9.3.1 OHT

Some common strands from
'situations’ activity

= Time management issues
= Professional development issues
« Communication issues

= Conflictissues
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OHT 92.4.1

Common Time-wasters

» Losing things

= Meetings

= Telephone

« Interruptions

« Procrastination

= Junk paperwork

= Crises

= Reverse delegation
« Perfectionism

= Distractions
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OHT 9.4.2

Paperwork Reduction

s Remove name from external mailing lists
m  Ask colleagues to be concise
m  Return unnecessary paperwork to sender

m  Establish a departmental protocol for
— reading/writing minutes of meetings

—  when to communicate in writing and when to
communicate orally

7

—  how much to communicate in writing e.g a ‘box
to write in, use bullet points

m  Develop a culture of no response means ‘l agree’

24



OHT 9.6.2

RAFT Technique

= REFER it
= ACTonit
= FILE it

« THROW it away
(This should keep us afloat in a sea
of paper)

= Make a definite decision and act on it.
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HANDSHEET

9.5A continued
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continued 9.5A
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HANDSHEET

9.5A continued
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continued 9.5A

HANDSHEET
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9.5A continued
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OHT 9.6.1

Meetings

« Why do meetings go wrong?
= What to do before meetings.
» What to do during meetings.

= What to do after meetings.
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9.6.2 OHT

Why do meetings go wrong?

Reason Solution
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OHT 9.6.3

Checklist before meetings

m  [sitreally necessary?

®m  Are there alternatives to meeting?

= What are your objectives for it?

= What are the pay-offs for participants?

®m  Practical considerations e.g. venue, etc.
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OHT

During the meeting

m  Start promptly!

= Stop rambling discussion

m  React positively to participation

= Avoid interruptions to the meeting

m | og outcomes i.e. action/person
responsible/deadline

®  Remain positive throughout

34
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OHT

After the meeting

m  Reflect on objectives

m  Were items covered?

®m  (Circulate minutes promptly

m  Has positive action followed on?

m  How will this link into the next meeting?

9.6.5
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OHT 9.6.6

Effective delegation

m  Be clear about what needs to be done.

m  Agree a deadline for completion.

m  |et go of the task and trust the person.

m  Reward successful completion of the task.

®  Don’t dump tasks on others.

36



Resource for 9.7(i)

Role Play Cards

Round One Role Card : Mentee

You think you are a good teacher. You don't have any
discipline problems and get good exam results. It's not your
fault the rest of the department are hopeless, nor is it your job
to do anything about it. That’s what SMT get paid for. You are
belligerent and don’t see the need for change.

Round Two Role Card : Mentee

You haven’t got around to putting any of the suggestions the
mentor made into place. You feel strongly that you didn’t
become a head of department to do this development stuff.
You work very hard providing resources and putting up
displays. You are not belligerent, but negative and don’t see
the need to do any more.

Round Three Role Card : Mentee

You like the mentor being there, as it seems to be taking the
pressure off you for a while. Over the years you have found
the best way to avoid stress is to agree to everything and do
nothing. You have an easy life in school and want it to stay
that way. You are not belligerent or negative but your task-
avoidance skills are well developed.
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Resource for 9.7(li)

Prompt Sheet for Observers

Does the mentor:

Use appropriate language?

m Have affirmative ‘body language’?

m Listen well?

m Relate to the issues raised without collusion?

m  Remain professional?

= Summarise and synthesise what the mentee says?
m Express themselves clearly and succinctly?

= Allow the mentee to talk freely without dominating?
m Talk enough themselves but not dominate?

m  Move the discussion on?

m  Make the discussion focused?

m Sustain enthusiasm and interest?

m  Make their point?

m Has the mentor organised their thoughts?

YES

NO
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Handout

9.8A

DO

DO NOT

Have a personal action plan - with
timings.

Keep a record about questions to ask
about your substantive post.

Keep a contact with your substantive
post, e.g. through the occasional visit
and newsletters.

Make tasks time-bound so when you
leave there is nothing left to do.

Plan your exit strategy from Day 1.

Take a portfolio of teaching activities
to leave in the school.

Start planning to make the
substantive subject leader self-
sustaining from Day 1 and put itin
the action plan.

Assume that the department will
regard you as an expert.

Set up a debriefing session with the
SMT.

Set up a re-entry interview with
your SMT.

Visit beforehand.

Be aware that preconceptions may
not match reality.

Give yourself time for reflection.
Be flexible, robust and confident.

Be aware of your emotional
resillience.

Network with others in same
situation.

Remember you have a life outside
school.

Set the experience in the context of
your career.

Give out your telephone number
unless you genuinely do not mind
being contacted at all hours at home.

Encourage dependence.

Assume you will know the answer to
everything.

Over-commit your time.

Make promises for things you will do
when you leave the school.

Become too personally involved with
individuals.

Ignore departmental dynamics.

Give too much information and ideas
too soon and too quickly.

Underestimate the situation.
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Handout

9.8B

DO

DO NOT

Maintain same contact with your
substantive school.

Acknowledge the success of
whomsoever has been “filling your
shoes”.

Be positive about your learning and
your experience.

Understand that things will have
moved on.

Understand that things might not
have moved on as much as you
hoped.

Understand your classes may not
have missed you as much as you
have missed them (or conversely).

Expect to spend some time
re-connecting and collating your
resources and re-establishing
classroom routines.

Ask your substantive school to keep
some records for you.

Establish a protocol for re-entry
e.g. when to visit.

Be resentful about successes that
have happened during your
absence.

Underestimate the amount of
change you will have to adapt to.

Expect the same “adrenalin buzz”
you had on your secondment.

Expect change in your substantive
school to be as fast as in your
seconded school.

Patronise.

Expect to be so central in the
management of change.
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