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CALM FROM CHAOS






Notes relating to Calm from Chaos Lifetime plan:

Steps to draw your own Practical and Functional Timetable.

Consider what you do each work day.

Do you just get yourself ready for work, or do you attend to pets (e.g. walk your dog(s), get your children ready for school, attend to parents needs or take some time for meditation and exercise routines for yourself.

Is it the same each day, or are the variables – school term, days of the week or weekends.

What is truly important to you and what can you vary, negotiate or share with someone else.

How do you discuss and plan any changes to this routine?  Do you need to formalize your conversations around changes or can they be loose and free and easy?

BE REALISTIC.  THINGS TAKE MORE TIME THAN YOU THINK.

Consider:  How much you have to do each morning.  How long does it take for you to do these things?  How long does it take others?  What is the best-case scenario, what is the worst-case scenario?

In the worst case – what happens and do you have to ring anyone?  Where is their telephone number(s)?  

Think – time to have a shower, get dressed, iron clothes (do it the night before), pack a briefcase or school bags, organize lunches and homework, exercise, cooking breakfast, tidying up and doing dishes/ laundry/ housework.  Finish dressing – cleaning teeth, applying makeup, fixing hair/ tie, cleaning shoes etc.  Try to get clothes sorted out the night before and bags packed the night before.

How do you travel to work?  How much time does it take?  What is the impact of weather (e.g. wet weather on your travel times? Are you aware of any road works, road closures, public transport strikes, school term and “slow traffic zones” or other traffic problems that will impact on your travel times)?  If you know of any of these things, set your alarm earlier so that you have time for them.

Work – what are your hours?  Are they fixed?  Do you work towards RDOs?  When do you take an RDO and what is planned for them?  Do you have set times for morning and afternoon tea?  Can you do light exercise during your day at work or during your meal breaks?

Do you have a regular meeting time?  - E.g. management meetings, networking meetings, toolbox talks etc.  Schedule these in on the relevant days (and don’t forget to include travel or commute times if relevant).

Take your day apart – the most common problem I found while completing office ergonomics assessments and trainings over nearly 20 years is that people do not realize just what they do each day, and tend to underestimate the amount of time they spend doing each task. …

Do you bill your day by the minute, increments of an hour, at a day rate or are you a wage and salary earner?

Schedule your daily tasks – emails, reports, reading (e.g. magazines, newspapers and other research materials), etc

Is lunch at a fixed time?  Do you take lunch each day?  Do you exercise each day?

Do you travel interstate or internationally with your business?  What does this do to your schedule (before, during and after your trip)?

Do you leave work at the same time each day?  Do you have to shop for household items, food, and dinner?  Do you have to take children to after school activities?  Do you go to night school or classes?  Do you watch television or go out?  Do you have particular evenings for different meetings – once a week, once a fortnight or monthly?

Would it suit you to have a daily, weekly or monthly calendar or all?

Use a different colour for each aspect of your life – work, meetings, social, family, (even a different colour for each family member), exercise, personal time, etc.  Many people actually schedule in “couple time” so that they can make sure that they have a regular catch up time, no matter how busy they are.   Use colours that you like so that you will enjoy looking at, creating and using YOUR calendar.

There are no set rules for working out your calendar.  Think about what suits you – do you want every moment accounted for, or do you want “broad picture and outlines” set up?  If you think it is too limiting and contrived, you will not use it – so make it something that reflects you and your life style and beliefs, actions and values.

Make it something that is easy for you to use – if you like adding details onto your computer and having everything “sync” together (emails, telephone, PA/VA etc) then make sure you are using software applications that you like and can manage.  If you prefer to write this information and stick it on the fridge door – do so.  Make it is something you find easy, practical and functional for you!

Do you want to include your weekend or days off so that there is some structure around these days?

If you are working on project development, do you need to schedule your daily tasks in hour or 30 minute blocks?  What worked for you when you were at school?

If you need assistance in moving your life from Chaos to Calm, please email me sharonne@sharonnephillips.com or visit my website www.sharonnephillips.com and subscribe to my newsletter for inspirational tips and resources.

Guiding you from Chaos to Calm. 
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