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Facilitator's notes
Introduction
Information for managers

Length of module
•

6.5 hours (8 hours including lunch and breaks) = one day

Facilitation skills
•
•

This module requires presentation skills and the ability to manage facilitated discussion
and small-group activities.
Some experience of dealing with time-management issues would be helpful.

Learners
This module is intended for:
• Everyone who needs to understand time management and learn time-management
skills.
Preparation by learners
•

Learners do not need any prior knowledge of time-management skills in order to attend
this course.

•

It will be helpful if learners bring their work diaries to the course - or a note of their diary
appointments for the two-week period following the course.

Learners need to complete an Activity Log (see Session 8) for at least one day before
attending the course. They should bring their completed Activity Log with them.
Size of group
•

This course could be run for groups of 4-20 people, but a group of 6-12 would be ideal.
It is easier to meet learning aims with smaller groups, and most facilitators prefer to work
with groups no larger than 12.
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Information for facilitators
Room
•

This module requires space for the whole group to work together in one room, sitting in
such a way that they can all see one another. It also requires enough space for the
learners to work in smaller groups.

•

Any tables should be positioned at the sides of the room, allowing the group to sit away
from the tables, facing into the middle of the group.

Equipment needed
•
•

Flipchart stand, paper, and pens
Spare paper and pens/pencils for learners

• Handouts
• Post-it-notes (or cards with Blu-tack / sticky tape on the back)
• CD / tape player and quiet music (optional)
For Session 7:
• Large clear plastic or glass jar. You could cut down a plastic water bottle
(see Handout 6).
• Several large stones: preferably 6-8, which fit into the jar and fill it.
• Gravel or sand: enough to fill the jar when the stones are also in the jar.
Water: enough to fill the jar when the stones and gravel or sand are also in the jar.
(This exercise might make a mess. You could draw the images instead - see Flipchart 8 but drawing is not such an effective way of expressing the idea.)

Preparation of material
•
•

Photocopy the handouts (from the additional Word file on the CD, or from this book).
Write up pre-prepared flipcharts. (Examples are given at the end of these notes.)

•

Display flipcharts 1, 2, and 3 around the room before the course begins. You might need
to alter the headings to make them relevant to the learners' particular work situations.

•

The jar, stones, sand, and water used in Session 7 should be hidden from the
participants until it is time for the demonstration.

•

There are two versions of Handout 1, used in Session 3. Handout 1a is more
appropriate for office-based staff. Handout 1b is more appropriate for field-based staff.
Use the handout that is most relevant to the participants' work.

•

There are two versions of Handout 10, used in Session 9. Handout 10a is more
appropriate for office-based staff, and Handout 10b is more appropriate for field-based
staff. Use the handout that the participants can most easily relate to.

Preparation by the facilitator
The facilitator will need to read all the material and become familiar with it. The facilitator is
advised to practise the demonstration described in Session 7 before the course begins.
At least two weeks before the course, send a copy of the Activity Log (see Session 8)
and the accompanying letter to each learner.
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Linked learning
Publications:
• S. Covey and A. Merrill (1994) First Things First, London: Schuster, ISBN 0671712837
Internet:
•
www.tsuccess.dircon.co.uk/timemanaqementtips.htm
• www.sas.calpoly.edu/asc/ssl.html
Other internal resources:
•
•

For Oxfam staff: If you need any other support on time management, ask the Human
Resources team in your Country, Region, or Department.
Talk to your colleagues and share your experiences of time management.

Translations
This module is currently available in English, Spanish, French, and Portuguese. If it would
help learners, please feel free to translate all or part of the module into additional languages
- but please send a copy to the Oxfam Publishing Team at Oxfam House.

Support and feedback
•

Please send your questions, ideas, and feedback to learninternational@oxfam.orq.uk

Workshop objectives
During this workshop learners will:
Know ...
•
•
•

the benefits of having a favourable work / life balance
the benefits of time management for achieving the aims of Oxfam
the positive impact that effective systems can make in the workplace.

Feel...
•
•
•

increased self-awareness when managing their time
increased confidence to acknowledge and discuss problems relating to time management
increased confidence in managing their workload.

Do...
• practise working with tools that promote effective time management
• share ideas about effective time management
• practise communicating effectively in order to manage their workload.
... then be able to
•

choose from a variety of tools and communication skills to improve their own time
management.
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Timetable
00.00

00.10

1. Objectives

z,
00.25

01.05

3. The importance of effective time management

01.20

01.45

5. Identifying what is important

00.20

02.55

6. Identifying goals

03.30

04.30

LUNCH

5.25

06.15

9. Dealing with 'time stealers' and 'time wasters'

06.25

07.05

10. Communicating for effective time management

07.50

08.00

12. Summary

The timings for this eight-hour event are shown as starting from 00.00. The actual start-time
will depend on the group's normal working hours.
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Pre-course letter to participants, including Activity Log (overleaf)
Dear (insert learner's name)
I am delighted that you will be joining us for the Time Management course on (insert
date).
To help you to benefit fully from this course, would you please complete the attached
'Activity Log' and bring the completed sheet with you to the course.
You will gain the greatest benefit from this exercise if you do it on a typical work day
and include as much detail as possible. In the Log, the day is divided into 15-minute
intervals; you should write down the activities that you have undertaken during each
period of time. It is important to include all activities, including breaks, social
conversations, telephone calls, meetings, travel time, visits, etc.
This Activity Log will be seen only by you. Its purpose is to help you to analyse your
own use of time. It will not be used in any way to judge your performance at work.
Completing this exercise and bringing the Activity Log with you to the course is
essential to enable you to get the maximum benefit from the course.
It would also be helpful if you could bring your diary or details of your work
appointments that are planned for the two weeks following the course.
Thank you for taking the time to participate in this exercise.
I look forward to working with you on the course.
Yours
(insert facilitator's name)
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Activity Log
Name

Time
7.00
7.15
7.30
7.45
8.00
8.15
8.30
8.45
9.00
9.15
9.30
9.45
10.00
10.15
10.30
10.45
11.00
11.15
11.30
11.45
12.00
12.15
12.30
12.45
13.00
13.15
13.30
13.45
14.00
14.15
14.30
14.45
15.00
15.15
15.30
15.45
16.00
16.15
16.30
16.45
17.00
17.15
17.30
17.45
18.00
18.15
18.30
18.45
19.00
19.00
19.15
19.30
19.45

Date

Activity

Objectives

00.10

•
•
•

•

Show Flipcharts.
Explain the agenda on Flipchart 5.
Explain that the first part of the course will focus on helping
learners to identify the important tasks that they need to
spend time on. This will provide a basis for finding ways to
manage their time most effectively.

