant. Also, each participant recelved the in-
structions regarding the "important rules of research" received by participants
in EXPERTMENT I. The three sets of instructions are attached in Appendix T.
Participants were advised to work through the manual or book themselves and
that there would be no contact with the author until contacted in approximately
three weeks to arrange the next personal interview.

Dependent Variables

Personal interview. Participants were given the same personal intexview

instrument (see Appendix C) under the interview conditions described in
EXPERTMENT I. Interviews occurred at Baseline, Post-treatment, and Follow-up,

Daily time log. Participants completed time logs and data analyses were

carried out in the manner described in EXPERIMENT I. Three logs were completed
in Baseline and single~day logs were completed at Post-treatment and at Follow-up.

Experimental Groups

Fourteen individuals participated in EXPERIMENT TI and were assigned to
elther the "Manual" or "Book" groups (n = 7). An attempt was made to equate
groups by matching participants in each group according to relevant character-
istics such as scores obtained in the Baseline personal interview, similaf Job
functions, number of months in their present positions, and number of employees
supervised (see Table 3). Two participants, Participants 19 and 27, withdrew
from the course following the Baseline personal interview; their data was not

included in the experiment.

Experimental Design

A two-group pretest - posttest design with follow-up was used to evaluate

the time management materials with no-instructor contact. During Baseline
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participénts completed a personal interview and three one-dzsy time logs. The
time management materials were delivered to participants about three weeks
after the Baseline interview. At that time they were informed that the author
would contact them in approximately three weeks to arrange the next personal
interview. Approximately one month following the Post-treatment interview,
participants were contacted regarding a Follow-up interview. They had not
been previously informed of the Follow-up interview. Restrictions regarding
interview responses and corroboration acceptability were as those described
in BEXPERTMENT I, Each group received perscnal interviews, course materials,
and time logs at approximatel& the same time,

Social Validation

Participanis completed the same Follow-up questionnaire as in EXPERTMENT I
(see Appendix B).

interobserver Reliability

Personal interview. Reliability observations and calculations were con-

ducted as in EXPERIMENT I. The percentage of interviews for which reliabili-
ties were conducted, with the first number representing the Mamual group and
the second the Book group, was: Baseline, 71% and 57%; Post-treatment, 71% and
86%; Follow-up, 29% and 29%; Mean percentage across vhases: 57% and 57%.

Daily time log. Procedures and calculations were the same as those in Experi-

ment I, Three participants from each group were randomly selected and their time
logs sutmitted to reliability checks, Thirty out of a possible 68 logs (44%)

were checked.

ey a2

For perscnal interviews the mean percent intervater agresments by phase, with
the first and second numbers referring to Manual and Book groups, respectively,

were: Baseline, 99.4 and 100; Post-treatment, 99.4 and 100; Follow-up, 100 and



98,5, Mean interrater agreement for time management practices cited in the
time logs was 28%, averaged across groups and rthases.

Questlonnaire and Direct~Observation Scores

Calculation of scores was the same as in EXPERTMENT T,

Welghted interview responses. Welghted interview data is presented in Flgure

5. Clearly, larger increases in scores oceurred in the Manual group, considering
scores in Baseline were approximately eguivalent, with the greatest difference
between groups obtained in direct-observation interview items (combined ques-
tionnaire and corroboration data). At Follow-up, Post-treatment performance
maintained in the Mamual group, but to a much lesser degree in the Book group.

Directional effects obtained in total interview and direct~observation
scores for each group were representative of individual performance. In the
Manual group, Participant 23 showed small changes across thases. In the Book
group, participants who were not representative of group directional effects were
Participants 21, 22, 29, and 31 who were generally unaffected or showed decrements
in performance on measures across phases. Individual data for welghted interview
scores are presented in Figures D and E, attached in Appendix J.

Mrst "excellent" category data., These data are presented in Figure 6. The

lower panel depicts percent of responses for the 25 questionnaire ltems for which
corroboration was not requested and for the 13 questionnaire components of direct-
observation items. Corroboration scores were not included in the analysis., Per-
formance scores were higher in the Manual group for both types of questionnaire
items, and substantially greater in guestionnaire items for which corroboration
was requested,

Second "excellent" category data. The upper panel of Figure 6 presents

data for total questionnaire items (combining scores of both types of ques~
tionnaire items deplcted in the lower panel) and for the corroboration com-
ponent, Performance was superior in the Manual group, with the most improve-

‘ment for both groups occurring in the corroboration component. In the cor-
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roboration component at Follow-up, Post-treaiment performance was maintained
in the Manual group but not in the Bock grourp.

Percent change scores. Figure 7 shows percent change in scores for Base~

line versus Post-treatment for questionnaire and direct-observation items for
the Manual and Book groups. Iarger percent improvements were obtained in the
Manual group for both measures, the diresct-observation measure showing a con-
siderably greater increase.

Daily Time Log

The mean frequency of references to time management practices for each
‘group, with the first number representing the Manual group and the second
nunber representing the Book group, was: Baseline: .60, .81; Post-treatment:
«33, «86; and Follow-up: 1.14%, .86. The mean number of "changes in activity"
for each group for these phases was: 17.7, 31.6; 15.8, 20.3; and 15.3, 14.7,
respectively.

Social Validation

Follow-up guestionnaire. In response to the question: "Since the previous

interview, have you put into practice any time management procedures that have
improved the effectiveness of your work or your personal life?" four partici-
pants in the Manual group and three participants in the Book group answered
affirmatively with respect to thelr work and four participants in each group
replied affirmatively with respect to their personal lives.,

In response to the question: "How relevant was the time managementi ma-
terial for you, considering your work situation and/or personal preferences?”,

n the Manual group and one in the Book group found it to

=

three participants
be guite relevant; itwe participants in each group said the material was not
very relevant; the responses of remalning participants were intermediate to

these judgementis,
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fegarding exposure to time management materials before and after treat-
ment, one participant in the Manual group had no prior exposure and three
indicated no subsequent exposure; in the Book group a2ll said they had previous
exposure and two had subsequent contact with time management materials.

General Discussion

In EXPERTMENT I a self-instruction manual with minimal instructor contact
was presented to middle and senior management staff of a large institution for
the retarded. In EXPERIMENT II the self-instruction manual and a popular time
management book were field tested with primarily middle-management stéff in
the same institution, under no-instructor contact conditions.

In both experiments questionnaire items for which written substantiation
was highly unlikely or impossible (e.g., "Vhen one of your employees has
nothing to do, do you immediately give him/her some of the task you're working
on?") were claimed to occur at a higher level generally than questionnaire
items for which substantiation was subsequently requested. Time management
researchers using a questionnaire instrument as thelr primary data source
should consider that differential resulis or increased variability in the data
may occur as a function of this characteristic of questionnaire items. This
problem may be of concern in evaluations which occur only at Post~treaiments
since questionnalre items for which corroboration is unlikely may tend to
produce more favourable results than would be otherwise justified.

Concerning the daily time logs, several factors may account for the low num-
ber of time management practices recorded in the lcgs. Participants were instructed
to record thelr major activity during the previous 15 minute interval, there-

fore 1t is possible that any one of a number of time management behaviors

-y

such as planning or pricrizing the day's activities, determining delegation o
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tasks, listing out-going phone calls, and so on, regquired only a few minutes
to accomplish and therefore were not considered to be the major activity in
the interval. Other time management practices may not have been described
explicitly enough to be identified as such in the data analysis. At Post-
treatment and Follow-up, participants compleied one-day logs. One~-day logs

~

n response to feedback in Baseline which indicated participants

=
@
H
o
o
0
o
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found completion of three days of logs somewhat disagreeable. One~day logs
are likely to be insensitive to time management practices which do not occur
daily such as planning for the week, preparing an agenda for a nmeeting, setting
deadlines for priority activiiies, and so on. Also, 1t is possible that parti-
cipants were slowly incorporating time management practices into thelr work
schedules since adopting them may have required several days or weeks of
experience with one technique before another technique could be adopted.
Corroboration data was serarately analyzed in both experiments. HMost
experts in time management have stressed the importance of stating, in writing,
goals, deadlines, planning of activitles, priorization of activities, etc. In
the present experiments an attempt was made to verify that certain time manage-
ment practices had taken place by asking participants for written examples.
Results indicated use of the manual produced the largest increases in corrobora-
tion scores relative to other measures assessed. Participants were able to
produce objective evidence of behavior change along a number of time management
dimensions identified as important by many experts in the field. It should be
noted that participants were requested to provide only single examples as

substantiation. Therefore corroboration for an interview item indicated that
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only one example was provided, and in these experiments no attempt was made
to ascertain the total number of corroborations which could be obtained
for any particular time management practice in a given period of time.

Future investigators may request participants to provide as many written

examples as possible of important time management practices within a particular
period of time in order to betier assess the actual frequency of such
practices.,

In terms of increasing corroboration scores, percent improvements in
Baseline versus Post~treaitment scorss were nearly identical for users of
the manual in both EXPERIMENT I and EXPERIMENT IT (mean = 145% and 142%,
réspectively)e These results suggest that if an important objective of a
time management course ig to develop skills involving written components,
these can be obtained solely through the use of the self-instruction manual

investigated in this reseaxch,

With respect to durability of effects, corroboration scores in EXPERTMENT I
decreased somewhat at Follow-up, but were relatively independent of the number
of weeks to Follow-up (range 4 to 7 weeks), For this measure, effects were
more durable in the Manual group in EXPERIMENT IT, showing no decrease in
percentage scores at Follow-up (mean = 4 weeks to Follow-up). Whether greater
durability of time management praciices under no-instructor contact conditicns
is a reliable finding needs to be investigated in future research.

Yithin these experiments evidence of improvements in time management

behaviors was sought primarily through interview and time log data. A funda-
mental question needs to be addressed. Although this research indicateé that
improvements in important aspects of time management practices can be obtained,
what is the effect upon other, perhaps more crucial aspects of individuals®

work responsibilities? Future investigators should consider identifying or
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developing more directly-relevant dependent measures, perhaps in collaboration
with participants® supervisors and senior management. Such indices may be
idiosyncratic to particular work aituations or job functions but could include
such measures as the percentage of organizational targets achieved in a speci-~
fied period of time; the number of priority activifties completed; improved
productivity of employees, especially wnere objective measures are available as

in production-line output, and so on. An important adjunct would be the speci-

N

fication of a reinforcement contingency for achieving targeted time management
objectives.,

This investigation obtained reliable and ohjective measures of change in a
number of behaviors crucial to good time management practices, as identified by
experts in the field. A self-instruction manual was developed which produced
objective, durable, and reliable evidence of improvement across & number of
time management practices in a manner which was both acceptable to participants
and discriminable to colleagues.

These data suggest that increases in time management proficlency can be
obtained in individuals using self-instruction time management materials with
no instructor contact. In addition, the data revealed that time management
material arranged in a manual which provides step-by-step instructions and a
planning and calendar system in which to Yplug in" time management practices
produces more objective and durable behavior change than similar materials

presented in a read-for-information (i.e. book) format.
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APPENDIX A

A TIME MANAGEMENT PROGRAM

AND PLANNING CALENDAR FOR SUPERVISORS



A TIME MANAGEMENT PROGRAM AND PLANNING

CALENDAR FOR SUPERVISORS
by

Garry Martin, Sandra Koop and Frank Hanel

This pre-publication draft was printed for use by staff
participating in a Time Management Workshop at the Manitoba
School. Tt is not to be reproduced or generally distributed
without the prior written permission of the authors.
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Introduction; Why time ménagement? 50

Do the following "typical" sltuaticns apply to you?

= short-term "crises" tend to manage your day (this means frequent
interruptions, restarts, and time wasted covering old ground).

and data system,

= Yyou feel that your work is frequently interrupted and that you
are not able to complete important tasks.

T You frequently feel "swamped" with the daily activities at work
and that there ig not enough time in the day to do everything,

Time management consists of a set of suggestions and guidelines for helping
individuals overcome the above types of difficulties, Effective time management
does not necessarily mean becoming a compulsive clockwatcher, or somecne who is
frequently upset about being late or wasting a minute (and who, in turn, influences
others around to become upset), Rather, time management techniques help an
individual to ninimize time wasters and maximize time savers go that Important
priority goals are more llkely to be accomplished in the work situation.

