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	Topic
	Procedures
	Reference/ Resources

	GENERAL

	Job Descriptions
	Senior Teacher, Head Teacher and Teacher job descriptions are available on the website.
	


	Relievers


	Relievers List

· The Association regularly updates the relievers list and emails it through to the kindergartens. 

· If suitable relievers come to your notice encourage them to contact the Association for a Relievers Pack or print one off for them from the Association Website. 

· This will provide them with an opportunity to be included on the list. 

· Also, if you know of relievers on the list who are no longer available or whose details have changed, please contact Human Resources Officer.

Relievers Induction

· On arrival take the reliever through the Guidelines for Relievers, Visitors, Volunteers, and Contractors in Kindergartens (displayed on your wall).

· Discuss any children who need extra support.

· Ensure the reliever knows to complete the Relieving Teacher Weekly Timesheet (yellow). 

· The Head Teacher needs to sign this, or a Teacher if the Head Teacher is absent.

· Any new reliever must send in an IR330 and a bank deposit slip to the Assn with their completed timesheet.

· In All Day License Kindergartens the reliever must sign the SHC2 form either each day or each week if working more than one day.

· If an All Day license kindergarten has an untrained reliever, they are required to keep information about trying to get a trained reliever.

Long Term Relievers

· If you need a long term reliever please contact the Association and a relieving teacher will be organised. 

· A teacher in a long term relieving position needs to be included in the team just as if they held the position.


	· Policy and procedure Guide (Section 5) – Relievers and Travel Expenses for Day to Day and Short Term Relieving Teachers.
· Relievers List

· Guidelines for Relievers, Visitors, Volunteers, and Contractors in Kindergartens (copy on website)
· Staff Hour Count Instructions

	
	Short Term Relieving

· The responsibility for finding a reliever in most areas is generally the responsibility of the Reliever Coordinator. Currently Levin and Kapiti Kindergartens are still responsible for finding their own relievers and who does this is worked out by the team.

· Usually either the teacher who is going to be absent,  or the Head Teacher, contact the Relievers Coordinator. She will confirm who the reliever is.  If she cannot find a reliever she will contact the Duty ST to discuss possible solutions. 

· It is a good idea to talk with two or three parents who are interested in being an emergency reliever.

· If a reliever cannot be found the Association should be notified asap.
	


	Team Self Review


	· The processes identifying aspects of a teams practice for self review and identifying goals to work on with your Senior Teacher have recently been updated (Nov 2007)  .  Remember, it is a flexible process so please read the introduction and the explanation of the process so it can be as meaningful as possible for your team.

· The front page of each Team Self Review that you undertake should be sent to your Senior Teacher.

· Senior Teachers support the process by working with the team on aspects of their practice. 

The support  can be:

· discussion on how you would like to be supported in the process , including what information you may gather data on as part of the review

· helping  to provide information and professional development opportunities;

· observations; 

· readings; 

· critical friend;

· Involvement in evaluation that revisits the journey the team has been undertaking.


	· Team Self Review Guidelines  



	Individual Appraisal
	· The purpose of this process is to enable you to identify specific aspects of your practice, through self appraisal, for in-depth focus and development through out the year.

· The appraisal process links with the Satisfactory Teacher Criteria/Job Description/DOPS/Professional Standards for Kindergarten Teachers. 

· There are two formal meetings during the year where Teachers and Head Teachers have an opportunity to discuss the Teacher’s individual appraisal goals and their progress towards meeting them. Teachers and Head teachers are expected to touch base about appraisal at least once each term 

· Similarly Head Teachers meet with their Senior Teacher.

· Guidelines for undertaking these meetings are in the kit.


	· Individual Appraisal Kit (available on Website)


	Professional Development
	· We believe that professional development, which is linked to appraisal, improves our practice and is essential for the continuing growth and professionalism of Teachers, Head Teachers, Senior Teachers and Management.  

· We believe that teachers should be committed to a process of ongoing reflection, learning and development, and should be motivated to access professional development opportunities.

· We consider that meaningful and relevant professional development should be targeted to meet the needs of the individuals and teaching teams 

· Ongoing professional development is essential to enable teachers to maintain their Teacher Registration.
	· Policy and procedure Guide  (Section 5) -

· Professional Development for Teachers and Head Teachers. 

