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"My thoughts arc running after
birds' eggs, plav, ancl trif ' les, t i l l  I get
vexed with rnysclf. iVlatnrna has a
troublcsome task to keep rne studving.
I own I an'r ashamecl of rnyself. . . . I arn
cieterrninecl this week to bc rtrorc
di l igent . "

Such was the frustration expressetl
by a 9-year-old future president of the
Unite d States, John Adams (as related
inJohn Ii. Kennedv's P'nJilcs in
C o ura ge). Young Adarns, acldressing
his father, concluded: "I wish, sir, you
would give rne in writ ing some instruc-
tions with regard to the use of mv
tirne."

Educators of the 1990s n.right not
find themselves hunting bircls' eggs
frequently, but they certainly can relate
toJohn At larns ' rurnro i l  in  t ry ing t , r
manage time. It 's something l ike
trying to manage the wind. Time is
not a substance that is subject to our
will. It comes our way every day,
whether we ask for it or not.

Time is the dimension with which
we live, rnove, and work. And all of us
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have the same amount: 1,440 minutes
every day. Unlike money, time can't
be stored for furure use. We cooe with
our crowded schetlules .,ne dav at a
tll-ne.

Gelting Orgonized
Time is not the problem: it 's how

we use i t  that can cause oroblems. The
efl 'ect ive usc of t i rne hegins r. t i th self-
management. I f  you can't  organize
yourself,  you wil l  be possessecl by your
watch, your calendar, or the people you
are trying t() scrve. Mastcring the art
of gett ing things t lor.re in an organized
lnanner must becol l tc a waV of l i fe f i rr
eclucators zrnd pastors. Few people are
born proficient in this art;  we lnust
learn i t .  Many of us nevcr <lo.

Whot Reolly Counts?
I t 's not how rnuch we clo with our

t irnc that 61;un1q-i1'c how much we
real ly get done. Our goal musr be
cloing the r ight thing r ight and doing i t
r ight the f irst t i rne. 

' [-his 
involvcs

priori t izing thc t l .r inss we do. Meybe
it 's what the apostle Paul hacl in rnind
when he wrote : "So t le careful how you
lct.  .  .  .  Make the rnost of every
opportunity you have firr iloing goocl"
(F ,phcs ians  5 :  I  5 ,  l6 ,  TLB) .

Give Yoursell o (hedup
Many of us are unlware of the

rr.rany l i tde wavs we squancler t i rne. I f
you have questions about that, take a
break frorn reading this article ancl clo
the  25-po in t  chcckup on  page 15 .

Nl done? Look over y()ur answcrs.
If there is a "no," review the subject
and cleterrninc what you can do to
correct the dcficiency. 

-l'he 
price of

effectively rnanaginpl ourselves is
eternal vigi lance, but the rewards are
well  worth i t .

Gelling Rid of lime Wosters
'firne 

has an ur€iency attached to it.
Jesus said, "I must work the works of
him that sent me, while it is dav: the
night cometh when no man can work"
(fohn 9:4). The great pioneer mission-
ary Robert Moffatt felt this when he
described time in relationship to
winning people: "We shall have all
eternity in which to celebrate our
victories, but we have only one short
hour before the sunset in which to win
them."

'{ ' istt*: 
s^v u#l t'h*

Jx'r"r/":/*:vrr: il" ir f*ru;ii' lj'r"

tf.\"{' j/ f funi {vt{t i:t,tr{.ti:'

l ' t ' r thf  r t t t '

Sensing the lateness ofthe hour
helps us make the best use of our t irne
both insicle and outside the classrtxrrn.

Ihe Urgent Versus the lmportonf
Balancing the urgenr with the

inrportant is our ever-present concern.
(]eneral lv speaking, thc urgent has vital
short-tcrm consequenccs, but the
irnportant has long-terrn c()nscquences.
I think of Peter Drucker's obseruation:
"More peoplc are interesretl  in doine
rh ings  r igh t  than in  t lo ins  rhe  r ighr
things." I Icre's whcre eff iciency ancl
effect iveness cornc into olav: Thc
c l ' f i t ' i cncv  cx l )c r t  says ,  " l )o  t l re  jo l r
r ight." 