Introduce the course objectives. Show Flipchart 1 and
attach it to the wall so that it can be seen throughout the
course.
Ask the learners if they understand the objectives. Give
further explanations if necessary.
Show flipcharts 2, 3, and 4. Tell learners that if they have
an idea that has helped them to manage their time, they
should write it on the appropriate page at any point
throughout the day. Everyone has time-management skills,
and this is an opportunity to share them with each other.
The flipcharts will be used and discussed throughout the
day.

•

00.05

Welcome the learners to the course.
Introduce yourself.

•
•

00.00

•

What YOU do

Timing

Ask questions if they need clarification.

As*k questions iHhey need clarification.
Write Iheir ideas on the relevant flipchart page
throughout the day.

What the LEARNERS do

TOTAL TIME:
10 minutes

Flipchart 5:
'Agenda'
Attach it to the wall
where it can be
seen throughout
the course.

Flipcharts 2, 3, 4
Attach them to the
wall before the
course starts.

Flipchart 1:
'Objectives'

Resources

Purpose: to present the course objectives and the agenda for the day. To introduce one way to share ideas for managing time effectively.
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Introductions

TOTAL TIME:
10 minutes

00.20

00.15

•

•

•

•

•

•

00.10

Thank the learners for their contributions.

Ask each person in turn to introduce their partner, stating
• their partner's name
• one thing that their partner likes to do.

Explain that the learners are going to spend a few minutes
getting to know each other better.
Ask the learners to form pairs. (They can do this by turning
to the person next to them.)
Explain that they have 5 minutes to tell their partner
• their name
• one thing that they like to do at work
• one thing that they like to do out of work
Ask them to listen carefully to each other, because they will
then have to tell the rest of the group about their partner.
At the end of the activity, ask the learners to come back
together in one group.

What YOU do

Tinting

Come back together.

Divide into pairs.
Tell their partner their name, discuss one thing that
they like to do at work and one thing that they like
to do out of work. (5 minutes)

Introduce their partner to the rest of the group, stating
their partner's name and one thing that their partner
likes to do.

•
•

What the LEARNERS do

Resources

Purpose: to introduce the learners to each other, and encourage them to think about the things that are most important to them personally.
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The importance of effective time management
2 pages

•

•

•

•

•
•

Bring the groups back together.
Ask someone from a group to volunteer to report the
group's responses to the first question.
Ask if anyone from the other groups has anything to add to
these comments.
Ask someone from another group to volunteer to report the
group's responses to the second question.
Ask if anyone from the other groups has anything to add to
these comments.
Ask someone from another group to volunteer to share the
group's responses to the third question.

Divide learners into groups of 3-4 people.
Ask learners to read the case study in Handout 1 and
discuss the questions at the end of the text. They should be
prepared to discuss their thoughts with the whole group.
Explain that they have 15 minutes to complete this activity.
Give out Handout 1.
Walk around the groups and give them encouragement.

•
•

00.50

Explain that everyone is an individual, and it is important to
recognise that no single time-management method will
work for everyone. However, most people experience
similar difficulties when trying to manage their time
effectively, and it is important to keep an open mind about
what might work for you.

•

00-20

•
•
•

What YOU do

Timing

Come back together as one group.
Report back to the whofe group.
Lister* to the comments from the other groups.
Add further comments for each question, where
relevant.

Divide into groups of 3-4 people.
Read the case study together.
Discuss the questions at the end of the case study.
(15 minutes)

What the LEARNERS do

Purpose: to help learners to identify some things that might prevent them from applying their learning to their own workplace.

Session 3

Handout 1: What's
the point?'
(Handout 1a for
office-based staff;
Handout 1b for
field-based staff)

Resources

TOTAL TIME:
45 minutes
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01.05

Timing

If the following points are not made by the learners in the
exercise, then use them to summarise the session:
1. People are reluctant to admit that they need to change.
2. People often need to recognise what the benefits will be
before they are willing to make any changes.
3. A training course is only the starting point in changing
behaviour. Participants must then apply what they have
learned when they go back to the workplace.
Ask the learners to consider how often these points apply
to them.

•

•

Ask if anyone from the other groups has anything to add to
these comments.

•

What YOU do

What the LEARNERS do
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CD

2

o.

0)

o
55
cp_

0)
CO

o

01

3

^
S-o
^
o
H
5'

£

The benefits of effective time management
2 pages

•

•

•

•

Encourage the learners to think about the ways in which
each of these groups might benefit if the participants
manage their time effectively. Explain that they can work
with another person for this activity if they find it helpful.
The learners should write each idea on a post-it note.

Show Flipchart 6.
Ask learners to name the people who will benefit if they
manage their time effectively.
As the answers are called out, write them next to the circles
on the flipchart. Group the answers together, so that one
circle represents 'Oxfam' (or other agency, as appropriate),
one represents 'family and friends', and one represents
'me' (= the learner).
If the group don't produce any ideas for a particular circle,
then make your own suggestions, in order that the flipchart
can be completed.
When everyone has called out their answers, explain that
the 'beneficiaries' of effective time management can be
categorised into three groups. Write 'Oxfam', 'Friends and
family', and 'Me' next to the relevant circles and explain that
these are the three groups.

•
•

01.10

Explain that in order to help everyone to acknowledge the
importance of effective time management, it is helpful to
identify who will benefit, and how they will benefit.

•

01.05

•

What YOU do

Timing

Think about their own ideas. Then (if they find it
useful) talk to someone sitting near them about
their ideas.
Write their ideas on post-it notes.

Answer the questions and make relevant
contributions to the discussion.

What the LEARNERS do

Purpose: to help learners to identify the benefits of effective time management in terms of organisational aims and work-life balance.

Session 4

Post-it notes
Pens / pencils

Flipchart 6a :
'Circles'
(See Flipchart 6b:
'Example' for an
illustration of how
this exercise might
progress.)

Resources

TOTAL TIME:
15 minutes
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Timing

(Answers may include: motivated to do job, more energy at
work and at home, more efficient at work, better mood, can
think clearly, can be more cost-effective.)

Ask the learners to come and stand around the flipchart
with their post-it notes.
Encourage the learners to stick their post-it notes to the
flipchart and explain their responses to the rest of the
group.
If an answer relates to two areas, or all three areas, attach
the post-it note at a point where the relevant circles
overlap.

What YOU do

•

•

Stand around the flipchart and stick their post-it
notes to Hie ftipehart in the relevant circle.
Explain iheir answers to the rest of the group.

What the LEARNERS do
Resources
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Identifying what is important
2 pages

TOTAL TIME:
25 minutes

•z

--'*•.

Optional: play quiet background music.