· Study Grant Assistance

· Teacher Exchange Days

· Teacher Release Days

· Professional Development Opportunities for the current year

	
	Workshops and Courses provided by the Association
· The goals teachers set for themselves through the Individual Appraisal process are analysed by the Senior Teacher team and used to develop the professional development calendar for the following year.

· At the beginning of each year a full Professional Development Calendar of workshops and courses provided by the Association is sent out to each kindergarten.

· Each year a Teachers Conference is held in the July Term Break

· You are also able to apply for any other courses if there are places available. 

· These courses are usually held in the term breaks.

· At the end of each year the Association sends out certificates for the courses and workshops you have attended through the Association. 

· It is important to keep these as evidence for maintaining ongoing teacher registration.

First Aid Courses

· The Association provides First Aid courses which you are automatically booked on to ensure your certificate is current. These courses are held in the term breaks, as they now need to be a full day course. If you want to organise to attend one at a more suitable time, the association will pay the cost up to the level of what the Association is currently paying per teacher

Other Support for Professional Development Provided by the Association

· Along with Senior Teacher support, the Association provides study assistance, teacher release days, teacher exchange days, readings from professional journals and a small library. 

Other Sources of Professional Development

· The Association encourages you to also access professional development offered by other providers e.g. Whole Centre Professional Development, TRCC , Qualification Upgrades.

· You may apply for study grant assistance for some courses – please see the policy for more details.

Teachers Professional Development Folder 

· During induction each teacher receives a folder to keep records of all Professional Development they undertake and their individual appraisal packages.

· This folder needs to be kept at the kindergarten.
	· Policy and Procedure guide (Section 1)

Borrowing Resources

· Refer to Teaching and Learning Section for further information.



	Registration


	Provisional and Subject to Confirmation Registration

· Before a teacher can be confirmed in a permanent position they must have  a current practising certificate. When a new teacher joins the team who is not fully registered they need to apply for Provisional Registration or Registration  Subject to Confirmation They are known as “Registrants”.

· Their Tutor Teacher will meet with them to develop a registration contract that will outline the roles for those involved. This is carried out in consultation with their Senior Teacher. 

· The Teacher then is responsible for driving the process. 

· The Association pays the cost of moving from Provisional to Full Registration, while the Teacher is responsible for paying all other costs such as renewing their practising certificates .

Re-registration

· All Teachers are required to renew their practicing certificate every 3 years. We suggest you write a reminder in your diary for six weeks in advance of  the renewal date.  

· The expiry date is on your practising certificate.

· The Teachers Council will send you a reminder letter. 

· You will need to either download the form (TC 3) from the website or contact the Teachers’ Council to send out the forms. 

· Your Senior Teacher needs to sign your form and before doing this they need to sight your record of all the professional development, through the Association and outside, that you have undertaken during the last 3 years. 

· Copies of your appraisal also need to be available. 

· All of this documentation needs to be kept in your Professional Development Folder. 
	· Refer to the WRFKA registration Kit

	Appointments
	Applying for a Vacancy
· All vacancies that are for a year or more are advertised in the NZ Education Gazette.

· Application forms can be requested from the Human Resources Officer.

· The Gazette will tell you the closing date for applications.

· Short listing for jobs is generally done the week after applications close and you will be contacted to come in for an interview if shortlisted.

· Once interviews are completed, referential follow up is done and then the job is offered to the successful applicant.

· Unsuccessful interviewees are contacted personally

· Unsuccessful applicants who are not shortlisted are notified by the Human Resources Officer. 

· Written acceptance by the successful candidate needs to be sent in to the Association asap. 

· If you are applying for a Head Teachers job the appointments interview panel is made up of the Senior teacher for the kindergarten, an experienced head teacher and usually the General Manager. If you have applied for a Teachers job the interview panel is made up of the Senior teacher and Head teacher for the kindergarten and either the  General Manager or another Senior Teacher.

If You Have a Vacancy at Your Kindergarten.

· The teacher who is resigning needs to send in a written resignation letter to the Human Resources Officer. (email is fine)

· The job description is sent to the Head Teacher and the committee to look at and update if necessary

· The Human Resources Officer places the job in the Education Gazette. 

· Once all applications are sent in The Human Resources officer sends out the applicants CV’s to the interview panel. If the job is for a teacher then the applications will be sent to the Head Teacher.

· Applicants will be short-listed by those on the interview panel and then interview appointments are made by the Human Resources Officer.

· Interviews are held and the successful candidate is notified by the Human Resources Officer and  offered the position.