' l 'he 
e f l 'cct ivene ss cxperr s:rys,

"Do thc r ight job r ipJht."
Thc grid bclow might help rrs.
Beginning in the lowcr lef i  corncr

with quadrant A, the non-urgent ani l
uni lnportant, wc f ind pcoplc who lrc
caught with thc "shuff les." T'hcy don't

reallv know where to rurn to escape the
trifling rninutia that dernand arrenrion.

E,ducational administrators and
teachcrs  o t ten  lace  such s i tua t ions .
Flere u'e find the clernands of the
tr ivial,  the unirnportant, the inconse-
quential,  thc irrelevant. You know, the
puny problems. Sometinres the junk

mai l .

Quadrant B boi ls down to rhe
urgent but unimportant i tems. Sorne-
one did a survev on a leacler 's urgcnt
te lephone interruptions vl 'hi lc in
personal conference with sorneone clse.
' l 'he 

rcsults: 70 percent ofthe tcle-
phonc cal ls werc less irnportant than
the issues involvecl in the pcrsonal
conversatl()n.

You'vc probably hcard about the
[i0/20 rulc. I t 's a gcneral principlc of
l i f 'e. l iund-raiscrs reporr that f lO
percent of clon:rt ior-rs corne f iorn 20
percent ofthc pcople. And according
to thc l l0/20 rulc, we rend ro spcnd f iO

I)ercent of our t iurc on what produces
just 20 perccnt of the results. Appar-
c n t l v  w c  t l c v , r t c  r r r o s l  o l ' o r r r  l i r l c  t o
tha t  wh ich  rnay  be  urgent  bu t  o f ten
turns out tO be unirtr l tortant.

As  c ( lu ( ' : l t (  ) r : i  : rn t l  : r r l r r t in is l  r : l t (  ) rs  we
must work towarcl nrrnins this U0l20
ratio aroun(I.  Let 's spcr-rd our t i lnc on
things that bring the srclrrest resulrs.

Now back to our gricl .  ,Qurrdrant ( l

L?{IMPORTAIIT --- -- IMPORTAI,{T

URGENT BUT
LINIA4PORTANT

B

THE 80/20
LEADER

URGENT &
WTPOKIANT

C

THE CzuSIS
LEADER

NON-URGENT & I NON-LRGENT
LTNIA/TPORTANT I BUT IMPORTANT

THE SHLT'FLER iHEPLANNER
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cal ls fbr the urgent and the irnportant.
At f l rst this rnar,-seem to be a good
place to be t iperating. \ \ trat 's \ l ' rong

u.i th doing the important? \othing.
tsut i f  the important i tern is alq,avs in
the urgent posit ion, you've got a crisis.

' l ' herc  
r t re  t i t t tes  r ' r  hc t t  c r i s is

leaclership is the u'av to go. I f  there is a
f ire in the house, that 's urgent-ancl
inrprirtant. But u,ho wants to be
putt ing out f i res el 'e n' t lavi 

' I 'hcrc 
is :r

bctter u,at '  to nranage the rvork u c t lo
u' i thin the t irne f ianres u'c have .