Experts on time management have written numerous books describing how people can
acquire effective time management skillg, However, it is one thing to recommend
in text-book form that an individual follow various guidelines, and it is some-
thing else again for that individual to actually carry out all of the details of
effective time hanagement practices., In this manual, we have done much of the
work for you. We have taken the important components of time management and
arranged them in an easy-to~-follow, step~by~-step Bequence. Also, we have deg Lo
a time management planning calendar. If you follow the 8teps that we have outlined
use the planning calendar on a daily basis, and evaluate your time savers and time
wasters with the easy-to-use checklist at the end of each week, then we con-
fidently predict that you will significantly increase time Spent on high-payoff
activities, maximize time savers, and minimize time wasters,
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Step One: A personal time management questionnaire

People misuse time in a variety of ways. Mackenzie* sampled managers in 14
countries and identified 15 top time wasters, including items such as telephone
interruptions and ineffective delegation, which were problems for most managers.
-In order to Improve your personal time management skills you should identify those
ways in which you are using time ineffectively, as well as various methods for
saving time., The following questionnaire is designed to help you determine

what kind of time manager you are by assessing the extent to which you engage in
good time management behavior.

Please read the definitions given below to make sure you understand them. Then
check the appropriate column for each of the following questions, unless other-
vise specified. It's important that you be as honest and accurate as possible
when answering these questions.

often = one or more times per day

sometimes = one or more times per week, but not daily

rarely = one or more times per month, but not weekly " o

never = less than once per month g 2
g 1312 |w o

PERSONAL TIME WASTERS g jo jo lo =i

o B Iw |5 Jue
hal Q o Q o
o |l jw j=z |

1. Paperwork (such as "junk" mail, correspondence, etc.) tends
to pile up and I have to go through the pile more than once.

2. After an interruption I start thinking of other things and
have difficulty getting back to the task I was working on.

3. I do the same tasks I did before promotion to my present
job.

4. T spend time procrastinating and wondering "what should I
do next?" :

5. Short-term "crises" disrupt my day.

6. I use "prime time" (i.e., those times that I work best) to
work on trivial tasks.

TIME WASTERS INVOLVING OTHERS

7. Others are likely to misplace important papers or books of
mine.

8. Inﬁerruptions (such as phone calls or visitors) are accompanied
by 1dle conversation and socializing.

*Mackenzie, A. Time management techniques for you and your staff. Chicago:
The Dartnell Corporation, 1975,
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often = one or more times per day

sometimes = one or more times per week, but not daily
rarely = one or more times per month, but not weekly
never = less than once per month

of ten
sometimes
rarely
never
applicablc]

not

9. I spend a lot of time doing things requested by others, because
when they ask,I don't have anything in particular planned for
myself to do.

10. After an absence, a lot of work has piled up that could have
been done by my staff, Answer yes or no.

yes no

11. My staff shift work to me that could be done by them.

12, My staff make decisions which must be over-ruled.

13. I delegate work to staff with little concern for their
priorities,

14, I leave tasks unfinished when they could be delegated to
staff to complete.

15. I make decisions that could have been made by my staff.

If you answered most of these 15 questions with “"rarely", or
"never", then your time management skills are probably quite
good. However, 1f most of your responses were "often" or
"sometimes” you have room for improvement. This manual will
show you how to minimize those Time Wasters which are a problem
for you.

PERSONAL TIME SAVERS

1. I have a deralled written list of long-term objectives.
Ansver yes or no,

yes no

2. I write out my priority activities each day,

3. I plan and schedule the majority of my work time at the start
of a work day.

4. I schedule a specific "quiet time" to work without inter-
ruptions.

5. I set reasonable deadlines for important activities.

6. I keep my office area organized to decrease the likelihood
of socializing, daydreaming, looking out the window, etc.
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often = one or more times per day @ ©
sometimes = one or more times per week, but not daily o e
rarely = one or more times per month; but not weekly e 10 2. it
never = less than once per month S ig e lLz
w6 {® |u-jo &
o n = =4 cQ
7. I "group" my phone calls (i.e., make them all at one time).
8. My desk top contains only the project on which I'm
currently working.
9, Before starting a task I check to see that all necessary
information is available and all prerequisite activities
have been performed,
10. I work on the wmost important tasks first,
11. I have tasks available to work on when I find myself in
walting situations or with 5 to 20 spare minutes.,
12. I complete high priority tasks within their assigned
deadlines.
13. I plan and schedule my time for the week at the start of
a work week. (Note: '"sometimes" is the best possible
answer for this question.)
14, I systematically examine various alternatives to avoid choos-
ing less efficlent solutions. ] . '
TIME SAVERS INVOLVING OTHERS
15. I review my daily objectives and priorities each morning r
with my key ‘staff.
16. When I delegate responsibilities, I indicate both the
results I desire and their deadlines.
17. I immediately inform my staff about Job-related changes,
objectives and priorities.
18. I take time to properly train staff.
19. My key people delegate to their staff all work that is
included in the job description of their staff.
20. My staff take the iniative in assignments without waiting
for my approval.
21. 1 delegate to my staff all work rthat is included in their job. J
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22. I immediately follow-up projects that staff have submitted
to me by those deadlines I assigned.
23. I post the times I am available for drop-in visitors.
24. I inform others about the deadlines I set for myself.
25. I use a formal system for keeping track of borrowed
items.
26. I keep things organized so that others can find them
without interrupting to ask for directions.
Are most of your answers to the 26 questions "rarely", "no", or "never"? 1If 50

don't despair——if you follow the steps outlined in this manual, your time-gaving skills

will increase dramatically. Even if most of your responses were "often" or

"sometimes" and you did not have problems with Time Wasters (as indicated by
your answers to the first part of this questionnaire), you may still pick up
additional helpful suggestions from reading this manual and following our
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Step Two: Identifying and Eriorizing_goals

One of the most critical steps in effective time management is to identify priority
goals, and activities leading towards them.. Actually writing out priority goals

and the steps that lead to them constitutes the first step towards accomplishing those
goals, and toward minimizing time Spent on less important activities that seem ‘to
occupy many of us through much of a typical working day. To help you identify goals
‘at work, we want You to perform the following exercises.

A. Identifzing goals

1.

Briefly review your job description. From your job description and/or from
discussions with your supervisor, identify major work functions and priority
activities and 1ist them on the Work-Related Goals and Activities page. Don't
bother estimating the time §pent on them or their priority value at this point.
When writing out major work functions and priority activities, be specific,

For example, avoid general statements like, "responsibility for planning for
and directing the department." Rather, identify specific activities with
measurable results, such as, "preparing a8 quarterly financial statement for
senior administration.” At this point, don't bother to edit as you go. Simply
put down all of the specific activities with measurable results that immediately
occur to you as you read through your job description,

Estimated time: 15 minutes

Next, try to think of all of the major projects that have already been targeted,

Suggested, or initiated for vour department and/or section during the next year,
As you think of Projects, add them to the Work-Related Goals and Activities list.
Once again, don't bother to priorize or estimate the time involved in working on
them. Also, continue to be specific, An example would be, "preparing the progranm
for the forthcoming School Conference," .

Estimated time: 10 minutes

Next, think of potential projects that YOU would like to see happening in your
department during the next year, and over which you have some influence Oor control

Examples might include: "Adapting the Institutional Staff Appraisal System to sui-
your department," or, "Formulating a written policy for staff overtime', or
"Developing a monthly calendar of forthcoming staff-development events," As

managers, you might think i terms of such areas as: policy communication to
your staff; definition of job functions in a manner that results in performance
consistent with those definitions; developing long-term objectives for your
department; performance measurement and feedback for professional development
of yourself and your staff; communicating or coordinating Programs with other
units or departments; and so forth,

Estimated time: 10 minutes

Now, consider your own personal development and long-term goals. Think in terms o:
your priorities and do not restrict yourself to Just the next year. What are your
self—development, educational, and career goals? These might include such things
as obtaining a promotion, publishing some research, completing an educational
program, becoming the Executive Director of the organization where you work,

and so forth, Once again, add them to the work~related goals and activities

1ist, ’

Estimated time; 10 minutes
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WORK~RELATED GOALS AND ACTIVITIES

Major work functions and priority activities Prioritic:.
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B. Refining and priorizing your work-related goals and activities

A maxim commonly cited in the time management literature is, "80% of the

" pay-off comes from 20% of the activities." Whether or not this maxim is true,
‘there is abgolutely no doubt that some activities have a much higher pay-off

than others. If you tend to spend a lot of time on many trivial activities

with little or no pay-off, and if you keep postponing important activities with

a much higher pay-off, then there is probably room for improvement in your time
management skills. Thus, priordizing your work-related activities is a critical
step. With your Work-related Goals and Activities page in front of you, you should
complete the following exercises.

1. Review each of the items on your list of "major work functions and priority
activities" to determine if they are stated in terms of results. Modify them
where appropriate. For example, you might state, "Develop and implement a
checklist for assessing the efficiency of our departmental meetings," rather
than "improve our departmental meetings."

2. Review each of the functions andactivities once again to see 1f they are time
related, If possible, identify and write in deadlines to accomplish each of the
projects, or ligt specific frequencies for each of the activities (such as,
"Chailr departmental meetings each Friday afternoon," rather than, "Chair regular
departmental meetings"),

3. Now you are ready to start priorizing your work-related goals and activities.*

(a) Review your list of functions, activities, and projects, and put an "A"
in the "Priorities" column beside all of those that absolutely have to
get done during the next year. These are your highest priority activities,
either because of your own personal goals or because of the goals imposed
by your supervisors.

(b) Now review your list once again and identify those items that are very
. important and that you would like to accomplish during the next year
and place a "B" beside those items.

(c) Nowreview all of the remairing items. These should be items that are of
lower priority. It would be nice if they occurred during the next year,
but they could be postponed without any great loss. Alternatively, they
may be routine items that you normally take care of, but that you could
delegate to junior staff, either all or some of the time. Place a "C"
beside those items. :

(d) Now review all of the activities one more time to see 1f you are satisfied
with those in the "A", "B", and "“C" categories. Juggle the items somewhat
if you have changed your mind about thelr relative priorities. Now look at
all of the "A" items and priorize them beginning with #1. For the moment,
ignore the "B" and "C" items.

(e) Now transfer all of your "A" items, in their priorized order, to the
, following page.

*The "“A-B-C" priorizing System was described by Lakein, A. How to Get Control of
Your Time and Your Life, New York: Peter H. Wyden, 1973. (4 Signet Paperback)
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Step Three: Task analyzing top~-priority goals

The following exercise will show you how te achieve major objectives by analyzing
them in terms of their constituent parts or sub-steps and allocating time for the
completion of each sub-step., The purpose of a task analysis is to break down a
.top-priority goal or activity into the many pre-requisite and necessary activities
or sub-steps that must occur to accomplish the task,

Select one of the A-rated top-priority goals you described in Step Two to be the
final objective in your task analysis. The guidelines which follow will assist
you in doing a task analysis of your final objective. Read each guideline and
look at the example of a task analysis provided on page 12, then try to follow
that guideline on the blank form provided on page 13.

A. Because you already have some working knowledge of your final objective,
write out a rough description of it on page 13.

B. Take approximately ten minutes to write down all the sub-steps that you can
think of that are required to accomplish the final objective; at this stage
don't worry if the sub-steps are in logical sequence.

C. 1In order to improve on the results of Guidelines A and B, "brainstorm" them
according to the following suggestions:

i. Are there any specialists with whon you could talk, who might help you
to more precisely define your final objective, or who might make
recommendations for additional sub-steps that you could take in meeting
that objective?

1i, Can you think of any other people with whom you might talk who could help
you to refine your final objective or who might recommend additional steps
that you could take in meeting that objective?

i1i. Can you think of any additional literature sources or reading materials
that might provide some hints for how to expand on the details of your
final objective and/or suggestions for additional steps that you might add?

D. Now that you have brainstormed some additional sub-steps, re-exzmine the
rough description of your final objective. Complete a refined description
of this objective on page 13 to clearly specify the characteristics of the task.

E., It 1s now necessary to estimate, as precisely as possible, the specific time
required for each of the sub-steps. Write that in the column beside each of
the steps in your task analysis sheet.