· The teaching team and committee are informed of who the successful applicant is and their expected start date

· Please see below for a suggested programme for induction of new staff members. 
	· Policy and Procedure Guide  (Section 5) –

Appointments

·  NZ Education Gazette



	Equal Employment Opportunities
	· The Association has a current EEO policy which ensures that all employees and applicants are treated according to their skills, qualifications and abilities.
	· Policy and Procedure Guide  



	Staff List
	· An updated staff list of all teachers within the Association and which kindergarten they teach at is made available to kindergartens at least once a year.


	· The current staff list is emailed out periodically to all kindergartens.

	Code Of Ethics
	· Guidance for discussing ethical dilemmas and making decisions can be found in the two references given .
	· Early Childhood Education Code of Ethics  for Aotearoa/New Zealand  (An NZEI publication)

· Code of Ethics for Registered Teachers (NZ Teachers Council publication) This can also be found on the NZ teachers Council  website.                                

	Support Staff
	· The Association has a policy of employing support staff in every kindergarten for a certain number of hours each week (8 hours for 2009)

· Please see the Support Staff Kit for suggestions of how to appoint Support Staff and contract documents.

· The Head Teacher is responsible for developing a job description and managing the work of support staff.  Suggestions for this can be found in the support staff kit.

· A committee and Teaching Team may decide to employ support staff for more hours if the cost is covered by their operating allocation. 

· Any variations in hours or days worked over the term need to be noted on the Head Teacher Weekly Return, (Pinks).

· When a support staff resigns the Association must receive two weeks’ notice of the resignation.

· Support Staff Kit

· Support Staff Manual


	

	Head Teacher Responsibilities

	Leadership
	· Included in this section of the Manual is information on leadership.


	

	Team Building 
	· The process for  developing team routines and a shared  Teaching Philosophy can be found in the Philosophy Kit, Kua Hikoi o ngā Tikanga me Tangata Mauri mo Tātou

· Further information about team building and the stages of team development is included in this section.

· Induction for new head teachers is provided in regular network meetings.

· Mentoring and leadership courses are offered each year by the Association
	· Philosophy Kit, Kua Hikoi o ngā Tikanga me Tangata Mauri mo Tātou



	Facilitation of Meetings 
	The main meetings you will have to facilitate as a Head Teacher are:

· Staff/team meetings

· IP meetings

· Meetings with parents, whānau/caregivers 

· Appraisal meetings with your teaching team

· Pre-entry/induction to kindergarten meetings

· Other meetings you will have a significant involvement in are committee meetings.

· Although you have no voting rights on decisions that are made, you are often facilitating and supporting the meeting process to ensure that parents and whānau are involved positively in the decision making process. 

·  You will also be expected to meet regularly with any Teacher on your team who is undergoing registration at your kindergarten. 
	

	Staff/Team Meetings
	· Regular staff/team meetings should be held at least every two or three weeks.  

· Prepare an agenda and make sure that all teachers have an opportunity to add to the agenda.  

· Make the agenda available prior to the meeting so that everyone has had time to think about the issues that might come forward.  

· Minutes need to be recorded for each meeting. Refer to the template for this in the Administration and Overview section of this Manual and on the Website.
· The tasks of facilitation and minute taking should be shared by all teachers, but the Head Teacher should establish the procedures and take responsibility for the over-all process.
	

	Induction of New Team Members
	· Included in this section of the Manual is a suggested Induction Programme for Head Teachers to use with a new staff member.

· An induction meeting is held each term for teachers new to the Association.
	

	Head Teacher Professional Release time
	· All Head Teachers are entitled to eight hours release per term
	· Employment Agreement

· WRFKA policy (draft) 

	Time Saving Ideas
	A list of timesaving ideas is included.


	


	RESPONSIBILITIES OF AN OUTGOING HEAD TEACHER



	Team
	Leave details on the following

· A copy of the current support staff job description and contact details
· A list of relievers the kindergarten uses
· Staff Hour Count information

	

	Buildings and Grounds


	Leave details on the following:

· Alarm/security systems, firm etc.

· a list of current key holders

· plans for the handing over of your key to the new Head Teacher

· labelling and location of keys to shed/animal cages/gates etc

· heating and ventilation systems – how they work, any regular maintenance required

· animal and food routines, minders for weekends 

· rubbish disposal arrangements 

· cleaner’s contract, name and contact details 
· names of people employed for tasks such as mowing lawns,

	

	Committee
	Leave details on the following: 

· a list of current committee members, positions, current tasks, contact numbers and any other helpful information  

· committee meeting times

· current responsibilities or projects that the committee is working on.

