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Stay on Top While You Get Away

magine yourself on your dream vaca- phone calls, and specify what should
I tion... lounging in the tropics far from  responded to immediately.

the demands of your job may comeg, | et go of control. Some people feel
tomind. Butfor many people, “gettingaway  compelled to constantly check up onthe
from it all” is becoming harder to office while they're away. If this is
do as work responsibilities increase and your tendency, give yourself permis-

technology makes people accessible wher- sion to take a complete break. Pursue
-ever they are. the other areas of your life, and learn
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Finding Time
During Your Day

One secret to managing you
time more effectively is to carve
out “chunks” of time in which
you can focus on your work with-
out interruption.Here are tips
for finding extra time:

00 Designate phonetime. Sched

=

ule a time at both the begin
ning and end of the day for
returning people’s phone calls
Plan tasks requiring concen
tration for the remaining parts
of your day, and take unex-
pected phone calls only wher
you're not working on one of
these tasks.

Reserve meeting time. Se
aside time for one-on-one
meetings that will guarantee
people your full attention.
Make sure others know not tg
interrupt your meetings ex-
cept under certain circum-

stances. This notonly commut
nicates that the person you're

meeting with is important to
you, but it also provides you
with the necessary time to work
together productively.

Keep out of the office. Try

working athome one day. Cret

ate ahome office envir-onmen
that's devoted strictly to work.

I

D

[

So how can you enjoy your vacation who you are apart from your work.

and still stay on top of things at the office’, Aim for no distractions. If you can'

Here are several suggestions: stop thinking about a certain work-

A Prepare foryourvaca- related matter, chec
tion beforehand. Once up on it so you ca
your vacation time is enjoy the rest of th
on your planner, out- day undistracted
line the details of what Recognize the bal
needs be accomplished g
before you go. Plan
small steps you can
complete gradually
rather than in a mag
rush right before yo
leave.

Plan for catch-up time .
afterwards. Reserve the first
day or two after your vacation for han-
dling everything that will pile up while  while you're away.

you're gone. A Examine your motivations. Your vaca-
Communicate how you can be reached. tion should be a time to gain fresh
Give a phone number or E-mail address perspective on your life — not a tempp-
that you can be reached at in an emer- rary escape. Ifyou're desperate to legve
gency, and make sure everyone knows your job, you may need to change your
exactly what signifies an emergency. Put job or your approach to dealing wit
someone in charge of your mail and stress in general.

sary calls and compul
sive ones, however.

A Be open for work-
related insights. People
often getfreshinsights
when they're doing
something completely unre
lated. Keep a small notepad handy for
any thoughts or ideas that you haye




Take Time for Family Meals

Skipping family dinnertime may mean that your

Giving Kids Free Time

hese days many children have schedules that rival that

children are skipping important physical and emotio aIT of a busy executive. Their time is booked with lessons,
nutrients as well. According to research in the Archives practices and homework, and they often rush straight
of Family Medicine, children who ate dinner with their from school to extracurricular activities without a break.
family frequently ate more dietary fiber, calcium, For these kids, “down time” is an unfamiliar part of their
iron, vitamins, fruits and vegetables than those whovocabulary.

didn’t. They also consumed less saturated fat, trans Nomatter how talented or well-rounded these busy kids may
fats, fried foods and soft drinks. In addition, a studype, they're actually missing the free time that's vital to their

conducted at the University of Nebraska confirmed thahealth, wholeness and development. Free time gives the body
spending time together as a family, including regular mealgnuch needed time to rest and allows the mind quiet time for
together, was an important component of strong, emotionself-awareness, reflection and daydreaming. Free time also

ally healthy families.
So what can you do

if your family doesn't

eat dinner together?,

You can:

A Squeeze in time for \\\&3
aquickmeal. Iflack \!
oftimeiswhatkeep
you from eating to
gether, make some¥
thing healthy that
doesn’t take long to prepare, such as sandwiches
fresh fruit and cut-up vegetables.

yogurt, or peanut butter sandwiches until then.
When a family meal isn’'t possible, avoid relying on

choose ones without a lot of fat, and teach kids to roun
out their meals with fruit and raw vegetables.

Schedule regular, consistent time to be with each othe
Nourish your children’s emotional health with interac-
tive play by doing sports, hobbies, games, or othe
activities together.