F. Now, examine your preliminary list of sub-steps, as well as the possible
additional sub-steps that have been generated from considering the above
guidelines. It should be possible for you to accomplish those sub-steps
in the periods of time that are usually available in your daily activities.

In other words, if one of the sub-steps requires 10 hours to complete,

then the sub~step should be further subdivided into a number of smaller sub-~steps
so that each requires no more than the amount of time that you can usually block
off at a single sitting during a typical working day. This usually ranges

from )% hour to 2 hours for most managers. Examine each of the previous sub~steps
to see 1f they should be further subdivided, and if so, subdivide them
appropriately. Revise the estimated time to complete each sub-step if necessary.
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G. Re-examine all of the above sub-steps in your task analysis, and number
them in the order in which they should occur (see right-hand column on page
13). - .

ready to enter the Pre-requisite activities leading to the goal in a planning
calendar. Adopting a calendar System to accomplish high-priority objectives is
the topic of the next sectlon, Step Four.

Additional blank task analysis forms are attached for you to use to task analyze
other top priority goals.



Form for task-analvzing top-priority objectives

An Example

1. Statement of the final objective:

Rough Description

61

Refined Description

Procedures to be followed in filling To determine the sequence of Pre-requisite

vacant positions at the MS Imstitution activities required of the Ppersonnel officer

in _the hiring process of non-bulletined

positions at the MS Institution

2. The task analysis:

Estimated Time for
Each Sub-step
(Hormally less than

Sequence of

Sub-Steps (in any sequence) 2 Hrs.) Sub-Steps
- _receipt of resignation and approval to 10 mins. 1
£fill position
~_discuss detaiis of selection board with 30 mins, 3
dept. head
~ forward applications to dept. head 15 mins, 5
- contact dept. head for eligibility 1ist 10 mins. 2
— review applications on file and pre-screen 1-2 hrs, 4
~_do reference checks 1-2 hrs. 6
— contact applicants for interviews 1 hr. 7
—_selection board interviews 2 hrs, 9
— selection of persons to serve on board 1 hr. 10
Z_prepare board report 30 mins. 11
- draft letters of eligibility and rejection 1 hr. 12
~ prepare selection board agenda 10 mins. 8
— documentation and orientation of candidate 30 mins. 13
- _documentation to payroll dept. 15 mins. 14
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Form for task—analyzingﬁggprprioritv objectives

1., Statement of the final objective:

Rough Description Refined Description
[oug P 3 —=-MeC VYescription

2. The task analysis:

Estimated Time for
Each Sub-Step

(Nermally less than Sequence of
Sub-Steps (in any sequence) 2 Hrs,) Steps




~priority objectives

Form for task-analyzing top
1. Statement of the final objective:

Rough Description

Refined Description

63

2. The task analysis:

Sub-Steps (in any sequence)

Estimated Time for
Each Sub-Step
(Normally less than
2 Hrs.)

Sequein.

Steps

g

[o¢

tn




Form for task-analyzing top-priority objectives

1, Statement of the final objective:

Rough Description

Refined Description

64

2. The task analysis:

Sub-Steps (in any sequence)

Estimated Time for
Each Sub-Step
(Normally less than
2 Hrs,)

Sequence of
Steps
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Step Four: Adopting a time management calendar

The calendar system in the following pages will greatly assist you in managing

" your time most effectively. This system requires that you take about a half

“an hour at the start of each week to plan for the week, using our weekly overview
calendar system. In addition to weekly planning, our system requires that you

take approximately ten minutes each morning to plan for the day. Finally, the
system includes a monthly overview page for you to keep track of important meetings
or deadlines scheduled more than a month in advance. The guidelines are as follows:

At the start of each week

1. On the overview pages for the week, mark off all of the commitments related
to work that cannot be changed. These would include reetings, time to be
spent on externally-imposed projects, staff attendance sheets that must be
completed and other work activities (such as dictating, phone calls, ete.,) Remember
schedule only those activities that must be completed. Be sure to check your
monthly-overview page for any deadlines or meetings that had been previously
recorded for that week, ‘

2. 1If possible, reschedule meetings (and schedule new meetings) near the end
of the day. People tend to "shoot the bull" less in meetings scheduled near
quitting time. Meetings where you must be especially alert are exceptions. v

3. Review each of the scheduled meetings to see if they can be more efficiently
handled by telephone calls. If so, schedule the telephone calls and delete
the meetings,

4, If you have a secretary who can screen telephone calls, schedule a time near
the end of the morning and/or near the end of the afternoon to return 21l calls.
If you don't have a secretary, keep a list of calls to be made, and make them
all at one time. This decreases Iinterruptions at other times of the day.

5. Now review your task analyses of your high priority goals from Steps Two and
Three (see pp. 9 & 13), and write down, on a separate piece of paper, those
sub-steps that are most important for you to work on during the next week.

6. Look at your overview pages for the week and block off a "quiet hour"
(preferably during the morning) each day for you to work on the sub-steps
of your high priority activities.

7. 1If you have a secretary, review your calendar with your secretary so that
he/she will know about everything that you have scheduled thus far.

During the week

—

1, 1If another activity comes up that has to be done during the week or in a later
week of that month, list it in the "activities" column for the appropriate
day, but do not schedule it in a time slot until the day arrives.

-

2, If any activity and/or deadline is identified for any subsequent month, it f
should be recorded only on the appropriate cne-page menthly planner fer that :
month, and not on the daily planners. In this way you have a monthly overview
on one page at the start of each month. E
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At the start of each day

.1. At the start of each morning, review the scheduled activities for the day,
and the activities listed in the "activities" column. Add any additional
activities that you can think of for the day, including those that didn't
get completed on the previous day. This might also include personal items
that have to be completed (e.g., going to the bank to get money for the
weekend) .

2. Review your "activities" column and priorize those activities that have not

yet been scheduled, Identify the most important activity and, in the column

labelled "p", put a #1 beside 1t. Using additional numbers, continue to
priorize the other activities.

3. For each of the activities that have been priorized, write in the "delegate
to'" column those that can be effectively delegated to one of your staff.

4, TFor each of the activities that have been priorized, estimate the time to
complete those activities and write 4t in the "estimated time" column.

5. Beginning with your top priority activity, schedule the activities in your
calendar in available time slots. When you run out of time in your time
slots, forget about the remaining activities. If you have followed our
system effectively, you are already taking care of your high priority
activities, and the others can be postponed to another day.

6. For most people, it is wise to underschedule. Many people require at least

an hour during the day of unscheduled time to take care of the daily "crises"

that are impossible to postpone or avoid.

7. As you compléte each activity during the day, stroke it off your list.

This provides a clear visual presentation of the proportion of your scheduled

activities that you are accomplishing.
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Step Five: Evaluating time savers and time wasters weekly

As we indicated in the Introduction, minimizing time wasters and maximizing time
savers is an lmportant component of effective time management. A time saver is
‘anything that decreases a time waster. But what is a time waster? There are three
broad classes of time wasters. First, many people would agree that a variety of
behaviors that are more or less synonomous with "doing nothing" are time wasters.
Examples include daydreaming, doodling while sitting in your office, sitting in the
cafeteria drinking coffee and socializing for an hour at a time, and so forth.
A second general class of time wasters are those that tend to be more or less
synonomous with inefficlency. It is possible to appear to be constantly busy (and
not wasting time according to the first class of time wasters), and yet to waste
a lot of time. Examples include such things as having a disorganized desk or work
area so that you spend much time searching for things, or switching often from one
task to the next so that time is wasted familiarizing yourself with the previously
unfinished tasks, or having a single file folder in which all of your correspondence
" and minutes from all of your meetings are inserted chronologically so that time is
wasted searching thrcugh your file for information on a particular item that was
inserted two or three weeks before, and so on.

EXTY
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Most persons recognize and agree on designating the first two classes of activities
cited above as time wasters. The third class of time wasters is rarely recognized
by individuals, and yet it is probably the most important potential class of time
wasters when considered over your lifetime. The third way to waste time is to spend
time working on lower rather than higher priority activities. Experts in time
management have suggested that approximately 80% of one's payoffs are derived from
approximately 20% of one's activities. Whether or not this ig true, it is clear that
some activities have a much higher payoff for you than others. It is also clear that oy
many high payoffs are long delayed in that they occur only after a great deal of ?

Ladie 2.

£

activity on your part. For example, a high salary, good job, prestige, and other

things that go along with an important promotion are obtained only after many years

of hard work. The thrill and glory of winning an Olympic Gold Medal occur only after
many years of intensive practice by an athlete. If one decides that a goal with long
term payoffs is really a high priority, then working on lower priority goals constitutes
a time waster. For example, suppose you decide that implementing a Management

By Objectives (MBO) approach in your department is a high priority goal with many
potential long term benefits. Now, suppose further that you have four activities

that you could perform during an afternoon: planning the steps for implementing an

MBO program in your department over the next six months to a year, completing the f
staff schedule of holiday time with the first person starting holidays the following
week, phoning other departmentheads to set up a meeting for the following week,

reviewing your current budget estimates from yeur staff. If you have really decided g
that planning and implementing an MBO approach is your highest priority activity, then
performing any of the other three activities before first doing some planning on MBO

is wasting time. Of course, the other three activities are not time wasters like

those in the first two broad classes cited above. The lower activities do have payoffs
that are fairly immediate, and soconer or later those activities should be done.
However, the payoffs for those activities are much lower in value. From this point of
view, time management consists of a set of skills that increase the chances that

one will perform activities leading to delayed but highly valued consequences, while
decreasing the chances that one will perform lower priority activities that have

more immediate although lower-valued consequences.

o
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We have identified a varlety of time management techniques that will help you perform
high priority activities while maximizing your time savers. We have organized s?ch
items in the checklist on the mext page and we encourage you to evaluate yourself each
week.,

f
|




Time savers checklist

Use this checklist to evaluate your time management behaviors during the past week, If
you score some of the items in the 'generally no" or "no" columns, then you have room
for improvement.

Yes: on all opportunities

—

generally yes: on over half of the opportunities
generally no: on less than half of the opportunities
No: not at all

generally

ves
penerally

A. Personal time savers

ves

no
no
novr

1. I prepared a written weekly plan at the beginning of the work
week,

lapplicable

2. I priorized and scheduled my daily activities each work day
morning.

3. I scheduled '"quiet hours" during my "prime times" for each
work day. .
1 worked on the most important tasks first each day.

used my "prime times™ to work on high priority tasks.

set reasonable deadlines for all important activities.

met the majority of my deadlines each day.

"grouped'" my phone calls each day.

posted the times I was available for drop-in visitors.

Lol e S SN e B S B ) (S

dealt with routine paperwork once each day.

B. Time savers involving myself and others

1. I kept nonwork-related conversation to a reasomnable amount
during phone calls and when talking to drop-in visitors.

2. When situations such as shorf-term "crises” or drop-in
visitors pressured me to re-arrange my priorities, I was
politely assertive about sticking to my schedule.

3. I reviewed my daily objectives each morning with my key
staff, and informed all staff immediately about job-related
changes, objectives and priorities.

4. When I delegated responsibilities, I indicated both the
results desired and their deadlines.

5. I delegated to my staff all work that was included in their
job, while taking into account their own priorities.

6. I allowed my staff to make all decisions that were part of
their jobs, without subsequently over-ruling their decisions.

7. I refused to let my staff shift work to me that should be
done by them.

8. I used the "Meetings Checklist" to evaluate aii meetings.

My worst time waster this past week was:

To minimize this time waster next week I will:
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Time savers checklist

FER

Use this checklist to evaluate your time manigement behaviors during the past week. If
you score some of the items in the "generally no" or "no" columms, then you have room
‘for improvement. )

Yes: on all opportunities

generally yes: on over half of the opportunities ] @gi
generally no: on less than half of the opportunities E? = i
No: not at all | <
I bod ~t
; %] gmg .J.J'_C“"'
A. Personal time savers MR ol %JEE

1. I prepared a written weekly plan at the beginning of the work
week. £

2. I priorized and scheduled my daily activities each work day g
morning. )

3. I scheduled "quiet hours" during my "prime times" for each
work day. E

4. I worked on the most important tasks first each day. E

5. I used my "prime times" to work on high priority tasks.

6. I set reasonable deadlines for all important activiries. g

7. 1 met the majority of my deadlines each day.