Ask the participants to use their tributes to identify things
that are important to them. For example, a tribute from a
participant's brother might state '(s)he always helped me
when I was in trouble'. From this the participant might
identify that 'supporting my family' is important to him or
her.
At the end of the exercise tell the learners that if they need
more time for this activity they should continue with it in
their own time.

•

•

•

•

•

Explain that in order to think about ways of managing time
effectively it is important to ensure that we are spending
time on the 'right things'. It can be helpful to spend some
time identifying the things that are important to us, because
these are the things that motivate us and help us to make
effective decisions about how to spend time.

Tell the learners that they will be working alone for the next
10 minutes. They should make sure that they are
comfortable and have enough space to write.
Ensure that each participant has a blank sheet of paper
and a pen / pencil.
Read aloud Handout 2. Draw special attention to the
instructions at the end of the handout.

•

•

What YOU do

Handout 2:
'Tributes'
Pens / pencils,
blank paper
Tape recorder / CD
player
Tape / CD

Resources

Purpose: to help learners to explore what is important to them at work and outside work, which will help them to decide how their time can be best spent.
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01,45

•
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•

01.42

Say that if the learners have found this way of reflecting
and thinking useful, they could take away Handouts 3 and 4
to help them to continue with this type of exercise in their
own time. These handouts explain how they can write a
personal mission statement.
Explain that a mission statement is a statement of what is
important to you.
Say that this is optional.

Explain that by identifying what is important to you, you can
decide how to use your time in ways that best benefit both
you and the organisation. It will also help you to clarify what
your values are and therefore help you to make decisions
about the way in which you spend your time.
y
j
r
J

What YOU do

Timing

•

Take away Handouts 3 and 4 and work from them
in their own time, if they wish to continue this type
of reflective activity.

What the LEARNERS do

Handout 3:
'Writing your
mission statement
.
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BREAK

Encourage the group to move from their chairs and take some refreshments. When we are learning, it is
important to have time to reflect. Tell them that, if possible, they should not use the break as an opportunity to
make telephone calls or return to their desks.
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Identifying goals
2 pages

TOTAL TIME:
55 minutes

02.20

Ask the learners to divide into groups of three.
Give each person a copy of Handout 5.
Ask the learners to work individually to complete Column A
on Handout 5. Tell them that when they have completed
this they should each explain their answers to the other
members of the small group.
Explain that the partners' role is to question them about
their answers to ensure that they are clear about why they
are prioritising these activities.
Explain that they have 15 minutes to complete this activity.

•
•
•

Ask the learners to work individually to complete Column B
on Handout 5. Tell them that when they have completed
this, they should explain their answers to their partners in
the small group.
Note
For each point that they write in Column A, there should be a
corresponding response in Column B.
• Explain that the partners' role is to question them about
their answers, to ensure that they are clear about why they
are prioritising these activities.

•

•

•

Explain that in the previous session the learners spent time
thinking about things that were important to them in work
and outside work.
In this session they will begin the process of identifying
their immediate goals.

•

What YOU do

Divide into groups of three.
Complete Column 8 of Handout 5 individually.
Explain their answers to their partners.
Challenge their partners' answers.

Divide into groups of three.
Complete Column A <af Handout 5
Explain their answers to tfteir partners in their smaM
group.
Challenge their partners' answers.

Handout 5

Handout 5:
'Identifying goals'

Resources

Purpose: to help learners to identify the key aspects of their work, and the priority tasks that would help them to maximise their potential in these areas.

Session 6
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02.55

Ask if one reason for not focusing on the tasks in Column B
is that the learners don't have enough time. Explain that the
following sessions will help them to explore ways to make
time for those important tasks.

02.50

Explain that they have 15 minutes to complete this activity.

Explain that the things that the learners have written in
column B are the activities that will have the most
significant impact on their work.
Show Flipchart 7.
Ask the learners to write the phrase 'Why aren't you doing
it?' at the top of Column C of Handout 5.
Ask the learners to use Column C to answer this question.
Explain that the partners' role is to question them about
their answers to ensure that they are clear about why they
have arrived at those conclusions.
Explain that they have 15 minutes to complete this activity.

•

What YOU do

02.35

Timing
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What the L£ ARNERS do

Flipchart 7: 'Why
aren't you doing it?'

Handout 5
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Prioritising tasks
3 pages

Put the jar and the large stones on a table where all the
learners can see them. Keep the sand and water hidden.
• Ask the learners how many stones they think you can fit
into the jar, and to call out the number.
• Put as many stones as possible into the jar.
• Ask the learners if they think the jar is full?
Note:
They are likely to say yes. If they do, continue with the
demonstration. If they say no, say that they might be right, and
then continue with the demonstration.
• Bring out the gravel or sand and pour it into the jar, filling
up the jar. Shake the jar so that the sand or gravel falls
between the large stones.
• Ask the learners if they think the jar is full?
Note
They are likely to say yes. If they do, continue with the
demonstration. If they say no, say that they might be right, and
continue with the demonstration.
• Bring out the water and pour it into the jar until it is full.

Note
This session provides a visual representation of the need to
allocate time to high-priority tasks first and to fit other tasks
around those priorities. It is important to practise the
demonstration in advance. The message is more effective if
the resources can be kept hidden from the learners until the
moment when they are used in the demonstration. Please take
careful note of the instructions in the 'Resources' column.

02.55

•

What YOU do

Timing

Water: enough to
fill the jar when the
stones and the
gravel/sand are
also in the jar

Gravel/sand enough to fill the jar
when the stones
are also in the jar

Several large
stones (preferably
6-8) which fit into
the jar and fill it

Large glass jar
(which would hold
3 litres). See
Handout 6.

•

Answer questions and engage with the other
learners and facilitator to discuss the learning
points.

Resources

TOTAL TIME:
35 minutes

What the LEARNERS do

Purpose: to help learners to understand why it is important to identify priorities before planning other tasks.
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Timing

Give out Handout 6.
Ask the learners to recall the activities that they wrote in
column B of Handout 5 and to write them on the pictures of
stones in Handout 6. Explain that these activities are their
high-priority tasks.
Explain that in the next session the group will think about
why it can be difficult to spend time on priorities.

• Encourage the learners to share their thoughts about this.
Note
If learners are concerned that they can't make time for their
priorities, tell them that the following sessions may help them.
Transfer their answers from Column B of Handout
5 to Handout 6.

Share thoughts about the concept illustrated.