Enjoy your dinner. When the family does sit down to eat

friends.

So how do you know if
your child is doing too
much? Irritability and con-
stant fatigue in the morn-
ings and evenings can be

itbbvious signs. If the family

gives the mind a break so thatit can focus and concentrate better,
and it provides kids the op-
portunity to learn social
skills by spending unstruc-
tured time with family and

is in a perpetual rush to get

Plan for a late dinner, and snack beforehand. If dinner&1ings done at the last minute, the family schedule may be too
are delayed because of busy schedules, wait to aJight as well. To protect your children’s free time:
dinner together, and have people munch on fruit, cereal,] Permit them to choose one extracurricular activity during

the school year. Eliminate all other obligations.
[l Encourage an after-school break. Let them eat a snack,

ready-made meals. If you use frozen or prepared meals, socialize and relax before starting homework.

% Eat dinner together as a family. Avoid allowing anything
else to be scheduled during this time.

Plan duty-free weekends. Let everyone sleep in, and don'’t
‘ have anything planned for the entire day.

[1 Skip a lesson or practice sometimes. If your kids are
noticeably tired or have a test the next day, don't go.

u

don’'t answer the phone, and tape television show
instead of eating in front of the TV. Eat slowly, and
enjoy visiting with each other.

Source: The American Institute for Cancer Reseavehy.aicr.org

“Lord, give me the determination
and tenacity of a weed”
— Mrs. Leon R. Walters
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The Family Message Center

Create a family message center for your messa
Choose a central location, such as the kitchen, hallway
den, and post an erasable marker board, bulletin boar
notepad for recording messages. Family members can
leave phone messages, reminders and notes there s
everyone will know where to find them.
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PERSONAL DEVELOPMENT

Let Change Inspire Personal Growth in Life

hange. Does this word scare or

inspire you? Herbert Spencer

said, “A living thing is distin-
guished from a dead thing by the multi-
plicity of the changes at any moment
taking place init.” Change is evidence of
life. It's impossible to grow without

rors only proves that you have no inten-
tions of quitting them.

You can't stand still. You must go
forward and be open to adjustments that
improve you. The most unhappy people
are those who fear change.

It's been said many times: “You can't

",

change. Those who can't change their
minds can’t change anything. The trut
is, life is always at some turning point.

What people wantis progress —ifthe

make an omelet without breaking eggs.”
Accomplishmentautomatically resultsin
change. One change makes way for the
next, giving you the opportunity to grow.
can have it without change. Impossible! You must change to master change.
You mustchange and recognize thatchange Change, but don’t stop. Happy are the
is your greatest ally. People who nevetined to be by remaining what you arepeople who can adjust to a set of circum-
change their opinions never correct thei¥ohn Patterson said, “Only fools and deaﬂances without Surrendering their con-
mistakes. The fact is, the road to successen don't change their minds. Foolgictions. Open your armsto change with-
is always under construction. won't. Dead men can't.” The same kinchut letting go of your values.
Yesterday's formula for successis ofof thinking that's brought you to where  you are custom-built for change.
ten tomorrow’s recipe for failure. Theyou are today won't necessarily take yoygy're not a rock. At any point, at any
man who uses yesterday's methods #to where you want to go. Sante Boevgge, anyone can change. Avoid letting the
tOday1S W0r|d pI’Obably won't be in bUSi-diSCOVEI’ed th|S truth: “There are peOpquay you’ve a|Ways done it" keep you
ness tomorrow. Consider what Thomawhose watch stops at a certain hour asghm today’s opportunity.
Watson, the founder of the IBM Corporawho remain permanently at that age.”
tion, once said: “There is a world market Overcome your fear of change. It'sthdohn Mason, author and speaker, is the
for about five computers.” Where wouldunchangeable law of progress. Avoid be@under and president of Insight International.

IBM be today if Mr. Watson hadn’t beening the person whose mind is always ope"acgsglorli;gﬁtrmgﬁ:;ﬂg‘r’lgfag g'“éo?(% iggg
willing to change? , , P.O. ,

tonew ideas — prO_Vided they're the SAME1sa, OK 74155, or visitww. freshword..com
You can't become what you're des-old ones. Defending your faults and er-

Putting It in Words

The next time you're emotionally overloaded,
writing it out. Writing is a great way to help calm a
process your emotions until they’re under cont
Once you've acknowledged and worked through'y
feelings, you can then move on to deciding a cons
tive course of actiorWriting can help you:

[l Control anger. A lot of fighting and violent behé
ior is the result of not being able to communicate
feelings. Writing allows you to voice the hurt and frustration that provokes anger
without hurting yourself or others in the process.