8. I "grouped" my phone calls each day. %:

9. I posted the times I was available for drop-in visitors.

10. I dealt with routine paperwork once each day. g

B. Time savers involving myself and others

1. I kept nonwork-related conversation to a reasonable amount E
during phone calls and when talking to drop-in visitors.

2. VWhen situations such as short-term "crises" or drop-in "
visitors pressured me to re-arrange my priorities, I was Ei
politely assertive about sticking to mv schedule. £

3. I reviewed my daily objectives each morning with my key
staff, and informed all staff immediately about job-related %
changes, objectives and priorities,

4. VUWhen I delegated responsibilities, I indicated both the
results desired and their deadlines.

5. 1 delegated to my staff all work that was included in their E
job, while taking into account their own priorities.

6. I allowed my staff to make all decislons that were part of )
their jobs, without subsequently over-ruling their decisions. E

7. T refused to let my staff shift Work to me that should be
done by them.

8. I used the "Meetings Checklist" to evaluate all meetings. [ 2

My worst time waster this past week was:

To minimize this time waster next week I will:

Laaake:: o
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Overscheduling: A common concern

. If you have adopted our daily planning caléndar system, you will encounter this

. page at the end of your second week of carefully scheduled activities. That
means 1t is time to sit back and "take stock." How are you doing so far? 1If
you have followed our recommendations and if you review the past two weeks, we
predict that you will Identify two things: (a) that you were able to accomplish
your top priority activities; and (b) that you have a number of activities left
over that you did not accomplish. One of the skills that you probably have not
yet developed is being reasonable in your expectations of how much you can do in
a day. However, we encourage you not to give up. t will probably require several
weeks of careful time management practice before you will be abtle to accurately
estimate how much you can do in a day, and how much time each of your activities
will require. The most Important consideration is that you should accomplish
your highest priority activities. As you progress, you will become familiar with
your limits, and will eliminate many of those activities that are low priority
and/or unnecessary. You will also be able to better estimate the time each
activity takes, and, subsequently you will schedule your time in such a way

that you will accomplish more of those activities that you set out to do. Until
you do become familiar with your limitations, you are better to "underschedule
and have "extra" time. As your time management skills develop, you will be able
to more accurately plan your time. You might then notice an actual increase in
the number of activities that can be accomplished in a day.

: NOTES
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Time savers checklist

Use this checklist to evaluate your time management behaviors during the past week., TIf
‘you score some of the items in the “generally no" or "no" columns, then you have room
for improvement. . h

Yes: on all opportunities

i B e I

generally yes: on over half of the opportunities r‘— o
generally no:  on less than half of the opportunities e
No: not at all R S
= 1o -~
5 [ g W g (2t =
A. Personal time savers $1s ;”\_é’zii o gﬂag
1. I prepared a written weekly plan at the beginning of the work b FSRRE AR )
week. do b e
2. I priorized and scheduled my dally activities each work day NEEER ‘héf
morning. e L
3. I scheduled "quiet hours" during my 'prime times" for each e [ EE Y
work day. ) -8
4. T worked on the most important tasks first each day. Tt b

used my "prime times" to work on high priority tasks.

set reasonable deadlines for all important activities.

Lot ]

"grouped" my phone calls each day.

g

posted the times I was available for drop~in visitors.

5. I
6. I
7. I met the majority of my deadlines each day.
8. I
9. I
I

dealt with routine paperwork once each day.

B. Time savers involving myself and others

1. I kept nonwork-related conversation to a reasonable amount NE
during phone calls and when talking to drop-in visitors.
2. VWhen situations such as short~-term "crises" or drop~in
visitors pressured me to re-arrange my priorities, I was :
politely assertive about sticking to my schedule. : 1
3. I reviewed my daily objectives each morning with my key o
staff, and informed all staff immediately about job-related §oo=r
changes, objectives and priorities.
4. When I delegated responsibilities, I indicated both the 5
tesults desired and their deadlines.
5. 1 delegated to my staff all work that was included in their £
Job, while taking into account their own priorities. . -
6. I allowed my staff to make all decisions that were part of
their jobs, without subsequently over-ruling their decisions. p
7. I refused to let my staff shift work to me that should be
done by them.
8. I used the "Meetings Checklist" tg evaluate all meetings.

e ]

Lt )

My worst time waster this past week was:

To minimize this time waster next week I will:
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. .Time savers checklist

Use this checklist to evaluate your time management behaviors during the past week. If
. YOu sScore some of the items in the "generally no" or "no" colums, then you have room
. for improvement.

Yes: on all opportunities
generally yes: on over half of the opportunities

generally no: on less than half of the opportunities 2 ;
No: not at al1 E :
0 2 g
A. Personal time savers g T) ¢
S 8L ¢ 2 <
1. I prepared a written weekly plan at the beginning of the work
week, ]
2. 1 priorized and scheduled my daily activities each work day
morning. - S
3. I scheduled "quiet hourg” during my “prime times” for each
work day.
~— YOTX day., A .
4. I worked on the most important tasks first each day. ;
5. I used my "prime times" to work on high priority tasks.
6. I get Teasonable deadlines for all important activities.
7. I met the majority of my deadlines each day.
8. I "grouped” my phone calls each day. . j
9. I posted the times I was available for drop-in visitors. :
10. I dealt with Toutine paperwork once each day. !
|
B. Time savers involving myself and others f
1. I kept nonwork-related conversation to g Teasonable amount K
during phone calls and when talking to drop-in visitors. J f
2. When situations such as short-term "crises" or drop-in y A
visitors pressured me to re-arrange my priorities, I was i
politely assertive about sticking to my schedule, ‘
3. I reviewed wy daily objectives each morning with my key
staff, and informed al} staff immediately about job-related f
changes, objiectives and riorities. [ ]
4. When I delegated responsibilities, I indicated both the
results desired and their deadlines.
5. I delegated to my staff all work that was included in their g
Job, while taking into account thelr own priorities
6. I allowed my staff to make all decisions that were part of i
their jobs, without subsequently over-ruling their decisions. E
7. I refused to let my staff shift work to me that should be
done by them. '

8. I used the "Meetings Checklist® to evaluate all meetings. ] 44]"

My worst time waster this past week was:

To minimize this t{ime waster next week I will:
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Use this checklist to evaluate your time management behaviors during the past week. I
.you score some of the items in the "generally no' or "no" columms, then you have room

Time savers checklist F
f
for improvement. t

Yes: on all opportunities

generally yes: on over half of the opportunities [—* @
generally no: on less than half of the opportunities Kl Ky =
No: not at all TR Bt
vy " —
v a:)mg:) ur&
A. Personal time savers g (& olg ol %jif-
1. I prepared a written weekly plan at the beginning of the work
week.
2. I priorized and scheduled my dailly activities each work day E
morning.
3. 1 scheduled "quiet hours" during my "prime times" for each
work day, Eﬁ
4. I worked on the most important tasks first each day. £
5. I used my "prime times" to work on high priority tasks. :
6. I set reasonable deadlines for all important activities. E
7. I met the majority of my deadlines each day.
8. I "grouped" my phone calls each day. éﬁ
9. I posted the times I was available for drop-in visitors.
10. I dealt with routine paperwork once each day.

3

B. Time savers involving myself and others

1. I kept nonwork-related conversation to a reasonable amount
during phone calls and when talking to drop~in visitors.

2. When situations such as short-term "crises"” or drop-in
Vvisitors pressured me to re-arrange mwy priorities, I was
politely assertive about sticking to my schedule.

3. I reviewed my daily objectives each morning with my key
staff, and informed all staff immediately about job-related
changes, objectives and priorities.

4. VWhen I delegated responsibilities, I indicated both the
results desired and their deadlines.

5. 1 delegated to my staff all work that was included in their
Job, while taking into account their own priorities.

6. I allowed my staff to make all decisions that were part of
their jobs, without subsequently over-ruling their decisions.

7. I refused to let my staff shift work to me that should be
done by them,

8. I used the "Meetings Checklist" to evaluate all meetings.

e o

Ak

My worst time waster this past week was:

To minimize this time waster next week I will:

73 L'" ™ tEw e T rom
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Monthly review of my top-priority goals

Review your top-priority goals for the previocus month, revise them if necessary,
and add any new ones. Below, list five of your top-priority goals for the.
next month. )

Goal 1.

Goal Z.

Goal 3.

Goal 4,

Goal 5,

Select your top-priority goal for the next month and do a. task analysis of the
goal according to the guidelines given in Step Three, p. 10.
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Form for task;analvzing_ggp—priority objectives

1. Statement of the final objective:

Rough Description

Refined Description
==rinec Description

90

2, The task analysis:

Sub-Steps (in any sequence)

Estimated Time for
Each Sub-Step
(Jormally less than
2 Hrs.)

Sequence of

Steps
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Time savers checklist

Use this checklist to evaluate your time méhagement behaviors during the past week. TIf
you score some of the items in the "generally no" or "no" columns, then yqu have room
* for improvement.,

Yes: on all opportunities
generally yes: on over half of the opportunities

?

3]
generally no: on less than half of the opportunities Koy =
No: not at zll ° © g
~ 13 -

Q Lf] —.

. , 3|8 38 oo 1B

A, Personal time savers Rlufisele o s

1. I prepared a written weekly plan at the beginning of the work i
week, j

2. 1 pricrized and scheduled my daily activities each work day
morning.

3. I scheduled “"quiet hours” during my "prime times" for each
wotk day.

4. I vorked on the most important tasks first each day.

5. I used my "prime times” to work on high priority tasks.

6. I set reasonable deadlines for all important activities.

7. I met the majority of my deadlines each day.

8. I "grouped” my phone calls each day. T

9. I posted the times I was available for drop-in visitors.

10. I dealt with routine paperwork once each day.
B. Time savers involving myself and others . i

1. I kept nonwork-related conversation to a reasonable amount :
during phone callg and when talking to drop-in visitors.

2. When situations such as short-term “crises' or drop~in £
visitors pressured me to Te-arrange my priorities, I was H
politely assertive about sticking to my schedule.

3. I reviewed my daily objectives each morning with my key ] g
staff, and informed all staff immediately about Job-related
changes, obiectives and priorities, :

4. Vhen I delegated responsibilities, I indicated both the
results desired and their deadlines. ;

5. I delegated to my staff all work that was included in their !
job, while taking into account their own priorities.

6. I allowed my staff to make all decisions that were part of
their jobs, without subsequently over-ruling their decisions. E

7. I refused to let my staff shift work to me that should be
done by them. ‘

8. I used the "Meetings Checklist" to evaluate all meetings. l E

My worst time waster thig past week was:

wearich

To minimize this time waster next week I will: i
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Time savers checklist

you score some of the items in the "generally‘no” or "no" columns, then you have room

Use this checklist to evaluate your time management behaviors during the past week., If
for improvement, { i

Yes: on all opportunities
generally yes: on over half of the opportunities
generally no: on less than half of the opportunities

—

7
3
]

ablel
m

~ ~—{
No: not at all S s o
[V -
li s mgmg 4.:2
A, Personal time saver g g 9s e ° g 2
1. I prepared a written weekly plan at the beginning of the work ]
week.
2. I priorized and scheduled my daily activities each work day
morning.
3. I scheduled "quiet hours" during wy '"prime times” for each
work day.

4. I worked on the most important tasks first each day.

5. T used my "prime times" to work on high priority tasks.

6. I set reasonable deadlines for all important activities.

met the majority of my deadlines each day.

"grouped" my pheone calls each day.

I
I

9. I posted the times I was available for drop-in visitors.
I

dealt with routine paperwork once each day.

j

B. Time savers involving myself and others

1. I kept nonwork-related conversation tc a reasonable amount
during phone calls and when talking to drop-in visitors.

2. When situations such as short-term "crises" or drop-in
visitors pressured me to re-arrange my priorities, I was
politely assertive about sticking to my schedule.

3. I reviewed my dally objectives each morning with my key
staff, and informed all staff immediately about job-related
changes, obiectives and priorities.

4. When I delegated responsibilities, I indicated both the
Tesults desired and their deadlines.

5. I delegated to my staff all work that was included in their
Job, while taking into account their own priorities.

6. I allowed my staff to make all decisions that were part of
their jobs, without subsequently over-ruling their decisions.

7. 1 refused to let my staff shift work to me that should be
done by them.