•

•
•

Ask the learners 'What is the point that I am making?'
If nobody answers correctly, explain that if you hadn't put
the big stones in first, they would probably not have fitted
into the jar at all. If you had put the sand in first, the stones
would not have fitted on top of it.
Note
Learners may think that this demonstration illustrates the point
'if you really work at it, you can always fit more into your life'.
Emphasise that this is not the point of the demonstration. The
demonstration illustrates the principle outlined above.
• Show Flipchart 8. Explain that if we fit our unimportant
activities (represented by the sand and water) into our day
or week first and then try to fit in our important jobs (the
stones), the important things won't fit (refer to Flipchart 8).
But if we know what our priorities are (the big stones) and
fit in the other activities around them, we will be amazed at
how many of our priorities (the big stones) we have time
for.

What the LEARNERS do

What YOU do

Handout 6:
'Priorities'

Flipchart 8:
'Priorities'

Resources
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03.30 - 04.30 LUNCH BREAK
It is important when we are learning to have time to reflect. Tell the group that, if possible, they should not use
the break as an opportunity to make telephone calls or return to their desks.
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Urgent tasks and important tasks
3 pages

TOTAL TIME:
55 minutes

04.40

04.35

•

04.30

•
•

•

•

are not important and not

are urgent but not

are important but not

are both important and

Ask the learners to gather around the flipchart stand.
Ask the learners to allocate each post-it note to the square
that best describes the activity written on the note.

Ask the learners to look at the Activity Log that they
completed before the course began.
Ask them to record each activity from the Log on a post-it
note, using just a few words, such as 'phone call with
manager', or 'interview'.

• Show Flipchart 9.
• Explain Flipchart 9 as follows:
Square 1 represents activities that
urgent.
Square 2 represents activities that
urgent.
Square 3 represents activities that
important
Square 4 represents activities that
urgent.

Explain that in the next session the learners will identify
why they spend their time on activities that are not always
the ones that will make a significant difference to their work.

What YOU do

Timing

Gather around flipchart stand.
Attach their activity post-its to the relevant square
on the flipchart.
Return to their seats.

Write activities from their Activity Logs on to
post-it notes.

Listen to the explanation of the squares.

What the LEARNERS do

With a large group,
use small post-it
notes.

Post-it notes

Learners' Activity
Logs (completed
in advance)

Flipchart 9:
'Squares'
(Note to facilitator:
if it is a large group,
you might prefer to
use a whole piece
of flipchart paper
for each square.)

Resources

Purpose: to help learners to think about their activities in terms of urgency and importance, as a basis on which to decide if an activity is useful or not.
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Timing

Give out Handout 7.
Read the first part of Handout 7, 'Urgency and importance',
to the group. As you read out each section, point out the
relevant square on Flipchart 9.
• Explain that the priorities that they identified in Column B
on Handout 5 should be in Squares 1 or 2, because they
are the important things. Whether they are in 1 or 2 will
depend on the nature of the role and on how good the
learner is at planning ahead.
• Ask the learners to look at the activities in each square on
Flipchart 9 and discuss as a group if the activities match
the description of each square on Handout 7.
Note
During this discussion it may be useful to refer to the second
part of Handout 7 when addressing queries.
It is important to emphasise that time should be spent on
Square 1 and 2 activities - those that are important and urgent,
and those that are important but not urgent. It is necessary to
spend time in Square 1, but this can be stressful and
exhausting. The more time that is spent planning and working
calmly (Square 2 activities), the more the stressful activities
(Square 1) will be reduced.

•
•

Note Learners may be tempted to see all their activities as
important! It is useful to ask them 'to WHOM is the activity
important?' If it is important to someone else and not to them,
then it belongs in Square 3 rather than Square 1 or 2.
The participants need to learn how to be objective about their
activities.
• The learners should then return to their seats.
• Keep this flipchart on the wall throughout the rest of the
course.

What YOU do

Share their ideas with the group and participate in
the discussion.

Listen to further explanation of the Squares.
Read the second part of Handout 7.
Ask any further questions.

What the LEARNERS do

Handout 7:
'Urgency and
importance'

Resources
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04.55

Explain that in Session 6 the learners identified what their
priorities should be. In Session 7 they saw the importance
of allocating time to those priorities before allocating time to
less important tasks. In this session the learners have
identified the ways in which they have spent their time on
an average day at work. They have begun to think about
work in terms of 'urgency' and 'importance'.
By categorising tasks in this way, learners can begin to
decide if a task is really worth doing, and how much priority
to give to it.

Ask the learners to form pairs and work through Handout 8.
Tell them that they have 30 minutes to complete this
activity.
As the learners work through the handout, walk around the
room and encourage the pairs as appropriate. If the
learners are having difficulty, use questioning to help them
think creatively; for example, is a particular task really
urgent for you - or for someone else, e.g. a colleague?

What YOU do

Timing
Divide into pairs.
Work through Handout 8. (20 minutes)

What the LEARNERS do

Handout 8:
'Questions about
priorities'

Resources
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Dealing with 'time stealers' and 'time wasters'
2 pages

TOTAL TIME:
50 minutes

05.40

•

05.30

•
•

•
•

•
•
•

•

05.25

Give out Handout 10.
Ask the learners to work on this case study with the same
person that they worked with in the previous session.
Tell them that they have 15 minutes for this activity.
During this activity, walk around the room, answering any
questions and working with the pairs where appropriate.

Ask learners to look at Flipchart 2. Ask if anyone has
anything to add to this flipchart.
Write any further suggestions on the flipchart.
Repeat this exercise with Flipcharts 3 and 4.
Give out Handout 9. Explain that this handout suggests
some initial ideas, but in the next exercise they should feel
free to use their own ideas, and ideas taken from the
flipcharts.

Explain to the group that Square 3 activities are sometimes
referred to as 'time stealers', and Square 4 activities are
sometimes referred to as 'time wasters'.
In the next two sessions the learners will consider ways of
handling time stealers and time wasters so that they are
free to spend more time on Square 2 activities.
In this session learners should focus on ways in which they
can organise themselves to deal with time wasters and
stealers. The following session will focus on handling other
people who steal or waste the learner's time.

What YOU do

Timing

•

Divide into pairs.
Work through Handout 10. (15 minutes)
Ask questions and discuss issues with the
facilitator and partner as necessary.

Make suggestions for inclusion on the flipcharts.

What the LEARNERS do

Handout 10:
'Case study'
(Handout 10a for
office-based staff;
Handout 10b for
field-based staff)

Handout 9: Ideas
for managing time'

Flipcharts 2, 3, 4

Resources

Purpose: to help learners to identify activities which do not make efficient use of available time and to suggest ways of managing these activities.
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Ask three volunteers to state one way in which they are
going to change the way in which they work in order to
manage their time wasters and time stealers (Square 3 and
4 activities) more effectively in future.
Remind the learners to update Flipcharts 2, 3, and 4 with
any new ideas that have resulted from this session.