Express sadness. Articulating feelings can help lift the sense of being overwhelmec
and confused. The next time you feel sad, write a letter or poem to someone abou
it. Much anguish can be soothed by expressing it to someone.

Process a difficult situation. Try writing down a detailed account of exactly what
happened. Write it as a newspaper report or as a chapter in the novel of your life
story. Then, put the record away somewhere, and leave it behind you.

Handling Criticism

When you find yourself being
criticized, turn a pain into an advan-
tage by learning from it.

You don’t have to defend your-
self. Instead, use it as an opportuni
for self-improvement.

Ask the person to explain the
problem, and look for ways that you
can change or eliminate misunder
standings in the future.

Even if the person is mistaken
you still have the chance to lear
more about people and to develg
more kindness, patience and forgive
ness in your life.
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PERSONAL TIME
Smart Shopping Tips

If you're not careful, a trip to the store can add more
to your closet without giving you anything more to wea
Here’'s how to shop for a wardrobe that you
can actually use:

A Establishaconvenient shopping routiMany people
plan for two or three major shopping trips each year.
By planning in advance for your clothing needs, you
can limit the tendency to buy more than you need

A Make a list of your needgvrite down the outfits and
items that you must add or replace. Think about g
upcoming events requiring something special that yo#
don't already have. Note the styles and fabrics that fit your

lifestyle. Then, stick to your list, so you can avoid the expensive consequeng

impulse buying.
A Rememberyour budg&et a limitto the amount of money you'll spéredoreyou
go. Your budget will help you further clarify what you really need versus what

want. For example, you may have to postpone buying casual clothes so that y¢

buy the fall and winter outfits you need for work.

A Aim for coordinationChoose two colors that look good on you that also go wel}

together. Build your wardrobe around this color scheme, selecting the majori

items in these colors. In addition, before buying anything, be sure you have at

two or three other pieces of clothing that you can wear with it.

A Get the perfect matchWhen looking for something to match an item that yg
already have, cut a small piece of fabric fromits inner seam, tape it to an index

and take it with you. Always compare fabric colors in natural light to guarantee
it's a good match.

A Create afashion notebodkook through magazines for colors, styles and outf
you like. Collect these pictures to help you know what to look for.

A Schedule sufficient timAvoid underestimating the amount of time it will take t
find what you need. Allow yourself plenty of time to look around, try things
and compare prices. On the other hand, stop before you get too worn out to
a good decision.

Moderate Exercise Is Best

Many people think that they must exercise longer, harder and faster
healthy. Contrary to popular opinion, however, moderate exercise is more
the way to go. Although strenuous exercise does improve aerobic capacity
and build stronger musclesjoderate exercise offers more overall health
benefits, which include:

[0 Controlling weight (just as effectively as strenuous exercise)
[0 Moderating blood pressure (just as effectively as strenuous exercise)
[0 Lowering stress and anxiety (even better than strenuous exercise does

to
oftep
be er

long run)

[1 Maintaining exercise as a long-term lifestyle (since it's more workable in the

Pat Answers

Dear Pat: My boss takes credit
for my work. | recently spent hun
dreds of hours on a big project, bu
when the senior managers singlep
him out as the “hero” for getting it
done, he just smiled and sai
“Thanks”, without one word about
my efforts. How do | get the recog
nition | deserve without getting m
bossangry?