8. I used the "Meetings Checklist” to evaluate all meetings.

My worst time waster this past week was:

To minimize this time waster next week I will:
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Time savess checklist

101

Use this checklist to evaluate your time management behaviors during the Past week. If
you score some of the items in the "generally no" or "po" columns, then you have room

for improvement.

Yes: on all opportunities

generally yes: on over half of the opportunities
generally no: on less than half of the opportunities
No: not at agll

A. Personal time savers

1. I prepared & written weekly plan at the beginning of the work

week.
2. I priorized and scheduled my daily activities each work day
morning.

3. I scheduled "quiet hours" during my "prime times" for each

work day.

4. I worked om the most important tasks first each day.
5. I used my "prime times" to work on high priority tasks.

- I set reasonable deadlines for all important activities.

generally

no

1
!

policab

no
not

|
|

a

met the majority of my deadlines each day.

|

posted the times I was available for drop~in visitors.

6
7 I
8. I "grouped” my phone calls each day.
9 I
1

dealt with routine paperwork once each day.

B. Time savers involving myself and others

1. I kept nonwork-related conversation to a reasonable amount
during phone calls and when talking to drop-in visitors.
2. When situations such as short-term "crises' or drop-in
- visitors pressured me to re-arrange my priorities, I was
politely assertive about sticking to my schedule.

3. I reviewed my daily objectives each morning with my key
staff, and informed a1l staff immediately about job-related

changes, objectives and priorities.

4. VWhen I delegated responsibilities, I indicated both the
results desired and their deadlines.

5. I delegated to wy staff all work that was Included in their

job, while taking into account their own priorities.

6. I allowed wy staff to make all decisions that were part of
their jobs, without subsequently over-ruling their decisions.

7. I refused to let my staff shift work to me that should be
done by them,

8. I used the "Meetings Checklist® to evaluate all meetings.

My worst time waster thig past week was:

——

amatnind

]

;
i

To minimize this time waster next week I will:

i ]

IR
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Use this checklist to evaluate your time management behaviors during the pPast week.

you score some of the items in the "generally no' or "no" colums, then you have room

* for improvement.

Yes: on all opportunities
generally yes: on over half of the opportunities

Ir

T

'not

generally no: on less than half of the opportunities E? E?
No: not at al1 v |wo
5 |5
A. Personal time savers g 1835 o °
>\5C>\3::':
1. I prepared a written weekly plan at the beginning of the work _‘_T
week,
2. 1 priorized and scheduled my daily activities each work day ]
morning.
3. I scheduled "quiet hours" during my "prime times" for each
work dav. l

=3

worked on the most important tasks first each day.

(%)

used my "prime times" to work on high priority tasks.

8et reasonable deadlines for all important activities,

"grouped” my phone calls each day.

Wl ol | o

posted the times I was available for drop-in visitors.

I
I
I
- I met the majority of my deadlines each day.
I
I
I

10. dealt with routine pPaperwork once each day.

B. Time savers involving myself and others

1. I kept nonwork-related conversation to a reasonable amount

during phéne calls and when talking to drop-in vis{tors.
2. VWhen situations such as short-term "erises' or drop-in
visitors pressured me to re-arrange my priorities, I was

politely assertive about sticking to wy schedule.

staff, and informed all staff immediately about Job-related

changes, objectives and priorities.
4. When I delegated

responsibilities, I indicated both the
results desired and their deadlines.

5. I delegated to my staff all work that was included in their
ob, while takin into account their own priorities.

6. I allowed my staff to make all decisions that were part of
their jobg without subse uently over-ruling their decisions.

7. I refused to let my staff shift work to me that should be
done by them.

8. I used the "Meetings Checklist" to evaluate all meetings,

My worst time waster this past week was:

To minimize this time waster next week I will:
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Monthly review of my top-priority goals

Review your top-priority goals for the ptevious month, revise them if necessary,
and add any new ones. Below, list five of your top~priority goals for the
next month.

Goal 1.

Goal 2.

Goal 3.

Goal 4.

Goal 5.

Select your top-priority goal for the next month and do a task analysis of the
goal aceording'to the guldelines given in Step Three, p. 10.
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Form for task-analyzing top-priority objectives

1. Statement of the final cbjective:

Rough Description Refined Description .
Sc-nhed bescription

2. The task analysis:

Estimated Time for
Each Sub-Step

(Jormally less than Sequence of
Sub-Steps (in any sequence) 2 Hrs.) Steps
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Time savers checklist

Use this checklist to evaluate your time management behaviors during the past week. 1If
you score some of the items in the "generally no" or "no" columns, then you have room
for improvement. ’ . -

Yes: on all opportunities
generally yes: on over half of the opportunities (_ﬂ
generally no: on less than half of the opportunities Z o=
No: not at all S 1B
b =
A. Personal time savers 2 g 0 g oo b
n e gle I2
1. I prepared a written weekly plan at the beginning of the work
week.
2. 1 priorized and scheduled my daily activities each work day
morning.
3. I scheduled "quiet hours" during my "prime times" for each
work dav.

worked on the most important tasks first each day.

used my "prime times" to work on high priority tasks.

set reasonable deadlines for all important activities.

"grouped” my phone calis each day.

posted the times I was available for drop-in visitors.

I
5. 1
6. I
7. I met the majority of my deadlines each day.
8. I
9. I
I

dealt with routine papervwork once each day.

B. Time savers involving myvself and others

‘1. T kept nonwork-related conversation to a reasonable amount
during phone calls and when talking to drop-in visitors.

2. When situations such as short-term “crises' or drop~-in
visitors pressured me to re-arrange my priorities, I was
politely assertive about sticking to my schedule.

3. I reviewed my daily objectives each morning with my key
staff, and informed all staff immediately about job-related
changes, obiectives and priorities.

4. When I delegated reeponsibilities, I indicated both the
results desired and their deadlines.

5. I delegated to my staff all work that was included in their
Job, while taking into account thelr own priorities.

6. 1 allowed my staff to make all decisions that were part of
their jobs, without subsequently over-ruling their decisions.

7. I refused to let my staff shift work to me that should be
done by them,

8. I used the "Meetings Checklist” tg evaluate all meetings.

My worst time waster this past week was:

To minimize this time waster next week T will:




112



:00
130
:00
: 30
:00
:30
:00
:30
:00
: 30
: 00
: 30
:00
:30
:00
:30
:00
230
: 00

O s eam

113

2]a 2 2
Dec, g et Dec. El Dec. Ele
& go a“ bmc = ;:t
MONDAY 8 o TUESDAY 9 oo WEDNESDAY 10 e
nio o - o @l 2
activiries ws activities 2= activities wla P

ST a e S,

e




1
i

Bet  wedl

£

u
H
[
i

O W o o

wbbuuNNHH

:00
:30
:00
:30
10:
10:
11:
11:
12:
12:
:00
130
:00
: 30
:00
:30
:00
130
:00

00
30
00
30
00
30

DL HZmeam

T

Dec.
THURSDAY 11

activities

time

Est.

Delegate

to

Dec.
FRIDAY 12

activities

time

Fst.
Delegate

’ 114

Dec.

SATURDAY 13

Fst.

time

Delegate

C|p activities

S STV

8:00

9:00

10:00

11:00

12:00

1:00

2:00

3:00

4:00

5:00

g 6:00

¥ 200

§ 8:00

9:00
10:00

SUNDAY

activities

Dec.
14




115

Time savers checklist

Use this checklist to evaluate your time management behaviors during the past week. 1.
. you score some of the items in the "generally no" or "no" columns, then you have room
~for improvement.

Yes: on all opportunities
generally yes: on over half of the opportunities
generally no: on less than half of the opportunities Ef =
No: not at all ® |
. i =
(2] g o ta'.'J H
A. Personal time savers v g v g ° ° g-

1. I prepared a written weekly plan at the beginning of the work

week,

2. 1 priorized and scheduled my daily activities each work day
morning.

3. 1 scheduled "quiet hours"” during my "prime times" for each
work day.

worked on the most important tasks first each day.

used my "prime times" to work on high priority tasks.

set reasonable deadlines for all important activities.

"grouped" my phone calls each day.

posted the times I was avallable for drop-in visitors.

I
I
I
« I met the majority of my deadlines each day.
I
I
I

dealt with routine paperwork once each day.

B. Time savers involving myself and others

1. I kept nonwork-related conversation to a reasonable amount
during phone calls and when talking to drop-in visitors.

2. VWhen situations such as short-term "crises" or drop-in
vigitors pressured me to re-arrange my priorities, I was
politely assertive about sticking to my schedule.

3. I reviewed my daily objectives each morning with my key
staff, and informed all staff immediately about job-related
changes, objectives and priorities.

4. When I delegated responsibilities, I indicated both the
results desired and their deadlines.

5. I delegated to my staff all work that was included in their
job, while taking into account their own priorities.

6. I allowed my staff to make all decisions that were part of
their jobs, without subsequently over-ruling their decisions.

7. T refused to let my staff shift work to me that should be
done by them.

8. I used the "Meetings Checklist" to evaluate all meetings.

My worst time waster this past week was:

To minimize this time waster next week I will:
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Time savers checklist

Use this checklist to evaluate your time management behaviors during the past week. If
you score some of the items in the "generally no" or "no" columns, then you have room
for improvement. ’ . .

Yes: on all opportunities
generally yes: on over half of the opportunities

7
]

EETN I I N

generally no: on less than half of the opportunities R Ko
No: not at all T %
VI e
. m:q:)wg o)
A. Personal time savers SEE R 9 g_

1. I prepared a written weekly plan at the beginning of the work

week.
2. I priorized and scheduled my daily activities each work day

morning.
3. 1 scheduled "quiet hours" during my "prime times” for each

work day.

worked on the most important tasks first each day.

used my "prime times" to work on high priority tagks.

set reasonable deadlines for all important activities.

"grouped” my phone calls each day.

posted the times I was available for drop-in visitors.

I
I
I
. I met the majority of my deadlines each day.
I
I
I

dealt with routine paperwork once each day. '

~B. Time_savers involving myself and others

1. I kept nonwork-related conversation to a reasonable amount
during phone calls and when talking to drop-in visitors.

2. When situations such as short-term "crises" or drop-in
visitors pressured me to re-arrange my priorities, I was
politely assertive about sticking to my schedule.

3. I reviewed my daily objectives each morning with my key
staff, and informed all staff immediately about job-related
changes, objectives and priorities.

4. When I delegated responsibilities, I indicated both the
results desired and their deadlines.

5. I delegated to my staff all work that was included in their
job, while taking into account their own priorities.

6. I allowed my staff to make all decisions that were part of
thelir jobs, without subsequently over-ruling their decisions.

7. I refused to let my staff shift work to me that should be
done by them.

B. I used the "Meetings Checklisc” to evaluate all meetings.

My worst time waster this past week was:

To minimize this time waster next week I will:
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Use this checklist to evaluate your time management behaviors during the past week,
you score some of the items in the "generally no" or "no" columns, then you have room

Time savers checklist

for improvement.

Yes: on all opportunities
generally yes: on over half of the opportunities
generally no: on less than half of the opportunities

No:

not at all

A. Personal time savers

yes

-

generally

yes

123

generally

:

arnTd aats

no

no
not

1.

I prepared a written weekly plan at the beginning of the work
week.

If

|

2.

I priorized and scheduled my daily activities each work day
morning.

I scheduled "quiet hours” during my "prime times" for each

worked on the most important tasks first each day.

used my "prime times" to work on high priority tasks.

set reasonable deadlines for all important activities.

"grouped™ my phone calls each day.

posted the times I was available for drop-in visitors,

I

I

I

I met the majority of my deadiines each day.
I

I

I

dealt with routine paperwork once each day.

-B. Time savers involving myself and others

1.

I kept nonwork-related conversation to a reasonable amount
during phone calls and vhen talking to drop-in visitors.

2. When situations such as short-term "crises" or drop-in
visitors pressured me to re-arrange my priorities, I was
politely assertive about sticking to my schedule.

3. I reviewed my daily objectives each morning with my key
staff, and informed all staff immediately about Job-related
changes, obiectives and priorities.

4. When I delegated responsibilities, I indicated both the
results desired and their deadlines.

5. I delegated to my staff all work that was included in their
job, while taking into account their own priorities.

6. I allowed my staff to make all decisions that were part of
their jobs, without subsequently over-ruling their decisions.