· any information that must go into the next committee report

· committee meetings minutes, orderly and up to date. 
	

	Curriculum
	Leave details on the following: 

· Planning and evaluation processes

· Assessment procedures and child portfolio/profile information
	

	Children
	Leave details on the following:

· Specific health/medical needs of children

· Children with special needs, IDP plans, ESW contacts, agency contacts

· Custody cases, child protection orders

· Children for whom there are specific concerns – abuse, behaviour.

· Documentation of concerns about whānau or specific incidents
	

	Administration
	Leave instructions for the location of the following:

· Filing cabinet key

· Supervision Rosters

· Daily Routines

· Policy File

· Communication Systems eg mail

· Contacts for suppliers if appropriate e.g. art supplies


	

	Recent Information File
	· Ensure the attendance registers are up to date

· List children who have been given a date to start and their start dates

· Leave your most recent newsletter

· List any planned events e.g. excursions, celebrations, visitors, school visits

· Information on the child collection record if a daily system operates

· Information on current teacher trainees

· Parent help roster information
	

	
	
	

	
	
	


INDUCTION PROGRAMME

For Head Teacher to use with new teachers (this is currently being reviewed)

	Suggested Timeline
	Induction Programme
	Completed

	Before New Teacher Starts 
	· Letter of Appointment received by Head teacher and committee.

· Information to team advising the new team member’s name and broad responsibilities. 

· Names and phone numbers of other team members provided to new team member along with any other relevant information.

· The Association Powhiri for new staff is held at the Whole staff meeting at the beginning of each year and induction meetings are held each term.
	

	Week One 
	· Welcome new staff member and introduce to team.

· Show new team member Te Pukapuka Ako and WRFKA Policy and Procedure Guide on website.

· Ensure new team member has completed any required forms eg IRD forms and pay information.

· Inform teacher about keys, alarms, mail, contacts eg Association, Senior Teacher.

· Introduce them to routines, location of important documentation, procedures for money, pets, any children with special needs, introduction to ESW, custody issues, existing potential hazards.

· Ensure new team member can successfully access computer and email, including introducing them to KOMS (ensure they have passwords for KOMS and Teachers section of Association Website)

· Ensure comfortable work environment, such as a place to put personal items.

· Introduce to committee.

· Visit by Senior Teacher who will provide Professional Development folder. Senior Teacher to go over main points in this Manual and answer any questions.


	

	Week Two
	· Team meeting to discuss any issues arising.

· Begin to work through team routines section of Philosophy Kit , including discussing a process for raising any questions, raising concerns and discussing issues as you work towards developing a reflexive culture  
	

	Week Three
	· Introduce new teacher to registration/individual appraisal  and  familiarise them  with team self review process and goals.

· Suggest that you introduce new teacher to other teams working nearby.
	

	Week Four
	· Visit to Association office.


	

	Over next two to four months
	· begin working on developing Team Philosophy
	


LEADERSHIP CHARACTERISTICS AND MANAGEMENT ROLE

Leadership and management roles have distinctive characteristics and as a Head Teacher you will need to display both in your daily work.  Kindergarten management is about running the kindergarten smoothly and efficiently, making sure the teaching team is functioning well, resources are available, administration systems are in place, routines are appropriate for children and the needs of parents and families are met.  

Leadership goes beyond the basics of management.  It requires you to have a vision for the kindergarten, the teaching team, children and families, a clear philosophy, values, and goals.  As a leader you are required to be a motivator, creator of ideas, planner, supporter, researcher and educator.  Sound leadership demands personal and professional qualities of a high standard and requires the leader to bring a human touch to the job.  Management is about the basic organisation, functioning and daily efficiency of the kindergarten and the team.

Some tips on good leadership attributes came from a teacher refresher course.