' l 'his 
brines r-rs to t lulclrrrnt I) ,  g i th

i ts non-urge nt l)ut inlp()rt l rnt cle rr.rcr-rts.
I f  votr rrs tc.rchcr can tnrlv derr l  rvi th the
irnportant be f irre the irnport:rnt be-
cornes r lrgent, vou r lrc l  lv inncrl  Yor-r
u' i l l  not onlv slr. 'c t inre , l rut sr lve the
ne crl  to nr ' .rnuircture cncrgv bursts thlrt
frrrstrrrtc \ ,<lu antl  e vcrt l rot lr '  : trountl

v ( ) u -

fr'fs*Ering f lte {m't *d"

getting tlsings done ix

n n a?'gsn ized rrto'trrcfl'
'n|u.tt hecsme 0 wot-

oJ-l,f'

I  Ioi i  t lo \ 'ou ge t into t l-r is f i l rr th
t l trarlrrtnt? \-ou orqlniz.e' .rnd priori t ize

vour  l i f c .  ( iood  p l r rnn ing  r ion ' t  r id  vou
of :r l l  r 'otrr l -rrrssles or " l iqhtu eights,"
lrut i t  r i  i l l  he lp voLr evrr lr-rrrte u he re \ 'oLr
nrrrv lre oper:rt ing frorn in thc rnrrnt '
si turtt iot-ts tr lr  f :rce even't l : tr ' .  I f  vou
spe n t l  r r ros t  o i  r 'our  t in re  on  the

important rather than the urgent, vou
u'ill accornplish much rnore than most
other people-and thus save a u'hale of
:r lot of t inrc.

l lere are some hints that can help
us make the best use of t ime:

1. Be industrious but not over-
an-xiously busy.

' l 'he 
l l ible says "a relaxecl att i tude

lcngthcr-rs a r.nan's l i fe" (Proverbs

1-l:30, 
' l 'LB). 

Sokrnron's ar.raloql '  about
rrnts h:rs nruch to teach us on this point.
' l 'hev 

busi lv but calrnlv clo u.hatcvcr
needs to get ckine.

2. Avoid spinning your wheels.
Bc l ike IIarr ' .  Arnong ,r l l  the things

cl:rrnoring f irr  attcntion, kccp focused
on u'h: l t 's l l lost i lnportant.

3. Do i t  now if  possible.
Postponing sonrething that can be

rlone irnnrcdi ir telt '  u'astes t irne . I , 'or cx-
: r rnp lc ,  i f  a  rnerno  in  \ r ru r  hanc ls  shou l r l
bc processed irnrnediatelv but vou sct i t
asit le f i rr  late r lct ion, t l -rat 's ineff icie nt
rrs rvel l  as strcss-pro(lucing.

4. Share your workload.
I lanr'  of r 'ou havc rcaclcrs or

te:tcher rr icle s. Sonre of vou clon't  ut i-
l i ze  thern  to  the  i r  h r l l  po tcn t ia l .  

' l ' hen

there are volunteers. \ \ 'e ' re re:r l l r , '  rniss-
ing  ou t  ( )n  th is  score  .  

' l ' h is  
k ind  o f  he lp

is rrvrr i lable r ls neve r be f irre-pcople are
l i v ing  longe r  r rnd  re  t i r i r . rg  e  l r l ie  r .  \ \ ' e
ne erl  to trrp into this qrovinq pool of
t,r lcr-rt.

5. Use your time twice.
I)urinq rrrur travel t i rnc t 'ou cen l is-

ten to audiocrlssettc trrpes. Or f l l l  thern
u i th Vour orvn dictrrt ion-\ '()ur crcatiVe
th i r rk ing ,  p lann ing  ideas ,  o r  uhatever .

6. Chart your energy rycle.
Sorne people rrrc "rnorning people."

' I 'hcr '  
:rrc reldt '  to qo rvhen their fect

hit  the fbor rrt  6:(X) l .rn. Others-u'el l ,
r lon't  talk to them f irr thc frrst -10 nrin-
utes ir-r t l -re nrorningl 

-I-het '  
clon't  reacl-r

their peak of productivin'  unti l  latcr in
the  t l : r r  .  (  .h l t r t  \  ( )u r  r  ) \ \  n  energv  c t  c lc
ancl u'r irk acctircl inglr ' .