Ensure that the learners can see Flipchart 9. The learners
will need to refer to this throughout this exercise.
Ask the learners to remain with their partners to work
through Handout 11.
Explain that they have 15 minutes for this activity.
During this activity walk around the room, answering any
questions and working with the pairs where appropriate.
If some learners did not identify any 'time wasters' or 'time
stealers' on the day when they completed their Activity Log,
ask them to think honestly about what their typical 'time
wasters' and 'time stealers' are.

Ask each pair to call out just one piece of advice that they
would give to Sam.

What YOU do

Timing

•
•

•

Volunteer to state one way in which they are going
to manage their time more effectively.
Update Flipcharts 2, 3, and 4.

Re mam in pairs.
Work through Handout 11. (15 minutes)

Call out one piece of advice.

What the LEARNERS do

Flipchart 2, 3, 4

Handout 11:
'Questions about
time stealers and
time wasters"

Flipchart 9:
'Squares'

Resources
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Encourage the group to move from their chairs and take some refreshments. It is important when we are
learning to have time to reflect. Tell the group that, if possible, they should not use the break as an opportunity to
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Communicating for effective time management

•
•

•
•

Ask the learners to refer to the case study on Handout 10.
Ask the learners to work in groups of three to devise the
three-part sentence that Sam could have used in the
situation with his colleague, described in the case study in
Handout 10. Give them five minutes for this activity.

Show Flipchart 10.
Explain that the learners will receive a handout containing
this information, so there is no need to write it down.
Explain that one technique is to use a three-part sentence
to clarify your situation to the other person (who might be a
colleague or the learner's line manager).
The first part of the sentence enables you to acknowledge
what the other person wants.
The second part of the sentence allows you to
communicate how you feel.
In the third part, you state what you want or need.
Show Flipchart 11 as an example.
Explain that the clearer the information that is given in the
second part of the sentence, the harder it is for someone to
disagree with you.

•
•

06.35

Explain that sometimes other people may try to 'steal' or
waste the learners' time, or people may try to make their
priorities into the learners' priorities.
In this session the learners will practise using an
assertiveness technique that can help someone else to
appreciate their point of view.

•

06.25

•

What YOU do

Timing

2 pages

Refer to Handout 10.
Work in groups of three to devise a three-part
sentence. (5 minutes)

What the LEARNERS do

Purpose: to practise communicating with people in a clear and polite way in order to safeguard one's priorities.

Session 10

Handout 10:
'Case study'

Flipchart 11:
'Example of a
three-part
sentence'

Flipchart 10: The
three-part
sentence'

Resources

TOTAL TIME:
40 minutes
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•

06.45

•

Remind the learners to update Flipcharts 2, 3, and 4 with
any new ideas that have resulted from this session.

Explain that this is a useful tool to help the learners to
spend more time on their Square 2 activities.
• Encourage the learners to say how they feel about using
this technique; whether they think it will be effective;
in what situations it would work well; whether or not they
feel confident to use it, etc.
• Encourage the learners to listen to each other's ideas about
how it could be effective in their particular situation.
Note Learners may ask what they should do if they use this
technique but the other person insists that they must change
their priorities. You could say reply that if we state clearly why
we want to keep to our planned priorities, we are giving the
other person good information about that decision. If the other
person continues to insist, however, then he or she will at least
be making that decision with clear knowledge about the likely
consequences.

•

•
•

Ask the learners to remain in their groups of three and
work together on Handout 12.
Explain that they have 10 minutes for this activity.
Work for a short period with each group, using this time to
give further support and explanation if necessary.

Ask each group to call out the sentence that they devised
for Sam to use with Jack.
Note The sentences that the pairs devise should follow the
guidelines shown on Flipchart 10. Use questioning to
encourage the learners to develop the sentence in accordance
with the guidelines; for example, does it accurately describe
how Sam would really feel?

•

What YOU do

Timing
06.40

Update Flipcharts 2, 3, and 4.

Ask questions and contribute to the discussion.

Work in groups of three on Handout 12.
(10 minutes)

What the LEARNERS do

Flipcharts 2, 3,
and 4

Handout 12:
'The three-part
sentence'

Resources
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Action planning
2 pages

TOTAL TIME:
45 minutes

Explain that during today's course the learners have
achieved the following:
1. They have begun to identify what is important to them, to
make decisions about time management.
2. They have identified the important aspects of their jobs and
the significant tasks that will enable them to make progress
in those areas.
3. They have prioritised those tasks.
4. They have explored ways of organising time, other people,
and tasks in order to be able to work more efficiently.
5. They have identified activities that steal and waste their
time.
6. They have considered ways of reducing those activities
and minimising their impact.
In this session the learners will create an action plan for the
next two weeks. They will be accountable to another member
of the group for fulfilling it. In this way they will be able to make
firm decisions about how they need to change their behaviour,
and they will have the support of the other learners in carrying
out these changes.

•
•

07.10

•

•

07,05

Give out Handouts 13 and 14.
Ask the learners to complete the action plan individually.
Explain that they have 20 minutes to do this.
As the learners work on their action plans, walk around the
room, answering any questions and working with the
learners as appropriate.

What YOU do

Timing

Work alone on tfieir Action Plan, (20 minutes)

What the LEARNERS do

Handout 13:
'Creating an
action plan'
Handout 14:
'My action plan'

Resources

Purpose: to enable learners to make a basic plan for managing their time effectively over the next two weeks, with support from and for another learner.
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Ensure that the learners have set a date and time,
approximately two weeks from now, when they will contact
each other and discuss the success and difficulties that
they have experienced when putting their action plan into
practice. Explain that their role will be to encourage their
partner to adhere to their action plan and to challenge their
partner about their reasons for deviating from the action
plan.

07.45

Explain that it is OK for them to change their action plan,
but they should always aim to spend more time on Square
2 activities.

Ask the learners to find a partner with whom they will be
happy to discuss their plan now, and with whom they will be
happy to remain in contact after the course.
Ask each participant to discuss their action plan with their
partner, explaining why they have made those decisions.
Explain that they have 15 minutes for these activities.

What YOU do

07.30

Timing

•

•
•

Divide into pairs.
Share ideas from their action plan with their
partner.
Set a time and date to contact their partner to
discuss their progress and any frustrations
experienced when putting the action plan into
practice.

What the LEARNERS do
Resources
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Summary

Ask the learners if they have any final questions.
Discuss any unresolved queries.
Encourage the learners to make notes of the ideas written
on Flipcharts 2, 3, and 4 before they leave.
Thank the group for their time and their inputs.

•
•
•

08.00

07.55

Ask the learners to sit in a circle.
Show Flipchart 12.
Explain that the learners should, in turn, share their own
answers to those questions with the rest of the group.

•
•
•

07.50

Give out Handout 15 - the feedback form - and ask the
learners to fill it in and give it to you before they leave. Tell
the group that feedback is important in that it will help us to
improve the course in future.

