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Dear Friends and Colleagues at W.I.S.D. I 
hope that some of the early school year 
dust has settled and you have been able to 
establish some healthy and productive 
routines. 
 
Many of us have found that poor time 
management is a big source of stress in our 
personal and professional life. If you wish to 
reassess the way you are spending your 
time, you may want to look at some 
leading time wasters that researchers have 
found interfere with efficient use of time. 
  
Not surprising to many of you, the 
telephone with its disruptions and 
interruptions is one of the most frequent 
sources of time mismanagement. If you are 
in a business, try to let someone besides 
yourself serve as the “screener” so you can 
become involved in important tasks and 
carry them through to completion. 
For those managing a household, a simple, 
“I am busy now, may I call you back?” often 
minimizes the disruption and enables the 
completion of home tasks. 
 
 Lack of priorities and the inability or 
unwillingness to set deadlines often is a 
source of time mismanagement. An often-
used technique is to write down how we 
spend our time. We can thus increase our 
awareness of ineffective use of time. 
 
Making a “to-do” list sets priorities and 
goals. Sticking to the list can increase 
effective time management. If a trip to a 
store across town is needed to pick up 
items, calling ahead to see if those items 
are available saves time and energy. 
 
  

 
Attending or conducting a meeting 
without an agenda or without time limits is 
a great time waster. Having an effective 
chairman keep the meeting on schedule 
increases the effectiveness of time spent. 
Sending out written memorandums in lieu 
of meetings can save much time if 
feedback from a group is not needed. 
 
 Learning to delegate responsibility and 
communicating needs to the members of 
the organization, asking them to carry out 
goals, can cut down on a lot of wasted 
time. Setting aside free time for recreation 
and rest can help make better use of 
scheduled work time. Having all our time 
scheduled as work time can produce 
feelings of fatigue and burnout. 
 
 Perhaps one of the biggest time wasters is 
the inability to say no. Trying to please 
everyone, over commitment and over 
scheduling can lead to feelings of 
frustration and psychological distress. 
The tendency to consider too many things 
as crises often leads to poor time 
management. Learning to tell the 
difference between “real” problems and 
the problems that can wait is a necessity for 
all of us. 
 
The life of an educator is very challenging, 
requiring multiple strengths, talents, 
experience and a love for young people. In 
order to meet the professional challenges 
you face you need to make self-care a 
priority. If you find that you need some 
assistance with the inevitable speed bumps 
and pot holes that you encounter in your 
daily routine, please remember the 
Employee Assistance Program provided to 
the employees of W.I. S. D. as well as the 
information that can be found on my web 
site www.haplecrone.com and my blog 
site www.wacotrib.com/hap . 
Thank you for the fine professional service 
that you provide to our children.  
Hap LeCrone    
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