· be able to relate well and comfortably with all members of the team

· see yourself as a part of the team, and be involved in team effort

· demonstrate an openness in considering other points of view, and acknowledge that others may have better ideas

· actively seek ongoing education

· be enthusiastic about having meetings to motivate the team and deal with issues which arise; also keep enthusiasm high

· share the vision of the organisation and pass it on to team members, and have regular measurement procedures in place

· make sure that goals are clearly defined; also ensure that team members know and understand them

· be willing to listen to and get alongside individual team members in a positive way, and encourage them to do the same with each other 

· be prepared to comfort in a positive way when appropriate and necessary

· if things are going wrong within the team, bring it out in the open and deal with it as soon as possible

· be capable of pouring oil on troubled waters when necessary, but always be objective

· be the anchorperson, and be prepared to take responsibility when necessary

· analyse the needs of the team collectively and individually

· learn how to best meet these needs

· develop superb listening skills

· find the incentives which motivate the individuals within the team – and the team itself

The following reading is from an unknown source:

LEADERSHIP STYLES

The functions of the manager/leader may be achieved by using different leadership styles.  Generally three types of leadership are distinguished: laissez-faire, democratic and authoritarian.  Each type actually designates a class of leadership within which there is considerable variation; these leadership styles exist on a continuum, yet there is enough difference among the styles – at least in their pure forms – to warrant our considering them as different approaches to leadership.  In the real world these three styles inevitably appear in varied forms. 

LAISSEZ-FAIRE

The laissez-faire leader allows the group to develop and progress on its own and even allows it to make its own mistakes.  This leader gives up or denies any real leadership authority.  This type may well be called a non-leadership style rather than a leadership style.  The laissez-faire “leader” does answer questions or provide relevant information, when specifically asked.  This leader gives little if any support to the group members; at the same time this leader does not punish and so is non-threatening.  No initiative is taken in directing or suggesting alternative courses of action.

DEMOCRATIC LEADER

The democratic leader provides direction but allows the group to develop and progress the way the members wish.  The group members are encouraged to determine group goals and group procedures.  The democratic leader stimulates self direction of the group members.  Unlike the laissez-faire leader, the democratic leader does give the members support and does contribute suggestions for direction and alternative courses of action.  Always, however, this leader allows the group to make its own decisions.  This style of leadership encourages adult to adult relationships.

AUTHORITARIAN LEADERSHIP

This leader determines the group policies or makes decisions without consulting or securing agreement from the group members.  This leader is impersonal, and communication goes to the leader and from the leader but rarely from member to member.  This leader attempts to minimise intragroup communication.  In this way the leader’s role becomes even more important.

This authoritarian leader assumes most responsibility for the progress of the group and wants no interference from group members.  This person is concerned with getting the group to accept his or her decisions.  It should be noted that this leader often satisfies the group’s psychological needs; she or he rewards and punishes the group like any parent does.  Like a parent, the leader concentrates responsibility on himself or herself.

CONFLICT RESOLUTION WITHIN TEACHING TEAMS

The Teaching Team spends many hours every day in close contact with one another.  The job of teaching brings with it daily stresses associated with children, parents and tasks of teaching.  Good team relationships are a priority. 

The Head Teacher must take responsibility for ensuring contentious issues and conflict are dealt with.  Ignoring rather than diffusing contention only increases the conflict.  Open and honest discussion of issues is necessary in order to achieve positive resolution amongst team members.

Factors that may impact negatively on the working environment and promote conflict include:

· Unreasonable job pressure

· Poorly defined tasks

· Unclear expectations about the job

· Prior history of conflict

· Favouritism to one teacher

· Threatening style of management

· With-holding of information

· Lack of recognition for tasks well done

· Confusion/secrecy about changes in the environment

STEPS TO TAKE TO RESOLVE CONFLICT

1.
Identify the problem with the teacher/team – what’s going on here? Why?

2.
Identify the goal with the teacher/team – what do we want? Where do we want to be?

3.
Identify the process for reaching the goal and the factors that may impede the process – what’s the best route to get there? How shall we get there? Who needs to do what?

WORK WITH TEAM MEMBERS THROUGH ISSUES OF: 

· Philosophy

· Values and personal beliefs

· Individual needs

· Communication channels and styles

The head teacher must be assertive when dealing with team conflict.  Some tips to remember when ‘being assertive’ are: 

· Decide what you want

· Be clear and specific

· Support what you say by how you say it

· Don’t be manipulated or sidetracked

· Listen 

· Aim for ‘win-win’

REMEMBER TO CALL IN YOUR SENIOR TEACHER IF ATTEMPTS AT CONFLICT RESOLUTION ARE NOT SUCCESSFUL

STAGES OF GROUP DEVELOPMENT

Groups are not static.  They change and grow even though the membership may stay the same.  Relationships between group members will alter over time, and the tasks which the group faces will provide different challenges and demand different behaviour.  Many theorists and observers of groups have commented on the stages of such development, and the implications of such changes for those responsible for guiding the group’s efforts.