Pat Answers: The best way to get
eg/v(pfat you want i:? to ask for it.
Arrange to meet with your boss and
tell him that you were disappointed
not to hear him acknowledge you
’)/l(jfi%rnd work and contributions to the
project. Let him know that being
acknowledged in that way is impor
Clant to you. Oddly enough, some
Y Qhnagers don'tunderstand that rec-
Ie@&ﬁition fortheir efforts is one of the
main reasons employees stay at their
Ujobs. It may have beenthathe was $o
CAthgry for recognition from his own
thebsses that he simply forgot to in
clude you in the glory. If so, orif he
tsjust didn’t understand that it mat
tered to you — and he’s a goo

orthe credit you deserve. Howeve
mikbe is actively “stealing” your
work for his own advancement

Are co-workers driving you
crazy? |s your boss out of
touch? Complex personnel
problems demand Pat
| Answers! Send questionsto
pat@patgrigadean.com. Pat
Grigadean is a professional mediator
trainer, and employee-relations specialist.
She writes Pat Answers in consultation wit
Haven Street-Allen, SPHR. © 2007 Pat
Grigadean.




Learning from Pain Mg kine Ethical Decisions

No one lives a life immune from _ _ ]
pain. Since it's inevitable, the one nfortunately, doing the right thing
choice you do have when pain comes U
your way is how you respond to it.

integrity. Ethics comes from the Greek

isn’t always easy in the business word “ethos,” meaning “character.”
world. When ethics and self-ad-

Character means having enough re-

You can either believe that youre Vvancement collide, you must make a de- spect for yourself to do what's right

unfairly fated to a miserable exist- Cision. The following are guidelines
ence, oryou can choose tolearn from for ethical decision-making:

and to consistently act like the kind of
person you want to be.

it and change for the bettefhe A Follow a moral standard. The core ofa Take others into consideration. When
next time you experience pain, ethicsisbelievinginandactingbyaset in doubt, remember the Golden Rule:

consider its benefits. Pain: of principles. This involves not

[ Provides an opportunity to grow ~ Only agreeingwithamoral

in character in a way that you  code, butalso obeying it
otherwise wouldn't. at all costs — even when

it's at your own expense.
Time and profit don't
justify exceptions.

A Recognize the spirit be

[1 Convinces you to change an area
of your life that you need to.

1 Reveals both your strengths and

weaknesses to you. ) - oh
y“ - hindalaw. Ethicsis morg
1 Smooths out the “rough spots”in than merely conforming
your personality. to a list of rules. Many
1 Humbles you from pride and stub- actions that are unethical
bornness to see your need. are technically legal.
[J Awakens your creative potential. Know the intent and rea-

0 Softens your heart to more fully ~ Sonbehindalaw, and apply

understand and care aboutthe pain 1t {0 cases beyond the external
of others. requirement.

[ Develops your strength and pa- A Aim for objectivity. As much as pos-

tience so you can withstand even sible, look at the situation objectively.

treat other people the way
that you want to be treated.
Always try to promote the
well-being of others
and to avoid decisions
whose consequences
would hurt them.

A Accommodate, but
don’'t compromise. In
some situations, you may
work with people who have
different customs and prac-
tices. As much as possible,
respect their way of doing
things, but never to the point of
violating your own principles.
A Seeyourselfas apartof acommunity.

Your business is both a part of the
business community and of society as

greater hardships. Imagine yourself as an outsider, and a whole. To bite the hand of the one

1 Shows you what really matters in
your life.

[ Pointsyoutohopeinandfocuson  from your own personal interests.
a greater purpose and future for

your life.

“The gem
cannot be
polished
without friction,
nor men
perfected
without trials.”

consider what this personwould think who feeds you is to put your own
about it. It's much harder to rational-
ize an action when you're detached ishes when it meets rather than ex-

existence injeopardy. Business flour-

ploits the needs of society.

A Strive to be a person of character and

Here are some time-management principles to practice:
Remember that good intentions aren’t good enough.
Complete at least one important objective each day.

Cut down on at least one time waster each week.

At the end of each day, plan your schedule for the next day.
On Friday, plan your schedule for the upcoming week.
Reserve a little personal time for yourself each day.

Live for what's important, not just to get things done.

— Chinese proverb Spend your time as if it were precious jewels.



PERSONAL GROWTH

[ ] [ ]
Building a Good Team

trengthening teamwork is one of the most effective a
Sinexpensive ways to improve your organization. Gog
teams counterbalance individual weaknesses and crez
climate of creativity and productivity that fosters both ind
vidual and corporate growtfihe following are the compo-
nents of a good team:

[l Identity and vision. /
good team has a we
defined identity and pu
pose. ltknows where it
going bothtodayandt
morrow, and it commt
nicates this direction
its members clearl
Members believe thattl
team will be successful and recognize their personal resp
sibility in making it a success.

