TIME  MANAGEMENT … 
Do you feel pressured & like you’ve never quite completed all those things you feel you have to do? Lack of time or time pressure is one of the most often quoted stressors of GPs. Is there anything we can do to ease that burden, given that it is indeed a very demanding job and that we all have outside lives we want not to neglect?

Here’s some possible tips …

· Successful time management starts in the mind…being aware of your key goals and the difference between things that are urgent & those that are important. Churchill would ask aides interrupting him if the matter was BOTH urgent AND important.
· Take control by reflecting on your situation, trying to work out what’s wrong…a time log may help (divide day’s activities into 15 min slots & see exactly how you currently spend you time eg consulting, visits, paperwork, meetings, computer work & e-mails, interruptions, informal discussion, social chat, learning, self-care – eating, breaks, exercise etc)
· Do your personal habits/attitudes affect your time management?
Are you super efficient or a procrastinator?

If you procrastinate, try:

· dividing seemingly complex tasks into small parts

· setting timescale & deadline for achieving each part

· consider engaging supportive colleagues

· get unpleasant tasks out of the way 1st

· Do others’ habits affect it…are you frequently interrupted or asked to do more & more?

…learn to say “no” (not easy) 

· Learn to delegate…this is an art…it requires skill to define:

· what can be delegated

· to whom can a task be delegated

· how is the delegation to be managed

Delegation not only gives you more time to do your priority things but also helps others learn & develop new skills; just make sure you communicate effectively what is required.

· Do your surgeries run longer & longer? 

· Is there a learning need here in terms of computer skills (could you learn touch-typing which would eventually save a lot of time, use macros more etc)

· Do you find it hard to contain unreasonable pt demands…is there a learning need here in terms of refining some consultation skills & finding strategies to close consultations?

· Could this be a symptom of a bigger problem ie that you are over-stressed, maybe even burning out, so the mental machine is running ever more slowly & inefficiently?

· Do you go to pts requesting visits unquestioningly or do you phone 1st & check it’s really necessary & that there’s absolutely no way they can make it to you…is telephone triaging a learning need?

· Telephone calls from pts…can you instruct reception to save up calls so you can deal with them en bloc (maybe using e-notes) or is it even worth having an hour’s ‘phone-in’ timetabled somewhere in the week, to streamline dealing with queries from your usual pts (also aids reception)?

· Uninterrupted work is far more productive…be firm about protecting your time. Tell reception you don’t want to be interrupted for eg 20 mins & hold all calls til then (unless of course you’re on call)…but remember to touch base with reception when you’ve finished & ask if there’s anything that they need you to deal with (it’s worth showing this courtesy to colleagues whose job on the ‘frontline’ is difficult, & they’ll be much less likely to be snitty at requests for uninterrupted time if you do this)

· Paperwork…1 of 2 differing methods may help, depending on how you like to work:

· ‘triage’ it: do now, do later, delegate or bin…’do later’ stuff can be separated into urgent & non-urgent trays

· ‘one touch technique’: each time you pick up a piece of paper you only touch that paper that once…you act on it there & then (whether it’s respond by letter, update pt record on computer, bin it etc)

· Prioritising…things I must do today, this week, this month…paper list / diary or electronic?

· Information retrieval: find a system that works for you, so time not wasted searching for guidelines, pt information leaflets etc (more & more of this is obviously electronic now but still needs to be organised & familiar & user-friendly to you; put useful websites into your favourites;  practice, local or national guidelines on computer?). Some locums carry a laptop with e-texts of the ‘bibles’ they like using (BNF, DTB, Oxford textbook etc), also details of useful phone nos, hospital referral info etc)

· Time management tools eg weekly, monthly, yearly planners, or personal digital assistants; prioritised ‘To do lists’ and Action Lists.

· Make sure any meetings in the practice are useful & not time-wasting…question their validity/format if not

· When you’re established in a practice make sure the workload is equitable & you’re not doing more than your fair share; do you have a greater number of chronics or elderly who take longer to consult with?

· Finally, consider revisiting your Time Log

Useful websites:

www.mindtools.com
www.employersforwork-lifebalance.org.uk