In their book, Lifeskills Teahing, Barrie Hopson and Mike Scally identify four stages in student groups:  their observation applies with equal validity to the development of teacher groups, or any other groups of adults come to that.  Some of these stages are actually quite uncomfortable to the members and the leader.  Knowing that such discomfort can be expected is a great help, reassuring that the group can get through the difficult time and emerge stronger on the other side.  Without such reassurance some groups retreat, never achieving the positive outcomes which could result by just keeping going.

Hopson and Scally describe these four stages as –

“forming……storming……….norming…………performing”

Forming:  group members may

· Try to define the nature and boundaries of their task or role

· Grumble about aspects of the task or the setting

· Intellectualise or talk about irrelevancies

· Appear suspicious of the task or each other

· Be dependent on the leader

· Attempt to organise each other

· Participate hesitantly

Storming:  group members may

· Begin to question the value of what they’re doing

· Challenge the group leader, its work and methods

· Begin to display irritation, frustration, and even hostility

· Resist self-disclosure and appear defensive

· Display rivalry, opposition and argument

· Become either very active or passive

Norming:   group members may

· Begin to be more open with each other

· Begin to express feelings constructively

· Begin to re-define the task helpfully

· Ask and give opinions and decide the value of contributions to the achievement of the task

· Start feeling like a group or team, and clarifying how they want to work

· Develop closer relationships

· Become concerned about unity and consensus

· Cooperate more and cease to challenge.

Performing:  group members may

· Really pursue the task and work for its accomplishment

· Contribute and invite each other to do so

· Show greater understanding of the task

· Show less concern for interpersonal issues as these have mostly been resolved

· Challenge each other when appropriate in the interests of achieving the agreed outcome

· Feel confident about ‘where they are’ and where they are going

· Work very effectively and achieve a great deal.

Hopson and Scally then add:

“A group leader aware of these stages will be able to monitor the development of groups s/he is working with, and help them to work through the difficult formative stages.

It will be important to build in the possibility of success and achievement to assist the group’s development, as experiencing these will weld the members more closely together, more quickly.  The leader should ensure that within each session/meeting groups can recognise some accomplishment, and some progress towards the task.  In recognising the stages, the leader is less likely to become discouraged if, at times, little progress appears to be made.  Patience and persistence are needed at those times, encouragement and support rather than frustration or blame.”

In The One Minute Manager Builds High Performing Teams, Kenneth Blanchard and his colleagues describe a similar phenomenon of group development in slightly different terms.  They speak of –

“orientation…………dissatisfaction…………….resolution…………….production”

and the description of these stages is almost identical to the Hopson and Scally model.  Here again it is emphasised that these stages are to be both expected and welcomed as signs that the group is actually developing.

“Effective team leaders adjust their style to provide what the group can’t provide for itself.

The most important function of a team leader is to help the group move through the stages of development.”

This concept of the group or team leader’s role is described as:

SITUATIONAL TEAM LEADERSHIP

EFFECTIVE TIME SAVING IDEAS

(Adapted from Davidson, J. ‘Effective Time Management’)

1.  Write down ideas.  Do not trust them to memory.

2.  Set your priorities first thing in the morning before any work gets underway.

3.  If you work with a group have a priority setting meeting early in the day.

4.  Use you high productive hours for your more demanding tasks.

5.  Do not over schedule.  Leave some time free from appointments.

6.  Tackle time consuming projects in stages.

7.  Delegate to others tasks they are capable of doing.  Accept that others may do the job as effectively (or better!) than you.

8.  Teach team members how to perform tasks, so you can delegate in the future.

9.  Concentrate on one task at a time.

10.  When a day’s work is taxing, try and get out, even briefly at lunchtime.

11.  Use your low productivity hours for easy-to-do tasks.

12.  Plan non-contact time effectively.

13.  Have a place for everything.

14.  Keep your desk/office free of papers/resources that you do not currently need.

15.  Set reasonable deadlines for yourself and others.

16.  Don’t delay decision making unnecessarily.  If further information is not likely to change the decision, don’t wait any longer to decide.

17.  Keep paper work up to date.

18.  If not clear, ask – don’t assume.  You might save a lot of time!

19.  Use staff meetings to exchange time saving ideas.

20.  Use an agenda for staff meetings.

21.  Keep meetings to the specified times.

22.  Allocate tasks as appropriate.

