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To support your learning...
All participants have been muted
Please type questions or comments into Chat 
We will monitor the CHAT and answer questions throughout the 
training
This session is being recorded to share on the Virtual Lab School 
site
We encourage you to participate in the polls throughout the 
training
Share your feedback after the training!
If we disconnect – please log back in



LEARNING OBJECTIVES

▪ Examine research regarding time 
management and organization as essential 
components to leading and managing high 
quality child and youth programs.

▪ Discuss strategies and tools to manage your 
time efficiently and effectively

▪ Identify ways to become more organized and 
productive in your role as a program leader



SHARE OUT – POLL
Why do leaders need to have 
good organization and time 

management?



Benefits of Time Management

Time 
Management

Work Performance

Well-Being
(Aeon B., Faber A., & Panaccio A., 2021)



Time management is 
the ability to use one's 

time effectively 
or productively.

Organization is an 
efficient and orderly 

approach to tasks



Principles of 
Time 
Management

Understanding the 
Difference between Urgent 
and Important

Discernment

Planning



Urgent 
versus 

Important

(Covey, 1989)



(Indeed.com, 2020)

Tools to Support Time Management

( Jaffe, 2005)



Self-Awareness Strategies

Strengths and 
weaknesses

Productive and 
creative times of 
the day

Environmental 
preferences

Accountability Prioritization Achieving balance



SHARE OUT

In your role as a program leader, what often 
gets in the way of effective time management?



Organizational Systems

Organizational systems are clearly defined 
processes and procedures put in place to 
streamline and organize aspects of your 

program’s operation.

• Monitoring and planning the budget
• Organization of essential documentation and record 

keeping
• Safety protocols
• Scheduling
• Hiring and onboarding new staff
• Professional development and performance evaluations

When is a system needed for Program 
Management:

Leadership Essentials, FT, Lesson 4



VLS Tools: Managing & Monitoring the 
Budget

Leadership Essentials, FT, Lesson 4



VLS Tools: Documentation & Record 
Keeping

Leadership Essentials, FT, Lesson 4



VLS Tools: 
Hiring & Onboarding

Leadership Essentials, FT, Lesson 5



VLS Tools: Scheduling

Program Management, MGT, Lesson 3



Organization Tips Time Management

• Schedule time for organization
• Organize your workspace
• Rethink your email
• Take notes
• Utilize your digital calendar
• To-do lists
• Delegate
• Refuel



Task Organization & Sequencing

To-do
1.
2.
3.

Do Next

Delegate Follow-Up
•

Don’t Do:

(The Ohio State University Leadership Center)



SHARE OUT --POLL
Why do you struggle to 

delegate?



Benefits of Delegation

For You

• Removes something from 
your list

• Improves team culture
• Gets things done quicker
• Provides a new perspective 

Better work-life balance
• Empowering

For the Other Person

• Builds trust
• Learns a new skill
• Builds knowledge
• Gains responsibility
• Allows them to be creative, 

therefore improving well-
being

“Before you are a leader, success is all about growing yourself. When you become a leader, success 
is all about growing others” (J. Welch)

(The Ohio State University Leadership Center)



VLS Tools for Delegating 
& Expanding Leadership 
Opportunities

• Facilitating team meetings

• Leading committees

• Creating a parent newsletter

• Analyzing assessment data

• Completing health & safety checks

• Mentoring newly hired staff

Focused Topic, Leadership Essentials, Lesson 1
NAEYC, 2015



Procrastination

➢ The average person 
spends 55 days a 
year procrastinating 
(LinkedIn)

➢ 94% of people say 
that procrastination 
negatively impacts 
their happiness 
(ScaleUp)



Combatting Procrastination
Change your 
Environment

• Make it more difficult 
to procrastinate

• Make it easier to get 
started

• Make it easier to 
keep going

Change your Mindset

• Give yourself 
permission to make 
mistakes

• Develop self-
compassion

• Develop self-efficacy

• Envision the result

Change your 
Approach

• Set goals and 
deadlines

• Start with small steps

• Start with the worst 
of best part first

• Schedule 
procrastination 
activities

• Use time blocking

(The Ohio State University Leadership Center)



Time 
Blocking

The Pomodoro Technique:
• (4) 25-minute work 

sessions
• (3) 5-minute breaks
• (1) 15-minute break



VLS Tools: Taking Time to Refuel

Social Emotional Learning for Teachers, FT, Lesson 4 & 
Lesson 2



Additional
VLS Supports

If you are interested in learning more about ways the Virtual 
Lab School supports time management & organization in 
leadership, we encourage you review these VLS courses more 
deeply:

❑ FT, Leadership Essentials. Lesson 3
❑ FT, Leadership Essentials, Lesson 4
❑ FT, Leadership Essentials, Lesson 5
❑ FT, Social Emotional Learning for Teachers, Lesson 2
❑ FT, Social Emotional Learning for Teachers, Lesson 4

❑ MGT, Safe Environments, Lesson 3
❑ MGT, Safe Environments, Lesson 4
❑ MGT, Program Management, Lesson 3
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SHARE OUT:
What is one thing you will 

take away from today’s 
session?



Thank you again for joining us today!
Any questions?

Please complete the QUICK feedback survey-
What future training topics would be 

helpful?

https://www.virtuallabschool.org/
support@virtuallabschool.org
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