7. I refused to let my staff shift work to me that should be
done by them.

8. I used the "Meetings Checklist” to evaluate all meetings.

My worst time waster this past week was:

To minimize this time waster next week I will:
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" Time savers checklist

Use this checklist to evaluate your time management behaviors during the past week. 1If
you score some of the items in the "generally no" or "no" colums, then you have room
for improvement. ’ - :

Yes: on all opportunities
generally yes: on over half of the opportunities

generally no: on less than half of the opportunities ol o
No: not at all S 1=
g |5 ;
A. Personal time savers 2lge g olo e
Nl ale o
1. I prepared a written weekly plan at the beginning of the work |
week.
2. I priorized and scheduled my daily activities each work day
morning.
3. I scheduled '"quiet hours" during my "prime times" for each
work day.

worked on the most important tasks first each day.

used my "prime times" to work on high priority tasks.

set reasonable deadlines for all important activities.

"grouped” my phone calls each day.

posted the times I was available for drop-in visitors.

4 I
5 I
6. I
7. I met the majority of my deadlines each day.
8. 1
9. 1
I

dealt with routine paperwork once each day.

B. Time savers invdlving myself and others

1. I kept nonwork-related conversation to a reasonable amownt
during phone calls and when talking to drop-in visitors.

2. When situations such as short-term "crises" or drop-in
visitors pressured me to re-arrange my priorities, I was
politely assertive about sticking to my schedule.

3. I reviewed my dally objectives each morning with my key
staff, and informed all staff immediately about job-related
changes, objectives and priorities.

4. When I delegated responsibilities, I indicated both the
results desired and their deadlines.

5. 1 delegated to my staff all work that was included in their
job, while taking into account their own priorities.

6. I allowed my staff to make all decisions that were part of
their jobs, without subsequently over-ruling their decisions.

7. I refused to let my staff shift work to me that should be
done by them.

8. I used the "Meetings Checklist" to evaluate all meetings.

My worst time waster this past week was:

To minimize this time waster next week I will:
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Delegating effectively

It has been suggested that "delegation is perhaps the greatest technique a manager
has to develop capable subordinates, accomplish better results, and gain more time"
(Douglass, 1978, pg. 62).% However, inappropriate delegation of authority and
responsibility can lead to frequent interfuptions, conflicting expectations, and much
time wasted on both sides. The following guidelines are offered to help delegate
effectively.

What to delepate? (Other than the items in the job descriptions of your staff.)

1. Compare your job respomsibilities and priorities to those of your key staff.
Areas of overlap are potential areas for delegation.

2, If an analysis of your job responsibilities indicates that your staff have
been trained to do some of your jobs, delegate.

3. If your staff can be trained quickly and efficiently to assume some of your
responsibilities, then train them and delegate those areas,

How to delegate

1. For the areas of responsibility that you wish to delegate, clearly identify
the results, performance standards, and deadlines that you expect to be met.
In other words, don't just delegate "busy work."

2. Review and identify resources and additional training that may be needed for
your staff to carry out the responsibilities to be delegated to them.

3. When delegating to your staff, review with them guidelines for performing the
job. However, show some confidence in their ability., Don't just say, "Do what
I tell you." !

Follow—ug

1, Immediately follow-up,by the deadlines agreed upon, projects that staff have
submitted to you, :

2. Praise your staff for appropriately handling the delegated responsibilities,

Cautions

1. Be careful not to delegate only those jobs that neither you nor anyone else
wants. Delegate challenging and rewarding tasks as well.

2. Be sure that you delegate responsibility and authority equally. If you make the
comzon mistake of failing to delegate the authority that is implied by the
responsibility, then your staff will likely waste time with frequent requests for
additional information and approval,

3. Beware of '"upward delegation." Oncken, Jr. and Wass## provided a lucid descriptic
of how junior staff transfer problems that they face in the work setting to their
supervisors. Be wary of staff who submit partially completed work on the assumpti
that you will complete it for them. If the work is incomplete, return it to them
with appropriate prompts for completing it.

4. Be sure to consider their priorities when you delegate, If, because of the
responsibilities delegated, other work of your staff will not be done, then you
should delegate only 1f the results expected are more important than that other wo

*Douglass, M.E. The time management workbook. Grandville, Michigan: The Time
Management Center,

**Oncken, Jr., W. & Wass, D.L. Management time: Who's got the monkey? Harvard
Business Review, Nov.-Dec., 1974, page 76.
zUSiness Review
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Managing meetings effectively

A survey of managers from 14 countries, by time management consultant Alex Mackenzie,
" revealed that meetings were the third most frequently listed time waster. Regular use
. of the attached checklist* combined with changes in your meetings to increase the num-
. ber of "Yes" answers, will greatly reduce your time that is wasted in meetings.

‘Select a recent meeting you attended or, if possible, one which you chaired. Put a
check In the "yes" or '"no" column opposite each statement, based on your observations
about that particular meeting. If a particular item does not apply, indicate as: ''not
applicable.”" For example, item 4. would be scored 'not applicable" 1f the meeting is an
organizational meeting for a group and there were no previous meetings for which minutes
might have been taken.

Please check one of the following: I chaired the meeting , I did not chair the
meeting
Date of Meeting: Day Month Year
(]
! g~| 2
2 sk
2 15o]8 3
SERIERIE

1. The meeting needed to take place in order to accomplish the business
discussed. 4

2. The purpose of the meeting was clear and was reviewed by the chair-
person at the beginning of the meeting.

3. Notice of the meeting was given at least two days in advance.

4., Minutes of the previous meeting were at hand.

5. 1 gave thought to my contributions before-hand and had written
notes concerning my participation. :

6. There was a typed agenda for the meeting, or an agenda was agreed
upon as the first order of business.

7. A recorder was chosen to take notes to prepare minutes.

8. Everybody present needed to be there.

9. Most people attending had engaged in preparatory work.

10. A maximum time was set for the meeting to end.

11. A decision was made for at least one item of business.

12. Deadlines for execution of decisions were set.

13. It was clear who was to do what as a result of the meeting.

14. Discussion was restricted to items on the agenda.

15. All items on the agenda were dealt with in the time allotted
for the meeting.
16. The meeting terminated on time.

17. The meeting was free of outside interruptions.

18. The time of day of the meeting was well selected.

19. Every individual attending needed to be there throughout the
meeting.

20, A record of the minutes was distributed within 48 hours after
the meeting. 1

NOTE: The more "yes' answers the better; the more '"no" answers the more time is being

wasted.

*The material in this checklist was adapted from: Davidson, J. Effective time
management: A practical workbook. New York: Human Sciences Press, 1978.
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Helpful hints for maintaining good time management practices over time

If you practice the time management guidelines presented in this manual, you
will naturally obtain additional rewards and satisfaction from accomplishing a
~high percentage of your long term goals. However, like all good advice, it won't
help unless you follow it. In order to increase your chances of maintaining good

”: time management practices over time, we recommend that you practice the "Helpful

Hints" listed below.

Organize your world to prompt and remind you to be a good time manager

1. Carry this bookler with you at all times, That will increase the chances that
you will agree to meetings and commitments only after checking with your
priorities and time schedule, It will also help to keep you in constant touch
with your checklist of time wasters and time savers.

2. Tell others around you in the work environment about your time management
practices. Encourage your staff to remind you to agree to commitments and
meetings until after checking your time management calendar.

3. After completing your first checklist of your time savers and time wasters
at the end of your first week of using this system, take that page from the
manual and post it on the wall in a conspicuous place beside your desk at
work. Point it out to others when they visit your office.

4. Each week, tell your secratary and/or other staff about your priority activities
for that week. Ask them to remind you at the end of the week to inquire as
to your progress,

5. Put a sign beside your telephone that reads, "No appointments without checking
my time management calendar first."

6. Read at least one book a year on time management (see reference list on p. 75).

Arrange your world to provide rewards for your good time management practices

1. Tell your secretary and/or other staff to ask for lists of delegated tasks
at the start of éach work day. This should increase your rewards for delegating
effectively,

2. Formally schedule a time once a week to review your time management with one
other staff member. Ask that staff member to provide suggestions for improving
your time management.

3. Schedule a meeting once a month to review and exchange good time management ideas
with other staff in your organization.

4. Each time you complete a high priority major activity that you have scheduled
and deadlined in your Planning calendar, tell your boss about it.

5. At the end of each month, compare the results of your performance on your time
saver checklist at the end of the last week of the month to your performance
on the personal time management questionnaire at the start of this manual.
When your monthly performance is much better than your original self-evaluation,
tell your boss. .

6. Arrange activities so that others will give you positive attenticn for talking
about your time management practices. One of the best ways of doing this is to
glve talks on time management to groups of staff. The natural consequences of
wanting to talk about something on which you are an expert will increase the
chances that you will indecd show good expertise in the area of time management.
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Notes
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Time management techniques for professional and personal effectiveness:

A bibliography*
Bliss, E.C. Getting things done. New York: Charles Scribner's, 1976

Davidson, J. -Effective time management: A practical workbook., New York:
Human Sciences Press, 1978.

Douglass, M.E. The time management workbook. Grandville, Michigan: Time
Management Center, 1978.

Engstrom, G.W., & Mackenzie, R.A. Managing your time: Practical guidelines on
the effective use of time. Grand Rapids, MI: Zondervan Publishing House,
1967.

'

Goldfein, D. Every woman's guide to time management. Millbrae, CA: Les Femmes,
1977.

Lakein, A. How to get control of your time and your life. New York: Peter
H. Wyden, 1973. (A Signet paperback)

Lee, W. Formulating and reaching goals. Champaign, Illinois: Research Press,
1978.

Mackenzie, R.A. The time trap. New York: American Management Association, 1972.

Mackenzie, R.A. 'New time management methods for you and your staff. Chicago:
The Dartnell Corporation, 1975.

Mager, R.F. Goal analysis. Belmon;, CA: Fearon Publishers, Inc., 1972.

Williams, R.L., & Long, J.D. Toward a self-managed lifestyle, 2nd edition.
Boston: Houghton-Mifflin, 1979.

*We recommend the books listed above for persons interested in additional discussions
of strategies for improving one's time management skills in a variety of areas.

A more detailed bibliography of books on time management was presented by

Douglass (1978).
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Instructions for Participants in the Time Manazement Workshop

As you will recall from the description of the course you previously
received, an important aspect of the course is to evaluate its effectiveness
in helping individuals improve their time management skills., In oxder to
evaluate the efflectiveness of the course itself, we are asking your assistance
in ensuring the evaluation is as accurate as possible.

To do this, we reguest that you observe the following important rules of
research:

- Please do not read or work ahead in the manual. Only work on each
step during the class pertaining to each step, or unless you are
requested to do some additional work on a step outside of class
tine,

~ Please do not discuss any of the course contents or show any part
of the manual to anyone other than those who are taking the course
with you.

- Please do not reproduce any part of the manual as it is not intended
for general distribution at this time.

Your cooperation in carrying out these requests will greatly assist in
the assessment.of the usefulness of the course,

We will advise you when the research has been completed. At that time
you will be free to discuss with others all aspects of time management which
have been presented in the course. In fact, we sirongly encourage you to do
s0.

Thank you for your cooperation,

Garry Martin and Frank Hanel
Course Instructors
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Date Interview #

Participant #

Time Management Personal Interview

" Purpose and Content of the Interview

The purpose of the interview is to determine the extent of your present
time management skills. During the interview I will ask you a number of
questions, some of which will request some written information if it is
available, and some which just request a verbal response. & few guestions
require a "yes" or a "no" answer, with the remainder of the questions asking
for either an estimate of the freguency or an estimate of the proportion of

available opportunities at which certain activities occur.

Prompts When Reliability Checker is Present

I would like to introduce (name of reliability checker). He (or she) is
here to check the accuracy with which I record the responses you give to me.
He (or she) will not take part in the interview itself, other than in this
function. I will be asking all the interview questions.

Confidentiality of Information Obtained in the Interview

All information gathered in this interview (and time log) is strictly
confidential. That is, in any analysis of this data, only your coded number
will be used; no reference to your name or any identifying characteristics
other than your coded number will be discussed or distributed in any manner.
The data will be seen by Frank Hanel, Garry Martin, and several University of
Manitoba students who will assist in data collection.