Collect the feedback forms. These must be copied to your
Regional HR team, along with a list of the participants'
names.

•

•

•

What YOU do

Timing
Form a circle.
Share their answers to the questions on Flipchart
12 with the group,
Ask questions.
Take notes from Flipcharts 2, 3, and 4.

•
•

•
•

What the LEARNERS do

Purpose: to enable learners to identify their key learning points from the course.

Session 12

Handout 15:
'Feedback form'

Flipcharts 2, 3, 4

Flipchart 12:
'Summary'

Resources

TOTAL TIME:
10 minutes
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Handout 1a (for office-based staff)
What's the point?
Sam has attended a time-management course and returns to his work place the next
day to find a pile of paperwork and files on his desk. He can see that it is all new
work. A few hours later he has managed to re-organise the piles, but has not started
on any of the work.
His colleague, Agnes, comes to see him at lunchtime:
Agnes:

'I'm so pleased you are back - it was very busy yesterday. How was
the course?'

Sam:

'It was interesting, but it didn't really apply to the type of work that I do.
They spent a lot of time talking about setting goals and planning but it's impossible to do that in this job. As soon as you arrive at work,
there's a crisis that needs to be dealt with. The ideas on the course just
wouldn't work.'

Agnes:

'Why not?'

Sam:

Things here are always changing. If I tried to plan, my plan would be
out of date in a few hours. Also, the trainer didn't understand the type
of work that we do. He seemed to think that we work in a calm and
controllable environment.'

Agnes:

'But I thought that planning was meant to help you to get more control
over your work.'

Sam:

'Perhaps, but I'm just too creative to be restricted by all these timemanagement ideas. I don't think the course covered anything that
would make a difference to me.'

Discuss
•

What sort of impression do you think Sam's attitude creates with his manager
and with his colleagues?

•

What reasons might Sam have for behaving in this way?

•

If you were Sam's colleague, what would you say to him next?
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Handout 1b (for field-based staff)
What's the point?
Sam works as a driver for Oxfam. He has attended a time-management course and
returns to his work place the next day to find several messages and requests to take
people on various visits. He can see that these are all new and irregular requests. A
few hours later he has managed to take some people on visits, but he has not done
any of the vehicle safety checks or found time to buy diesel.
His colleague, Agnes, comes to see him at lunchtime:
Agnes:

'I'm so pleased you are back - it was very busy yesterday. How was
the course?'

Sam:

'It was interesting, but it didn't really apply to the type of work that I do.
They spent a lot of time talking about setting goals and planning - but
it's impossible to do that in this job. As soon as you arrive at work,
there's a crisis that needs to be dealt with. The ideas on the course just
wouldn't work.'

Agnes:

'Why not?'

Sam:

Things here are always changing. If I tried to make a plan, my plan
would be out of date in a few hours. Also, the trainer didn't understand
the type of work that we do. He seemed to think that we work in a calm
and controllable environment.'

Agnes:

'But I thought that planning was meant to help you to get more control
over your work.'

Sam:

'Perhaps, but I don't think the course covered anything that would
make a difference to me.'

Discuss
•

What sort of impression do you think Sam's attitude creates with his manager
and with his colleagues?

•

What reasons might Sam have for behaving in this way?

•

If you were Sam's colleague, what would you say to him next?
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Handout 2
Tributes
(Based on an idea presented in First Things First by Stephen Covey and
A. Roger Merrill, published by Simon & Schuster, 1994)

Imagine that you are at your sixtieth-birthday party. It's a wonderful celebration.
Many of your friends, family, former work colleagues, and associates from all
aspects of your life have come to celebrate with you. Imagine the place in as much
detail as you can: the food, decorations, people. In your mind's eye imagine each
individual as they stand up, one by one, to pay a tribute to you. Think of all the roles
that you have played in your life -father/mother, wife/husband, colleague, member
of the community, etc. - and imagine that you have fulfilled these roles to the utmost
of your potential. What would these people say in their tribute? What qualities would
you be remembered for? What contributions would they mention? Look around at
those people: what difference will you have made in their lives?
Try writing down the roles that you play in your life (for example: sister, friend,
manager). Next to each role, write down the statement of tribute that you would like
people at the party to make about you in each of these roles.

© Oxfam GB 2006 All rights reserved
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Handout 3
Writing your mission statement
Answering these questions may help:

What strengths do I have?
What strengths would others say that I have?
What are my hidden talents?
What aspects of other people's characters do I most admire?
Who has had the greatest impact on my life - why?
What things in my life have made me happiest - why?
What do I most enjoy doing?
What do I do in my work life that gives me the greatest sense of worth?
What do I do in my personal life that gives me the greatest sense of worth?
What would I do if there were no limits on me?
What are the goals that I would most like to achieve in my life?
If I had to list the most important things in my life, what would they be?
What would I most like to do and become in my life?
What is happening in my life that I like?
What is happening in my life that I don't like?
What do I want to change in my life?
What did I always dream of doing?

© Oxfam GB 2006 All rights reserved
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Handout 4
Sample mission statements

Example 1
I will be a loyal friend to the people who matter in my life. I will have a positive
outlook on the world and strive to see the best in others. I will make decisions based
on my own moral framework and will have the courage to resist activities that do not
fit in with my own view of the world.

Example 2
My mission is to be as fair and honest as I can in all my dealings with others, to be
known by others as a person of total integrity. I will support others in their learning
and development by sharing feedback regularly.

Example 3
I will do all that I can to achieve a balance in my life. I will be a good parent who
spends quality time with the family. I will also be a good worker who is appreciated
by colleagues and thanked by customers. I will make sure that there is time for me to
learn and to grow by seeking out new opportunities that interest and excite me.
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Handout 5
Identifying goals
Column A
The most important
aspects of my job are....

Column B
If I did one activity superbly
well and consistently, it would
have significant positive results
in this aspect of my job. That
activity is....

1

2

3

4

5

6

7

8
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Handout 6
Priorities
(Based on an idea presented in First Things First by Stephen Covey and
A. Roger Merrill, published by Simon & Schuster, 1994)
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Handout 7
Urgency and importance
The four squares
Square 1 Urgent and important
In this square we deal with a crisis or meet a deadline. We must spend time here,
because if we ignore the work in this square, we risk becoming overwhelmed.
However, some activities in this square started in Square 2 and moved into Square 1
only because we avoided doing them until they become urgent.
Square 2 Not urgent but important
In this square we plan, organise, do our best-quality work, and increase our skills.
Ignoring the work in this square usually means that it will eventually move into
Square 1. Spending more time on Square 2 activities reduces the tasks in Square 1.
Square 3 Urgent but not important
Activities in this square can be deceptive. It contains the jobs and tasks that make us
look and feel busy, but which are generally only important to someone else: for
example, chatting to casual visitors, making and answering unnecessary phone
calls, attending unnecessary meetings. It is easy to spend a lot of time in Square 3,
meeting other people's priorities.
Square 4 Neither urgent nor important
Here is where we waste time! We should not be working in this square at all. We
sometimes get so tired when working in 1 and 3 that we escape to work in Square 4.