7. Settle trifles quickly.
I t 's surprising hou rnuch t irr .rc this

ci ln save. I f  i t  doesn't  nrlke anv par-
t i cu l r r r  t l i l ' l e rence uh ich  ur rv  i t  goes .
sett le i t  quicklvl  \ \hich route shoulcl
u'e take? Lit t le or no dif ference-
sett le i t  no$' l

8. El iminate the things you
shouldn't be doing.

F.ven' teacher should ask these two
vital questions: (1) \ \hat arn I doins
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that should not be done bv rne-or by
anyone else? (\\rfiat can I stop doing
and no one will be afTected or knor,r' the
difTerence?) (2) \ \hat arn I doing that
should or could be clone bl 'someone
else? Delegnte is the one-word ans\r.er
here. When vou assign a t:rsk to sorne-
one else, also give that person enough
authoritv to get the job done.

9. Develop foresight.
Insieht is one thingl;  foresight is

quitc another. Foresight deals u' i th the
future, and the hrftrre t lemands plan-
ning. Lit t le planning t irne rncans rnorc
work t inre . Aclequatc planning t irne
nrcans less work t ime . And t l ' re total
t inrc (work t irne ancl plrnninr t i rnc)
r l , i l l  be lcss u'hen planning t inrc is r isht.

' l ' l -rc 
vrr lue of plrrnnine ahcrrd is as

va l id  as  th is  tex t :  " I f your  l xe  i s  du l l
ancl you clon't  shirrpen i t ,  vou u' i l l  havc
to work harder to use i t .  I t  is sl l t . ; l r tcr
to  p lan  aheac l "  ( [ . cc les ias tes  l0 :10 ,-fFr\).

I f  you ckrn't  t lo regular and effect ivc
Iong-rangc pl irnninEl, \ 'ou are not tak-
ing vour job very seriouslv. Whcr-r rou
r lo  t ' l ' l c t  t i r  e  p l : r r r r r i r rq .  \  o t r  s : r r  c  t i rnc .

Sl ice i t  any wrly 1'ou choose anrl Yotr
u' i l l  entl  up u' i th thcsc f irur ko' t lucs-
t iOr-rs in l l rnOst rtnV iJrca ()f  trrur tcrrch-
ing rrnd arhnir-r istrat ion:

. \Vhcre :rrc we Iroui
o \\hcre do wc u'ant to go?
. I Iow wil l  we gct t l .rcre ?
. lkrw w,i l l  we know u,c hlve ar-

r i vcd?
10. Schedule regular meetings.
' l 'his 

c:rn save evervbodv's t inrc.
Aclrninistrators, principals, herd terrch-
ers, st ir f l ,  and parents sl ' rould knon,
fnrnr rnonth to nx)nth when rncetings
wil l  convene. I f  you ur-rcxpectecl ly
sunrnon people, t l -rev have to adjust
their scheclulcs. 

' l 'hat 's 
not alwavs

eirsy, and thev don't  l ike i t .  ( i rantcd,

sorne rneetings can't  be rrnt icipated.
But f i rr  those that can-schedule thernl

Furthermore, 1'ou don't  havc to
meet just because vou are schecluled to.
l f there isn't  an agenda, cancel the
meeting. No one u.i l l  be too upsetj

11. Plan for the unexpected.
In your dai lv schedule, pr()granr

some t ime fbr the unavoidable, unex-
pected things that always happen. You
u'ill have feu'er stress s1'rnptorns, and
tttavhe er cn t i ,u er ulccrs.

