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PART 3: Coaching models

4: Time Management Matrix (Stephen Covey)

Habit 3: Put First things First, from Stephen Covey’s book “The 7 Habits of Highly Effective People” details this time management model; persuasively putting forward the idea that it’s not that we don’t have enough time, but we do not spend time prioritising what matters most. What is it that is (quadrant 1) both urgent and important? 

In a school this might include a fire breaking out, a safeguarding incident or unexpected ‘news’ ie a child goes missing, or a teacher becomes ill, which leads to the need for an instant action. The Ofsted phone call MAY come into this quadrant, although if you are well prepared in advanced, it will only be putting the show on which has been worked towards and therefore in quadrant 2!

The reality is we can spend the majority of our time working within this quadrant which leaves us depleted of energy and therefore exhausted and stressed. 

Covey puts forward an alternative and that is to spend the majority of our working day on activities in quadrant 2, where we do things that are important but not urgent. Why not urgent? Because we have prepared for them or planned in time for them in advance! The recommendation is that 70% of time spent in this quadrant and this will result in a better work-life balance, leading to enhanced feelings of well being.

Collaborative planning, over the shoulder marking, peer reviews and moderation when planned out and timetabled will fit in quadrant 2, together with other important aspects of your working day and home life. Covey calls this “Putting the Big Rocks First” ensuring that aspects of your life that matter are given time.

Much of our time can be taken up with distractions, emails and/or messages pinging in, which you give immediate attention to; attending meetings that take up a big chunk of your day, sometimes with no agenda or time frame, preventing quadrant 2 activities from taking place. These fit into quadrant 3; sometimes these are enjoyable activities but maybe chosen at the expense of giving time to what truly matters.

Quadrant 4 is known as tine wasting. Getting ‘lost in time’ on FaceBook or other social media platforms. Bits and pieces (I recall a longish staff meeting as a middle leader about washing up in the staffroom!) It may be watching Love Island or a favourite soap on TV. None of these are wrong or indeed shouldn’t be done, but the problem comes if these activities are at the expense of quadrant 2 tasks.

[bookmark: _GoBack]When this model is presented in a coaching session, and populated ‘in the moment’ it can become crystal clear where the solution to the time challenge is and what can be done to quickly fix this.





The Covey Tine Management Matrix
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