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What are your time sponges? 

In the case of very popular suggestions, the number of people who wrote each sponge and each suggestion are recorded in brackets.
Phone calls

· Prioritise phone calls

Talkative colleagues (7)
· Be tactful with colleagues and say “I have only 5 minutes free” (2)
· Put a “do not disturb” sign on the door or in your calendar (4)
· Say “can we talk later?”

· Find a conversation stopper or effective closure “I’ll catch up with you later” (2)
· Don’t start a non-work-related or irrelevant conversation 

· Set aside a defined time

· Set ground rules

· Agree to meet at lunchtime to catch up

Gossip

· Move rooms

· Only gossip at break times

· Ignore it

People calling in to the office

· Gentle notice on the door that if the door is closed, you are really busy – “Please call back when door is open”
Emails (13)

· Only look at emails at certain times during the day e.g. 1pm and 3pm (10)

· Start with deleting all the ones that are irrelevant (2)
· Try to ring-fence certain times of day for answering emails

· Making responses brief

· Chasing up unanswered queries

· Make folders for each subject

· Set up an automatic forward so group emails go direct to a separate folder (5)
· Read later if pushed

· Make folders for all subject areas

· Break down the number to be answered and answer briefly 
· Turn off the sound that tells you they have arrived in your in box

· Sort into “Bin”, “Deal with” or “Save”

· Identify the most important ones by the sender

· Use Outlook flag system to prioritise and track action

· Chunking email sessions or filing less important emails for a once-a-week session
“Emergency” students who must be seen

· Ask the student to come back at the end of the day

· Give the student an allotted 5 mins (or whatever seems possible) to establish what needs to be done

Trying to think what to do first on the “to do” list

· Do the quick, easy jobs first so you can tick something off

Procrastination

· Start with one simple task

· Plan visually

Reading the newspaper

· Allot a specific time for reading, with a finish time

· Prioritise articles of interest after a brief read through

Interruptions of conversations

· Having diary space to re-direct the conversation to
Travelling between campuses

· Use time to work on train or tube

· Listen to an iPod

Amount of paper

· At the end of the week sort into piles of “Bin” “File or “Do”

· Put relevant bits into Word docs / scan them in – takes up less space