12. Make a "to do" list.
Here 's  a  good hah i r  to  ser  in ro .

List u,hat neecls rt i  bc done fbr the dat-
l r rd  fo r  the  r r  rck .  :u r t l  then  pr i ,  r r i t i ze -
attack the mir jor duties f irst.  Ask vour-
sc l t .  " \ \h ich  c lcph . . rn t  r r  i l l  I  co  r r i i r . r  ro -
clayj" Then \ou r. lon't  f- ind yourself

\ t 'ast ing t irne stontping thc tnts those
tr i ' , ' ial  detai ls. Sorne people rnlke rr ca-
rccr of hur-rt ing ants instead of e le-
phants. \ \hl ' :  

' Iho 
eet a quickcr ki l l ,

:rncl thus e l .r ighcr botly count. IJut
u  h : t t  : t  u  l t s te  , , i  lh , t l  , ,nc  l t rc t  io r r :  r ' t . -
source \\ 'e al l  have: our t i l r le i

- l ' inre 
is irreversible, irreplrrcerblc,

ir-rclast ic, and keeps on l ' rrppening. Al l

of us have the sarne 60 rninutes in rrn
hciur. 

- I-he 
sarne 168 hours each u'eek,

the sarne -16,5 davs each r,car. \ \hat
rnakes us ef lect ive is q'ett ine org:inized
antl  tnanaginq ourselves q'el l .  , ' -

Don Rt'.1,noltls is rrtt rtssiltunt to thr (]cnuzr/
( )ott.t'r rrnt prtsifu nt.frn' spt:cit I pt'o.jtts tt ntl tli -
n'ctar of- L'l:r'itirrn I tnlu'ship Suttittrrt's. Ht,
tt' itts.fi'an r J I o u n t I'trn o n, ( ) lt i a.

. 1 d r p t u l b.1, p c rn i : s i o t r .f n n t r \li nist r'1, .'f n 1 7 I 1 1 1 1,
I 992.

1. Do I have-in writ ing-a clearly defined set of l i fet ime goals? yes_ N0_
2. Do I have a similar set 0f goals forthe next six months? Yes_ No_
3. Have I done anything today to move me closer t0 my l i fet ime g0als? yes_
No_
4. Do I have a clear idea of what I want to accomplish at w0rk during the
coming week? Yes_ No_
5. Do ltackle the most important tasks during my prime t ime? yes_ No_
6. Do lconcentrate on objectives instead of procedures, judging mysell  by
acc0mplishment instead 0f by amount of activity? Yes_ No_
7. Do I set pri0ri t ies according to importance, n0t urgency? Yes_ No_
B. Do I make constructive use 01 commuting t ime? Yes_ No_
9. Do I delegate as much work as possible? Yes_ No_
10.  Do lde legate chal lenging jobs as wel las r0ut ine 0nes? Yes_ No.-
11. Do I delegate authority along with responsibi l i ty? Yes_ No_
12. Have ltaken steps to prevent unneeded information and publications fr0m
reaching my desk and intruding on my t ime? Yes_ No_
13.  When debat ing whether to f i le  someth ing,  do l fo l lowthe pr inc ip le  " l f  in
doubt, throw it  out"? Yes_ No_
14.  In  meet ings,  do l t ry to  crysta l l ize what the issues are and summar ize the
decisions made and responsibi l i t ies assigned? Yes_ No_
15. Do I force myself to make minor decisions quickly? Yes_ No_
16. Am I on guard againstthe repetit ive crisis, taking steps t0 make sure that i t
won't occur again? YeS_ No_
17. Do I set deadlines for myself and others? Yes_ No_
18. Do I force myself to make t ime to plan? Yes_ No_
19. Have I discontinued any unprofitable activit ies recently? Yes_ No_
20. Do I keep in my pocket 0r briefcase things I can work on in spare m0-
ments? Yes_ No_
21. Do I l ive in the present, thinking in terms 0f what needs t0 be done now
instead of rehashing the past 0r w0rrying about the future? Yes_ No_
22. Do I make peri0dic use 0f a t ime log to avoid backsliding into unproductive
routines? Yes_ No_
23. Am I continually str iving to establish habits that wil l  make me more
effective? Yes_ No_
24. Do I keep in mind the dollar value of my t ime? Yes_ No_
25. Am I really in c0ntrol of my activit ies, or do circumstances and needless
interruptions run my l i fe? Yes_ No_
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