Questions that people ask about the squares
1. How do I decide if an activity is a Square 1 activity or a Square 3 activity?
Is the urgent activity contributing to one of your important objectives? If not, it is
probably a Square 3 activity, or even a Square 4 activity.
2. Is it bad to be in Square 1?
No. Many people will spend a significant amount of time in Square 1 - emergency
workers such as doctors, nurses, fire fighters, etc. But it is important to ask yourself
why you are there. If the main reason why you are working there is urgency, then
you need to question if you are in fact working in Square 3.
3. How can I spend more time in Square 2?
If you want to spend more time in Square 2, you need to spend less time in Square
3. Square 3 activities may seem to be urgent, but they are seldom important.
4. What if I am in a Square 1 environment?
If you are in a role that has to operate almost entirely in Square 1, it is even more
important to make time for Square 2 activities, because these will build your capacity
to spend long periods of time in Square 1 activity.
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Handout 8
Questions about priorities
1. In which square do most of my activities take place?

2. How can I make more time for Square 2 activities?

3. What prevents me from doing more Square 2 activities?

4. How can I decide when a task is a Square 1 or a Square 2 activity?

5. What can I do to make some of my Square 1 activities into Square 2 activities?
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Handout 9 (2 pages)
Ideas for managing time
Preview each day: spend a few moments at
the beginning of the day to revisit your
plan for the week.
Ensure that you allocate time to your
'Square 2' activities well in advance.
Evaluate your week. Ask yourself:
• What goals did I achieve?
• What challenges did I encounter?
• Which 'square' did I spend most of my time in?

Allocate time in your diary for planning and thinking.

Identify the distribution lists that you don't need to be on.
Have your name removed from them.

Identify what meetings you don't need to go ... and stop going to them.

Set objectives for each meeting that you attend.

Recognise 'postponing' behaviour (Square 4 activities)
and stop it.
Do tasks that require maximum concentration at the time of day when your energy
is at its peak.
Finish what you start.
Allocate a percentage of your total time to each of your objectives.
(If you work five days a week, then each day in a two-week period is worth 10 per cent
of your time.)
Occasionally use an activity log to help you to analyse your use of time.
If certain people interrupt you more than others,
ask yourself the reason. Perhaps they have a need for training.
Remember that tasks rarely get easier or go away
because they have been postponed.

© Oxfam GB 2006 All rights reserved
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Plan to reward yourself when you finish a project.

Use a 'to do' list.
Set realistic target dates / deadlines.
Before you go on a trip for work, ask yourself
• do I really need to go?
• are there any practical alternatives?
Encourage people to produce their own solutions or recommendations.
This not only reduces interruptions to your work,
but is essential for their development.

And if you work in an office....
Delete unnecessary files from your computer and your filing cabinet
Keep your desk, filing cabinets,
and cupboards tidy.
Label files clearly.

Don't keep checking your in-box for emails all the time.
Check them only at set times during the day.
Analyse your telephone calls so that you know why you are getting them and what can be done to reduce unnecessary ones.
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Handout 10a
Case study (for office-based staff)
Sam arrives at work carrying several files. He sees that his desk is already covered
in memos, papers, and coffee cups, so he puts his files on the floor. He gathers up
the papers on his desk and pushes them into the top of his filing cabinet, telling
himself that he will sort them out properly later.
He switches on his computer and sees that he has 17 emails in his in-box. He opens
the first one and starts to work his way through the emails.
While he is replying to the fifth email, his phone rings. It's Agnes, telling him that he
is late for the monthly team meeting that started five minutes ago. Sam stops what
he is doing and goes to the meeting.
In the meeting, Sam is asked to contribute to a team project by making a phone call
to a supplier. He realises that he will need to write this down in order to remember to
do it. He borrows a pen from Agnes and writes the task down on a bus ticket that he
finds in his pocket. When he returns to his desk, he puts the bus ticket on top of the
pile of files on the floor.
Agnes comes to ask Sam for a document that she left with him last week. She waits
while Sam looks for the document. He looks in his in-tray, in his desk drawers, and
through the papers on his desk. He can't find it. He tells Agnes that he will look for it
when he tidies up his filing cabinet.
Sam sees a memo in his in-tray from the regional director. It is reminding him that his
annual report is due in at the end of the week. Sam hates writing this report; he can't
see why everyone regards it as important. He decides to water the plants in the
office and make a cup of coffee before finishing the report.
While Sam is drinking his coffee, his line manager, Jack, calls on the phone:
Jack:

'Hello Sam, can you come to my office now, please? I've had this
fantastic idea that will really help us to make our programmes more
effective. If you make a start on it today, you should be able to finish it
by the end of the week.'

Sam realises that he will have to work late every evening if he is to finish his
report as well as work on Jack's new idea. He puts his coffee cup on top of the pile
of files on the floor and goes to meet Sam.
Discuss
•

Identify the points at which Sam is not working effectively.

•

What could he do in each of these situations to improve the way in which he is
managing his time?
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Handout 10b
Case study (for field-based staff)
Sam arrives at work. He sees that the floor of the vehicle shed is covered with tools,
a spare tyre, and some empty diesel canisters. He gathers up these things and
pushes them into a corner of the shed, telling himself that he will sort them out
properly later.
He goes into the office and sees that he has ten messages making requests for
transport. There is also a note from his manager to say that vehicle maintenance is
overdue for this week. He starts to work his way through the messages.
While he is reading through his messages, a colleague comes to tell him that he is
late for the monthly team meeting that began minutes ago. Sam stops what he is
doing and goes to the meeting.
In the meeting Sam is asked to contribute to a team project by collecting some
materials from a supplier in the town. He realises that he will need to write this down
in order to remember to do it. He borrows a pen from Agnes and writes the task
down on a bus ticket that he finds in his pocket. When he gets back to his vehicle,
he puts the bus ticket on the dashboard.
Agnes comes to ask Sam for the receipts for some purchases that he made last
week with money from petty cash. Agnes waits while Sam looks for the receipts.
He looks in his wallet, in his pockets, and in the vehicle. He can't find them.
He tells Agnes he will look for them when he tidies up the vehicle.
Sam sees a memo in his in-tray from his manager. It is reminding him that his report
on the vehicle mileage, condition, and usage is due in at the end of the week.
Sam hates writing this report; he can't see why everyone regards it as important.
He decides to wash the vehicle and drink a glass of Coke before finishing the report.
Discuss
•

Identify the points at which Sam is not working effectively.