Prompts Regarding Time Constraints of Interview

As you know, we have scheduled approximately one hour in which to complete
the interview. 1In order to be sure that all the items will be completed in
that time, I may prompt you that the answer you have given is sufficient to
answer the question, and we should go on to the next item.

Characteristics of Your Work Environment

In order to arrive at an accurate interpretation of your responses to
questionnaire items, would you consent to answering the following guestions?

1. (a) What is your present position title?
(b) What was the title of the position vou held previcus to your promotion
to your present position?
2. How long have you been in your present position?
3. How many employees do you supervise?

4. Do you have a secretary?

5. Does your secretary or anycne have an extension of your telephone on his
or her desk or nearby?

6. Does your secretary or anyvone handle your mail in terms of opening, screen-
ing, or sorting it, or does it go directly to vou?
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7. Do you have a "private" office? That'is, is it separated from the general

office area in such a way that you could close the door and have complete
privacy? Do you share your office with someone else? : :

Prompts Prior to Part A Interview Items

The remaining questions ask you about your time management behaviors in
particular. I wish to stress there are no good or bad answers; no right or
wrong; no pass or fail; no comparison of your answers with anyone else. We
wish to find out what is the current level of your time management behavior
so that we can see if the Time Management course makes any difference.

Some of the gquestions will ask you to give an estimate of the frequency
at which certain activities occur, using the definitions in category A. -(Each
of these were read aloud by the interviewer and explanations given 1f requested).

Some of the questions require that you estimate the proportion of avail-
able opportunities with which certain activities occur. (An example using an
item in the questionnaire was cited.) This will become clear as such questions
are asked. If not, I will explain or restate the gquestions for you.

I will prompt you whether to respond in category A or category B. Please
just give me the number which corresponds to your answer, because this is how
I will be scoring the items.

Use this prompt sheet when giving your answers. (Participants were
given a promt sheet listing the definitions of the Frequency Codes and
Proportions of Opportunities which they used to respond to questionnaire
items; see below.)

When estimating the frequencies and the proportions of available
opportunities, it is extremely important that you be as accurate as possible
in your responses. The results of the questionnaire will be used to evaluate
the extent to which the Time Management course has been of benefit for you.
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Personal Interview Codes

DO and ¢ (located in the margin to the left of each questionnaire item)

"DO" refers to “"Direct Observation" items. These request the interviewee
to provide written corroboration pertaining to interview items.

"Q" refers to "Questionnaire" items. These reguest the interviewee to
provide only verbal responses to interview items, with no substantiation

necessary.

The % symbol indicates that interviewees were prompted to respond in
category B.

Interviewees were prompted to respond in Category A for remaining items,
unless a "yes" or "no" response was required.

Definition of the "frequency codes"

Often = one or more times per day

Sometimes = one or more times per week, but not daily
(one to four times per week)

Rarely = one or more times per month, but not weekly
(one to three times per month)

Never = less than once per month

n/a = not applicable



Prompt Sheet Used by Interviewees When Responding to Questionnaire It

EMS

A,

1.

2.

Frequency Codes

one or more times per day

one or more times per week, but not daily
(one to four times per week)

one or more times per month, but not weekly
(one to three times per month)

less than once per month

not applicable

Proportion of Opportunities

1.

2.

76

51

26

- 100% (of all available opportunities)
- 75%
- 50%

- 25%

not applicable

142
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1 2 3 4 5
Part A: Personal Interview T
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DO 1. Do you ever schedule your own work or time at the start of
a work day? This would not include activities which have
been previously scheduled, such as meetings, appointments,
etc.
If you do, may I please see an example of the schedule?
(a) Item found in first location [
(b) Searched more than one location ™
(c) Could not locate item 3
o] 2. When a problem is presented, do you ever examine more than
one alternative to avoid choosing a less efficient solution?
%
DO 3. Do you check with your staff regarding their work-oriented
priorities before delegating tasks to them?
If so, do you do this verbally [[] or in written form [J?
If in written form, may I see an example of this?
%
(a) Item found in first location [
(b) Searched more than one location J
(c) Could not locate item —
o] 4. Of the total tasks you do, can you estimate the percentage
of tasks which are the same tasks you did before promotion
to your present job?
%
o] 5. After an interruption do you usually start thinking of

other things and have difficulty getting back to the task
you were working on?
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Often

Sometimes

Rarély

Never

n/a

Do you have one of your staff screen your incoming phone
calls so that these interruptions are minimized?

Does paperwork (such as interdepartmental mail, "junk"
mail, correspondence, etc.) tend to pile up, requiring you
to go through it more than once to retrieve information?

o0

After finishing a task, do you ever spend time procrasti-
nating and wondering "What should I do next?"

In a typical day's activities, what percentage of time
would you estimate is spent doing routine tasks relative
to doing activities pertaining to long-term goals?

10.

Do you have a formal system for keeping track of items
borrowed from you? Yes [] No [T]

If so, may I see your system?

(a} Item found in first location ]
(b) Searched more than one location (]
(c) Could not locate item .}

of

11.

When you return from a trip or absence, is there a lot of
work piled up that could have been done by your staff?




Often

Sometimes

Rareiv

Never

n/a

DO 12.

Do you ever post the times you are available for drop-in
visitors? That is, do you post a list in a conspicuous
place (such as on your office door) specifying the times
that you have an open-door policy for people who have not
previously arranged appointments with you?

If so, may I see an example of such posting?

(a) Item found in first location [
(b) Searched more than one location 3
(c) Could not locate item (|

Q 13.

Do you ever use "prime time" to work on trivial tasks?
"Prime time" is the portion of the day you work best

such as before coffee break in the moxning, or immediately
following lunch, and so on.

o 14.

When one of your employees has nothing to do, do you

immediately give him/her some of the task you're workihg on?

o 1s.

Do you spend time doing things reguested by others, in
part because when they ask you for assistance you don't
have anything planned for yourself to dec ("planned” in
the sense of having work scheduled at the time of the
request)?

Q 1le.

Do short-term “"crises" usually disrupt your days? For
example, are your days generally spent dealing with
problems which are other people's priorities?
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Often

Sometimes

Rarély

Never

n/a

17.

Do you ever check to see that necessary information is
available and prerequisite activities have been performed
before starting a task? (For example, writing a report,
employee evaluation, etc.)

18.

Do you take work home and/or work late at the office?

19.

Do you tackle tasks on the basis of importance and
priority? That is, do you determine which tasks are
important and deserve priority and work on them the
majority of the time, rather than work on less im-
portant or trivial or routine tasks? (For interviewer,
if "yes", prompt: What proportion of the tasks you do
are tackled on the basis of importance and priority?)

20.

Do your employees ever shift work to you that should be
done by them?

21.

Do you inform your staff regarding job-related changes,
objectives, and priorities?

If so, do you do this verbally [] or in written form []7?
If in written form, may I see an example of this?

(a) Item found in first location 3
(b) Searched more than one location [
(c) Could not locate item (]

22.

Do you find yourself doing tasks that should be done by
your staff but for which they do not have the necessary
skills? This would pertain to staff who have worked
with you a reasonable amount of time.
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n/a

DO 23.

Do you ever write our your day's activities and assign
priorities to them?

If you do, may I please see an example of this?

(a) Item found in first location [
(b) Searched more than one location ]
{(c) Could not locate item O

DO 24. Do you have a list of specific activities that you should
do for the next year or more? This does not refer to
activities specified in your job description, for example,
but to ones which you and/or your boss think should be done?
Yes [J No [}

If so, may I please see the list?

{(a) Item found in first location -
(b) Searched more than one location -]}
(c) Could not locate item jma

Q 25. Do you ever over-rule or reverse decisions made by your
staff?

%

Q 26. Have you ever done anything to reorganize your office in
ordexr to decrease distractions? For example, have you
faced your desk away from other colleagues or employees,
removed magazines and gadgets from your desk top,
installed partitions, etc.?

No [[1 vYes [] Description:
DO 27. Do you ever set your own deadlines, in writing, for vour

important activities other than meetings, appointments,etc.?

If so, may I see an example of deadlines you have set?

(a) Item found in first location
(b) Searched more than one location
(c) Could not locate item

aon
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n/a‘

DO 28.

Do you ever prepare a list of your outgoing phone calls
to group them so you can make them all at one time?

If so, may I see an example of such a ligt?

(a) Item found in first location (]
(b) Searched more than one location (]
(c} Could not locate item ™

DO 29.

Do you inform others (staff, colleagues) regarding dead-
lines in writing for work completion that you set for
yourself? (i.e., do you tell others about your own
deadlines?)

If so, do you do this verbally [J] or in written form -
If in written form, may I see an example of this?

(Note for Scorer: If item 27 is scored "no", this item
is scored "n/a".)

(a) Item found in firsﬁ location ™
(b) Searched more than one location (]
(c) Could not locate item . —J

DO

30.

Do you ever schedule a specific "quiet time" to work with-
out interruptions? For example, do you schedule a pertion
of your time in which you are not available for phone
calls, drop-in visitors, and other interrupting events?

If so, may I please see an example of a scheduled "guiet
time"?

{(a) Item found in first location 3
{(b) Searched more than one location 3
(c) Could not locate item )

31.

Do your staff ever interrupt you to ask for assistance in
locating files, items, etc.?

32.

Do you have work-related tasks available to work on when
you find yourself in waiting situations or with 5 to 20
spare minutes? This would refer to situations outside your
office, such as when you attend meetings, appointments, etc.




Often

Sometimes

Rarely

Never
n/a

DO 33.

Do you ever plan and write out a schedule or your activi-
ties, other than meetings, appointments, etc., at the
start of a work week? (Note: "Sometimes" is the best
possible answer for this guestion.)

If so, may I please see an example of the schedule?

(2) Item found in first location ()
(b) Searched more than one location [
(c}) Could not locate item 1

DO  34.

When you delegate work to your staff, do you usually
specify the outcome in terms of measurable results? For
example, do you specify that you reguire "total department
expenses for each quarter of the last three years", rather
than requiring your staff to "work on the department's
expenses report"?

If so, do you do this verbally [] or do you write out [J
such delecation and expected results? If written out may
I see an example of such delegation?

(a) Item found in first location
(b) Searched more than one location
(c) Could not locate item

qao

Do you ever spend time reviewing your daily objectives and
priorities with your secretary or key emplovees?

o 36.

Do your key people usually delegate tasks to their own
staff?

If so, do they do this verbally [[] or in written form [J°?

o 37.

Are you better organized than you were three months ago?

Answer Yes [[J or No [[] 1If "yes", can you identify what
it is that has resulted in your being better organized?
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w

Often

Sometimes

Rarely

Never

n/a.

38.

What proportion of your interruptions (such as phone
calls or visitors) usually involve non-work related
conversation and socializing?
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Part B - Additional Observations During the Interview

1. Phone calls: Incoming ( ) Business ( } Social ( )
Outgoing ( ) Business ( ) Social ( )
Comments:
2. Drop-in visitors: Business ( ) Social ( ) Total Number of
Visitors:
'Comments:
3. Rate these features of the participant's office area on a five-point

scale (1 = very disorganized; 5 = very organized):

Circle One

- desk 12345NA
~ filing cabinet 12345Na
- book shelves 12345NA
- tables 12345Na
- other (specify) 12345Na

Comments:
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DAILY TIME ILOG
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Instructions for Completing your Daily Time Log

On those days that you have selected to keep a time log, begin your record
when you arrive at work by entering your assigned number, the day, and the-
date in the appropriate spaces. Throughout the day, carry your clipboard
and pen wherever you go. This includes coffee or lunch breaks, trips to
other buildings, etc. If you do not regularly wear a wristwatch, please
borrow one or ensure that you have some way of accurately determining the
time throughout your work day.

At the end of every 15-minute interval briefly describe your main activity
during that time in the "Major Activity" column. For example, this might

include activities such as working on the departmental budget, writing up

case reports, or having coffee.

bDuring each 15-minute segment place a slash in the "Change of Activity"
column everytime your major activity is disrupted. For example, if you
are working on a report (your major activity) and you get up twice to sharp-
en your pencil during that time span, you would place two slashes (//) in
the "Change of Activity" column. If your "change of activity" consists of
short phone calls or drop-in visitors, indicate this in the appropriate
column in addition to a slash in the "Change of Activity" column. If your
"major activity" is attending a meeting, it is not necessary to record
everytime you participate. This is considered part of the major activity.
It is quite possible that you will be recording more “activity changes"
than "major activities", so don't worry if you find this to be the case.