Communication. Members express their opinions and res
vations freely and go to a designated person to sugg
overall improvements for the team. New ideas are enco
aged and considered. News is spread quickly — withg
gossip — so that each member feels informed and an imf
tant part of the team.

Fairness. In a good team, jobs are distributed in a hierar
that everyone can accept. People never feel slighted or
they must carry the brunt of the workload. The team ha
clear set of standards and promptly corrects those w
deviate from them.

Efficiency. Team members work consistently most of th
time instead of in periods of busyness and inactivity th
create stress and boredom. Members use equipment
sources and people’s skills to their best advantage and ki
how to make the most of the budget.

Organization. The team has procedures for handling pr
lems and emergencies and uses an outlined process
resolving conflicts and disagreements. The teamis resou
ful at rallying after unforeseen losses.

Emotional stability. Team members generally work with

Capitalize on Group Learning

A team is greater than the sum of its parts. When t
ndnembers combine theirindividual talents, the results m
dply. Likewise, when people share their insights and kng
Atedge with the group, the group’s resulting knowledge L
- iIsgreater than whatany one personinitknows. This prg
of collaborative learning can benefit workers in everyth
from group projects to planning meetingie primary
steps to the group learning process are as follows

e Make ateam goal. Decide what objectives the teamw
to accomplish. Determine the skills and informat
members will need to acquire in order to complete th
objectives.

DOr-

chy

ike

S & |dentify the talents and needs of group members. W,

ho individual talents and skills do members possess? W
contributions can members make to the group? W

e  areas are people lacking in?

ate Assign tasks according to ability. Put employees

re- charge of teaching the group about the areas the

now knowledgeable in. This may take the form of a form

presentation, handouts, or an informal discussion.

bbe Exchange. Include a question and answer period

eam
ulti-
wl-
Dase
cess

ing

hat
hat
hat

in
y're
al

ter

for each teaching. Give feedback about the presentation
rce- and its material so that both the teacher and the group

will learn from it.

pa]
A

sense of optimism and rarely complain. There isn't an
atmosphere of fear or despondency caused by frequent
scolding, arguments, or misunderstandings.

Appreciation. Members are recognized and praised for their
contributions to the team and its success. Members are
commended in both individual and group contexts, and the
team expresses its appreciation in ways that suit members’
individual personalities.

“The player who puts the ball
through the hoop has 10 hands”’

John Wooden




COMMUNICATION
Taking the Leading Role at Company Meetings

ou've attended scores of them. Probably even a fewStay outin frontif youintend to lead. Nothing frustrates and
this week. And for some reason, the thought of sitting turns off meeting attendees more than having a leader who
in another one leaves you nauseated. They're calleddoesn’t take control. State your role at the beginning and
meetings, and they’re an integral part of business life. what authority the group will have. Do you simply intend to
Actually, they're a pretty good idea. Gather a group of facilitate the discussion or tell them how you'll discuss each
talented people, pool their resources and expertise, hash outlea and come to decisions? Are you going to keep the
some issues, devise a game plan, and everyone is the better fdiscussion moving or abdicate that responsibility to others
it. Unfortunately, not all meetings follow this agenda. Instead, randomly? Are you going to be a silent observer, or do you
busy people with complicated schedules reluctantly congregateplan to throw in your two cents worth as well? You don't
to venttheir frustrations, complicate matters and pontificate pethave to have all the answers, do all the talking, or make all

peeves. And everyone ends up with more
work.

Meetings are here to stay, and sooner or
later, you'll probably be asked to lead one,
Understand the basics of how to conduc
meeting, and you'll be known as one wha
gets things doneTo lead an efficient
and successful meeting:

e Meet for the right reasons. When you
call a meeting, know the reason.
Skip it if you have nothing special to
discuss, if you don’t need others’ input,
if you've already made up your mind
about a course of action, or if getting
others involved would only complicate
your plan. Do call ameeting if you need
to present information to a lot of people

the decisions, but you should be out in front.
Either lead or give the responsibility to some-
one else and get out of the way.

e Selectattendees carefully. Selecting your list
of attendees is as important as the issues you
discuss. Ask the right people, and you have a
good chance of a lively, informed and useful
exchange of ideas. Ask the wrong people, and
you establish a war zone. Use the following
checklist: Who can provide necessary expert
advice? Who has experience with this issue?
Who will support your cause?
Who will oppose your cause? Whose commit-
ment do you need to “make it happen™? Don't
seek popular people, persuasive people, or
positioned people — seek the right people for
your purpose.