•

What could he do in each of these situations to improve the way in which he is
managing his time?
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Handout 11
Questions about time stealers and time wasters
What types of activity did you put into Square 3 and Square 4 on the flipchart?

These were your 'time stealers' and 'time wasters' for that day.

How could you manage these situations more effectively in future?

In what ways could you organise your desk, your office, your filing systems, etc.
more effectively?
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Handout 12
The three-part sentence
Structure your sentence as follows:
1. The first part to convey an understanding of the other person's needs.
2. The second part to explain how you feel.
3. The third part to state what you want.
In other words, you acknowledge what the other person wants, you communicate
how you feel, and you state what you want.
For example: 'I understand that you want me to finish this today, but I am very
concerned about cancelling my meeting with Tom, and so I need to prioritise that
above all else.'

Activity
Think of an occasion when someone asked you to take on more work, which
affected your other deadlines and priorities.
If you had used the three-part sentence in that conversation, what could you
have said?

With your partner, practise using the three-part sentence for your own real-life
illustration. For example:
My colleague:

We are having a meeting in five minutes about buying a
new photocopier. It would be really helpful if you joined us.'

Me:

7 understand that buying a new photocopier is necessary, but I
have already arranged to meet with Susie from our partner
organisation. It's important that I am not late, because that
would reflect badly on all of us. I need to keep my appointment
with Susie.'
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Handout 13 (to be used with Handout 14)
Creating an action plan
This is your opportunity to practise planning your time effectively. The guidelines
below suggest one way of doing this. You can adapt these ideas to suit your
individual needs and work situation.

1. Read again the tributes that you wrote for yourself at your 'sixtieth-birthday party'.
2. Look at your answers on Handout 5. Using your responses in Column B as a
guide, write down what your priority tasks are.
3. Check that these tasks are Square 2 (important but not urgent) activities.
4. Block out time for these activities on Handout 14. (You may not be able to
make time for all of them, but you should be able to make a start.)
5. Block out time to 'preview' your day each morning.
6. Block out time to evaluate your week at the end of your working week.
7. Block out time for your Square 1 (important and urgent) activities.
8. Add any existing commitments, such as meetings and appointments, but
remember to evaluate these and decide if they really need to be included.
9. Add in activities that will help you to work more efficiently: for example, organising
your filing, setting up your diary, training administrators, fixing broken office
equipment, discussing ways of working efficiently with your colleagues.
10. Block out time to repeat this process towards the end of week 2.
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Handout 14
My action plan (2 pages)

m

§
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Handout 15
Evaluation of Time-Management Course
Name (optional):

Date:

For each question where there is a scale, please circle the relevant number.
1. I understand the benefits of managing time effectively.
Strongly
Disagree

0

Strongly
Agree

1

2

3

4

5

2. I feel more confident to manage my time effectively as a result of this
course.
Strongly
Strongly
Disagree
Agree

0

1

2

3

4

5

3. As a result of this course I am able to use a wider variety of timemanagement techniques in order to manage my time effectively.
Strongly
Disagree

0

Strongly
Agree

1

2

3

4

5

Is there anything that could be done differently to raise any of the scores that
you have given?

How could the facilitator improve his/her skills in helping others to learn?

Thank you for taking the time to complete this course evaluation.
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Flipchart 1

Objectives
Know
• The benefits of having a favourable work / life balance
• The benefits of time management for achieving the aims of
our organisation
• The positive impact that effective systems can make ir\ the
work place

Feel
• Increased self-awareness in terms of how you approach
time management
• Increased confidence to acknowledge and discuss problems
relating to time management
• Increased confidence \n managing your workload

bo
• Practise working with tools that promote effective time
management
• Share ideas about effective time management
• Practise communicating effectively \r\ order to manage your
workload

Then be able to
• Choose from a variety of tools and communication skills to
improve your own time management
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Flipchart2

Using the computer to help to
manage your time (managing emails,
using an electronic diary effectively,
etc.)
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Flipchart 3

Organising your workload effectively
(how to plan, set goals, organise
tasks, etc.)
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Flipchart4

Managing interruptions (phone,
colleagues, manager, visitors, etc.)
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Flipchart 5

Agenda
Objectives
Introductions
The importance of effective time management
The benefits of effective time management
Identifying what's important
Break
Identifying goals at work
Prioritising
Lunch
Urgency and importance
Dealing with 'time stealers' and 'time wasters'
Break
Communicating for effective time management
Action planning
Summary
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Flipchart 6a
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Flipchart 6b: Example of how Flipchart 6a should / may look following
group discussion

Oxfam
Happier staff

More efficient
programmes

I'm more
motivated
More
efficient
I'm less
stressed
/
\
Better
mood
More
time with
kids
Time to
exercise

me

Able to take k ds
to school

Time to fix roof
of mum's house
>

family A friends
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Flipchart 7

Why aren't you
doing it?
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Flipchart 8
(Based on an idea presented in First Things First by Stephen Covey and
A. Roger Merrill, published by Simon & Schuster, 1994)
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Flipchart 9
(based on an idea presented in First Things First by Stephen Covey and
A. Roger Merrill, published by Simon & Schuster, 1994)

Urgency and importance squares

urgent

not urgent

1

2

3

4

+a
4£_

O

"tant

I"

+o
c

o

§
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FlipchartiO

The three-part sentence

convey empathy
explain how you feel
state what you want
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Flipchart 11

convey how you feel

' I understand that you want me to do this for you today,
explain how you feel \

however I feel that completing the work I promised to do for
Sue is really important,
state what you want

and so I need to prioritise that above all else'
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Flipchart12

What has been the most useful thing that you
have learned today?

State one thing that you will do differently as a
result of this course.
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Managing Yourself and Others: CD-ROM
The CD supplied with this publication contains files of all the materials that are
included in the book:
•

Recruitment and Selection

•

Coaching and Feedback

•

Time Management

On the CD the original English-language texts are accompanied by full translations
into French, Portuguese, and Spanish.
You will need Acrobat Reader to view these files. A copy is included on the CD.
Please install it first by clicking on the 'Reader' icon. It may take a few minutes
to install.
If you copy all the files from the CD to the hard drive of your computer, you will
speed up your access to the material. Create a folder in your hard drive, and then
copy all the files into that folder.
The Handout files for each module are presented in Word format, to allow them to
be adapted for use in particular contexts - subject to the copyright restrictions stated
at the front of this book.
Access to the external web sites included in the CD is possible only if you have an
Internet connection.