If your major activity consists of phone calls or visitors, this can be
described simply by checking the appropriate column. Also, for these two
activities, indicate whether the interaction was business or social. If it
involved both, check both columns.

Finally, please don't show or discuss your time log with anyone else while
you are participating in this program. For research purposes it is nece-
ssary that confidentiality be maintained.
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DAILY TIME LOG

Name Day Date

Time Major Activity Change of Phone Drop-in Busi- |Social
Activity in out Visitors ness

6:45 -
7:00
7:00 -
7:15
7:15 -
7:30

7:30 -
7:45

7:45 -
8:00
8:00 -
8:15

8:30

8:30 -
8:45

8:45 -
9:00

9:00 -
9:15
9:15 -
9:30

9:30 -
9:45

9:45 -
15:00

10:00 -~
10:15

10:15 -
10:30
10:30 -
10:45
10:45 -
11:00
11:00 ~
11:15
11:15 -
11:30
11:30 -
11:45
11:45 -
12:00
12:00 ~
12:15
12:15 -
12:30
12:30 ~
12:45




Name

DAILY TIME LOG

Day

Date
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Time

Major Activity

Change of
Activity

Phone

in

out

Drop-in
Visitors

Busi-
ness

Social

12:45 ~
1:00

1:00 ~
1:15

1:15 ~
1:30

1:30 -
1:45

1:45 -~
2:00

2:00 -
2:15

2:15 -
2:30

2:30 -
2:45

2:45 -
3:00

3:15

3:15 -
3:30

3:30 -
3:45

3:45 -
4:00

4:00 -
4:15

4:15 -~
4:30

4:30 -
4:45

4:45 -
5:00

5:00 -
5:15

5:15 -
5:30

5:30 ~
5:45

5:45 ~
6:00

6:00 -
6:15

6:15 ~
6:30

6:30 -
6:45
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Participant #
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Follow-Up Questionnaire

Circle whether participant received: Manual or Lakein

1.

(a) sSince the previous interview, have you put into practice any time
management procedures that have improved the effectiveness of your
work or your personal life?

Woxrk:
Personal Life:
(b) How have these time management procedures made your work or personal
life more effective?
Work:
Personal Life:

(2) What aspect of the Manual/Lakeln material did you find most useful?
Yhy?

(b) What aspect of the Manual/Lakein material was not useful? Why?

Would you like to make any additional comments, criticisms, or suggestions
regarding the time management course, for example, in the way the course
was:

(a) Structured (hour a day during eight consecutive days; reading and
applying material on your own):

(b) Taught (In-class groups only):
- competence of instructor:

~ working through the material in class with some assistance from the
instructor:

(c¢) Othexr?

Do you have any comments regarding the interviews and time logs you
completed?

Comments re: Interviews -
Comments re: Time Logs -

How relevant was the time management material for you, considering your
work situation and/or personal preferences?
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6. Have you ever been exposed to time management materials other than this
course? for example:

Courses/
Seninars Films Books ticles Other

Prior to course:

After the course:

For Manual/Lakein Minimal Contact Groaups only:

1. How much ot the time management materials have you read to date?
Steps _ ;3 Pages ; Chapters H
% of mterial: 0 ~ 25, 26 - 50; 51 - 75, 76 - 100

Other
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PERMISSION FORH

COLLEAGUE RATING SCALE
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Information for Participants in the Time Management Course Re:
Rating of Time Management Behaviors in Participants

We are requesting your permission to approach two staff members, one

- who is responsible to you (one of your staff) and one who is your supervisor.
If you give your consent, we will ask these individuals to rate and to give
their opinions of your time management skills as a function of your comple-

tion of the Time Management Course. Attached is a copy of the Colleague
Rating Scale for you to examine.

Yes, I consent to have my time management skills evaluated by one of my
staff and one of my supervisors.

Signature of Participant

Name of the staff I designate to rate my time management behaviors

Name of the supervisor I designate to rate my time management behaviors

We ask that you not communicate with them concerning their evaluation of
your time management skills. Also, to maintain the confidentiality of your

colleagues' ratings of your time management skills, we will not be able to

reveal their ratings to you. However, overall statistical averages of colleagues"

ratings of participants in the Time Management Course will be available at the
end of the study.

Thank you for your cooperation,

Garry Martin and Frank Hanel
Course Instructors
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Name :

Rating for Participant #

—_—

Colleague Rating Scale

Purpose of the Interview

As you know, your colleague has just completed a
time management course. The purpose of this interview is to determine the
extent to which the time management course has been of benefit to your
colleague. This interview will help us to assess the degree to which changes
in your colleague's time management skills have become more apparent to indi-
viduals who work in close association with her/him.

Confidentiality of Information Obtained in the Interview

All information cbtained in this interview is strictly confidential.
Your colleague has identified you as a person who would be able to judge his/
her current time management practices. However your responses in the interview
will be held in strictest confidence and will not be revealed in any manner to
your colleague. The raw data will be seen only by Garry Martin, Frank Hanel,
and two students of the University of Manitoba who may assist in data collec-
tion.

Preliminary Information

1. What is your position title?

2. What is your formal working relationship with your colleague? For example,
direct supervisor, secretary, etc.

3. How long have you been in your present position?
4. How long have you worked in association with your colleague?
5. What is the location of your working area with respect to your colleague's?

For example:

- do you share an office or working area; is your desk or office adjacent
to your colleagues?

- can you see your colleague's working area from your desk?

- is your colleague's office located: =~ down the hall?
- on a different floor?
- in a different building?
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than activities that have been previously scheduled, such
as meetings, appointments, etc.)
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1. Scheduling work or time at the start of a work day (other

2. Checking with staff regarding their work-oriented priorities
before delegating tasks to them.

3. Screening incoming phone calls so these interruptions are
minimized.

4. Working on long-term goals or top priority activities
relative to working on routine trivial tasks.

5. Delegating some of his/her work to staff when they have
nothing to do.

6. Extent to which your colleague controls short-term “crises"
i.e. the degree to which days are spent dealing with
problems which are other people's priorities.

7. Getting work done within a work-day so that time is not
spent working late at the office or at home.

8. Informing staff regarding job-related changes, objectives,
and prioxities.

9. Refusing to accept work from staff that should be done by
them.

10. Writing out daily activities.
11. Keeps staff informed regarding deadlines your colleague set;
for him/herself.

12. Reduces the number of times decisions by staff are over~
ruled or reversed.

13. Planning out a week's activities at the start of awork week.

1l4. In delegating work to staff, your colleague specifies out-

comes in terms of measurable results. For example, he/she
specifies outcomes in very specific terms so the results
could be easily determined, as opposed to a general or
vague instruction regarding work on an activity.

el
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15. Reviewing daily objectives and priorities with his/her
secretary or key employees

16. Planned unavailability - setting aside some time during
the day when your colleague is not available for phone
calls, drop~in visitors, and other interrupting events.
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1. In general, how would you rate your colleague's overall

effectiveness in time management skills during the previous
two weeks as compared to before he/she began the Time
Management course?

Other than the items in Part A, can you identify any
specific changes that have occurred with respect to your
colleague during the past two weeks as compared to before
he/she began the Time Management course?

Other that the items in Part A, can you identify any
changes in your cdlleague's behavior that have directly
affected you in the past two weeks (since your colleague
completed the Time Management course)?

Can you identify any changes that have been made in your
colleague's oxr staff's office area since your colleague
completed the Time Management course?

Changes to Colleague's Office Area:

Changes to Staff's Office Area:
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Continued

Part B -

Do you have any additional comments to make regarding your

?

ince he/she completed the Time Management course

colleague s
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FIGURE A

FIGURE B

FIGURE C
INDIVIDUAL PARTICIPANT DATA

EXPERTMENT T
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Figure A, Individual data for Group 1. Direct-observation scores include

combined questionnaire scores and associated corroboration
scores: questionnaire scores include those for which no
corroboration was requested; total interview scores inciude
combined direct-observation and questionnaire scores.
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Figure B. Individual data for Group 2. Direct-observation scores

include combined questionnaire scores and associated
corroboration scores; questionnaire scores include those

for which no corroboration was requested; total interview
scores include combined direct-observation and questionnaire
scores.
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Figure C. Individual data for Group 3. Direct-observation scores include

combined questionnaire scores and associated corroboration
scores; questionnaire scores include those for which no corrob-
oration was requested; total interview scores include combined
direct-~observation and questionnaire scores.
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MEMO RE: ALTERNATIVE TIME

MANAGEMENT COURSE OFFERING
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September 30, 1980

To:

¢

e are pleased to inform you that you have been selected to fake the
Time Management course, We would like to offer you a version of the course
other than the one proposed in the advertisement titled "Description of a
Yorkshop on Time Management For Professional and Personal Effectiveness".
The course will consist of written materials on time management techniques
which we think will be of benefit to you. We will give you the materials
in approximately three weeks and later contact you to determine how useful
you found them. Also, if you wish, you may participate in the version of
the course as first advertised which will be offered after Christmas.

Sincerely,

Garry Martin and Frank Hanel
Course Instructors
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Instructions for Particinants using "How to Get CJontrol of

Your Time and Your Life®

Seli-Instructed Time Managenent

As you are aware, we are presently researching the effectiveness
of time management materials, In fact, we are offering several vari-
esentations and/or materials in order to

cetermine which ig the monst cffective.

s
book

How to et Control of Your Time and Your Life", This nonular book

offers many suggections for improvement of “ine mana zement skills,
de request that you read at least two chapters per day, which will
allow you to finish the book during the next two weeks. During the
third week, we hope you will apply everything you find personally

relevant.
You will be contacted again in approxdimately three weeks from now
for a second personal interview and will be reguested to do another

L8

time log for one day

Date material received:

Second Interview and Tine Los: Veek of

17



Instructions foxr |

now for a second personal intorview and will be requested *o

As you are aware, we are presently researching the effectiveness of

time management materiels. In fact, we are offering several varieties

o .
BN

[oad

of time management presentatlions iud/or naterials in order to determine

[

vhi
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h is the most effective.

The variety you will participate in involves a planning calendar
for supervisors developed by Gaxry Martin, Ssndra Koop, and Frank Hanel,
This menval presents a series of self-instructed assignmnents for you to

o

work through. We have found that other participants could

o

aglily com-
plete all the steps by working an hour per day, on the average, on the
manual, This enabled them to complete the first five steps, and to
review the guldelines for delegating effectively, managing meetings,

and time management practices (eight steps in all) over eight workin

18]

days. In other words, it requires approximately eight total hours to
read through and implement all of the steps.

We request that you work through the manual during the next two
weeks, and during the third week to continue to apply everything you

nersonally relevant,

You will he
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time log for one day.
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Date material recelved:

Second Interview and Time L
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Important Rules of Research

i

h

As you will recall from the descripiion of the course you nreviously

received, an important aspect of the course is %o evaluate its effective-

.

ness in helping individuals improve their time management skills., In

order to evaluate the effect

rules of research:
- Flease do not discuss any of the course contents or show any
of the course materials to anyone else.

11 e L] > ~
e couXsge naterials as

~ Please do not reproduce any nart o

they are not intendac

in the assessment of the usefulness of the course.

Ye will advise you when the research has been completed. At that
time you will be free to discuss with others all aspectis of time manaze-
ment which have been presented in the course, In fact, we strongly

encourage you to do so,

Second Course Offer:

This research will enable uvs to determine which variation of the

$e B~ Y Ka¥vl Lo -~y 3 Yy oy At
time has hbeen the most effective, and that version
e 1 ] devy o T < Y ~ v - )
will Christmas, If you wish, you may agaln enrsll
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FIGURE D
FIGURE E
INDIVIDUAL PARTICIPANT DATA

EXPERIMENT II
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Figure D. Individual data for the Manual group. Direct-observation scores
include combined questionnaire scores and associated corroboration
scores; questionnaire scoves include those for which no corrobora-—
tion was requested; total interview scores include combined dirsct-
observation and questionnaire scores.
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