?U'Ck%hand don’t vy(?nt t? write It{tlf you “Y)V""”F !’r}put. Own the setting. Just as an athlete has a distinct advantage
fom ofners on youridea, it youwantto gain ‘buy In-1rom -, o, competing on his home field, so can a meeting

the team, or ifyouwantto motivate and energize them abouﬁ‘acilitator. Know the turf, and you control the meeting.

an idea. Ifyou want authority and a no-nonsense atmosphere, sched-
e Setanagenda. Some people think thatagendas lend too mucehe the boardroom. If you want an energized group, go for

structure to a meeting, that people can’t be awell-litconference room. Foraninformal chitchat session,

spontaneous, or that the atmosphere will be too formal.try someone’s office. If you wantto play host, provide coffee

That's like saying if you plan for a vacation by packing the or snacks in a parlor, or schedule the meeting for a nice

right clothes, arranging for transportation and deciding restaurant. Your guests will feel obligated to be civil and

on a destination, that you can'’t relax and be spontaneougven compliant.

along the way. Agendas are merely road maps that lead t

your .destlnatlon. Use them or get Iogt. When Igadln & the most efficient and effective way of getting quality work

meeting, set an agenda, and stick to it. Use active ver She quickly, completely and on time

summarize in a sentence the issue at hand, and let the group ’ '

know what you expect on each issue —“for discussion on|ygs

“to collect data,” or “for decision.” Whether you follow the

agenda or take an occasional detour, having an agenda

give others the peace of mind that the meeting is goi

somewhere.

(Meetings don’thave to be another “necessary evil.” They can

By Dianna Booher, author, speaker, and CEO of Booher Consultants,
aDallas-based communications training firm. Her programs include
communication and life balance/productivity. She has published more
than 40 books, including Communicate with Confidence®, Speak with
Confidence®, and Your Signature Work®. Call (817) 868-1200 or visit
www.booher.com
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TIMESAVERS

Disaster Supplies

A disaster supplies kit can be
lifesaver in an emergendeep the
following supplies on hand:

[] Three-day supply of water (on
gallon per person per day)

Nonperishable food items
First-aid kit

Clothes, socks and shoes (one
for each person)

Blankets or sleeping bags (one fi
each person)

Flashlight

Radio (battery powered)
Batteries

Sanitation supplies

Cash

Credit card or traveler’s checks
Extra set of car keys

Important family documents (in
waterproof container)

Prescription medications
Extra pairs of glasses

0
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adults, or people with disabilitie

Store these and other necess
items in sturdy containers that a
easy to carry, such as duffle bag
backpacks, or covered trash cans.

Special items for babies, olde
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othing can be more unexpected
than a natural disaster. While
you may not know when one is

Find outthe kinds of disasters that may
affect your area. Obtain information
on how to prepare for each kind, and
discuss with your family whatto doin
case one occurs.

Learn how to recognize the warning
signals in your community. Everyone
should be able to recognize what these
signals sound like and should know
what to do when they hear them.
Decide on the best ways to stay in or
escape from your home. Know the]
places that are safe to stay in your
home, and find at least two ways to
escape from each room.

Designate a meeting place. Choose
one place directly outside your home
to meet at after a disaster. Also select
alocation outside your neighborhood
in case you can't go back home.
Meetwith neighbors. Plan how people
inthe neighborhood can work together
until help arrives. Identify the special

Preparing for a Natural Dlsaster

N

coming, it pays to be prepared for one
ahead of timeHere's how you can
prepare your home for a disaster:

skills and needs of your neighbors, and
arrange for childcare in the event that
parents can't get home.

Ask an out-of-state friend or family
member to be your contact person.
Long distance numbers are often easier
to call after a disaster. People can then
call your contact person to say where
they are in case you get separated.
Conduct practice drills regularly. Do
practice fire and emergency drills in
your home. Quiz family members ev-
ery sixmonths onwhat they should do
if a disaster were to happen.

Source: The American Red Cross. For more information, wisir.redcross.org




