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2 Managing Yourself and your
Workload

Susan Capel and Ahmad Al-Mohannadi

This chapter is not meant to scare you. However, teaching is a challenging profession and
it is likely that you will feel stressed at some point – either during your newly qualified
teacher (NQT) year or later in your career. You will not be alone, as many teachers
experience stress at some point (see, for example, Burke et al., 1996; Dunham, 1994; Gold
and Roth, 1993; Hart and Hurd, 2000; Mills, 1995; Phillips, 1993; Schamer and Jackson,
1996). There are many causes of stress:

Teachers complete paperwork, prepare for their classes, plan and prepare for future
instruction, evaluate students, remain up-to-date in their teaching areas and
maintain their instructional programmes. They regularly encounter both positive
and negative interactions with students, colleagues, school administrators, support
staff, parents and other community members.

Adams, 2001: 223

One of the major stressors is workload and insufficient time in which to do everything
that needs to be done.

A stressed teacher is unlikely to teach effectively and this can impact on pupils’ learning.
It is also worth remembering that pupils can be stressed too, e.g. when they are learning
new or difficult material, and a stressed teacher may increase their stress, which may further
impact on their learning. Therefore, it is important not to add to pupils’ stress through
your own. Although we do not address pupils’ stress in this chapter, it should help you to
recognise stress in pupils and enable you to help them manage that stress.

What is stress? Some stress is positive – we all need a certain amount of pressure to
perform effectively – but too much or too little can result in negative effects. Today, reference
to stress is generally negative, and when we talk about stress in teachers we are usually
referring to too much pressure with which the teacher cannot cope effectively.

This chapter provides information about the causes, symptoms and ways of managing
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stress, which should allow you to develop mechanisms appropriate for you. It then considers
in detail one cause of stress, that of not using your time effectively, and identifies some
techniques to enable you to manage your time to best advantage, both at work and at
home. It is important to be aware of stress and to take steps to reduce, alleviate and/or cope
with it from the beginning of your career. Learning to manage your stress, your workload
and your time early on will stand you in good stead throughout your career.

STRESS

Who is likely to become stressed?

Whether or not you experience stress depends on a number of factors, including your past
experiences, your perception of the current situation and your expectations. However,
some groups of teachers are more likely to be stressed than others. For example, a study by
Griffith et al. (1999) found that younger teachers were more likely to feel stressed, perhaps
because at the beginning of their career they had not learned how to cope with working
conditions. Woods (1989) suggested that there are four groups of teachers more vulnerable
to experiencing stress:

• probationary and inexperienced teachers, for they have not yet learned how
to cope with the dilemmas and contradictions [of teaching];

• teachers who lack knowledge and understanding ... of such things as pupils’
culture ...;

• teachers who find it difficult ... to ‘orchestrate’ their teaching; and
• senior teachers, such as heads and deputies, who are in the position of greatest

role conflict.
(Woods, 1989: 95)

Conscientious, enthusiastic, highly committed teachers are often idealistic and think
they can ‘change the world’. However, if teachers are unrealistic about what they can
achieve, they may work very long hours and place unreasonable demands on themselves,
trying to do as much as they can for the pupils. This could mean spending much free time
at school trying to help individual pupils and taking on extra-curricular activities which
may result in doing most of their planning, marking and other work at home in the evenings
and at weekends. They may make a list of jobs to do before the next day but, not having set
a time limit for each job, spend longer on each job than expected. They may not set a time
for finishing work in the evening, irrespective of how much they have done, and continue

OBJECTIVES

By the end of this chapter you should understand:

• what causes stress;
• symptoms of stress and ways of managing it;
• reasons why you might not be managing your time effectively and

how this can be improved.
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to do ‘just one more thing’. As a result, they often do not make time for themselves after
they have completed the jobs on the list and, by the time they have worked through the
list, they are so tired that they just fall into bed. They can get into a cycle of doing more and
more work, as they repeat this pattern night after night. Consequently, they may be more
prone to stress than teachers who are realistic about what they can and cannot achieve.
These more realistic teachers appreciate that they cannot put everything right and cannot
‘change the world’. Therefore, although they work hard, they set a time limit to the amount
of work they do outside their directed time and take time off from work for themselves
and their families.

Which of these teachers are you? Are you realistic about what you can achieve? As a
conscientious, enthusiastic, highly committed NQT you are especially vulnerable to stress.
You should be aware of the increased possibility of stress if you do not take time off work for
yourself and your family (whilst, of course, continuing to work hard – we are not discouraging
you from that). You therefore need to consider possible causes of stress for you.

In this reflective task, complete each point as you read the relevant section
of the chapter. You might also like to return to it when you are
experiencing stress to help you to think through its cause and possible
solutions.

• Are you realistic about what you can achieve as a teacher or do you
expect to ‘change the world’? What does being realistic mean to you?

• What, if any, are the causes of stress for you at the moment? (If they
are new, what has changed to make this a cause of stress?)

• If you do feel some stress, what are the symptoms? Is this impacting
on your teaching and/or your pupils’ learning?

Discuss with your mentor and/or another person the causes of stress, what
you can do to address these causes of stress and what strategies you can
put in place to help you to manage your stress.

Reflective task 2.1
Managing your stress

What causes stress?

Some causes of stress arise outside education and the job, e.g. at home or in the family.
Other causes are integral to the education system, but outside the school and classroom,
such as the pace of change in education, changing societal attitudes towards education and
authority. Many teachers feel under great pressure because of constant changes and demands
on their time and resources. Travers and Cooper (1996), for example, reported the five top
sources of stress for teachers in England to be problematic changes: lack of support from
central government; constant change within the profession; lack of information as to how
changes are to be implemented; diminishing social respect for teaching; the move towards
the National Curriculum. Another aspect of teaching which has been identified (e.g.
Ferguson et al., 1999; Scanlon, 1999) as being stressful is Office for Standards in Education
(OFSTED) inspection, with ‘post-OFSTED blues’ occurring immediately afterwards: with
feelings of inspection, exhaustion, burnout, lack of motivation and depression.
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Being part of an organisation, such as a school, may itself contribute to stress, especially
if you perceive that parts of the organisation are not working effectively. Some aspects of the
work environment are more likely than others to contribute to stress, e.g. poor work practices,
lack of communication, having to work too long hours because of unrealistic demands of
work or insufficient time to enable you to complete the tasks required (Hart et al., 1995;
Proctor, 1994; Tollan, 1990). As a result, you may feel confused or misunderstand what you
have to do and, as a result, become frustrated and stressed. In a school without a supportive
ethos, stress is generally seen to be the ‘fault’ of an incompetent teacher, whereas in a school
with a co-operative, supportive environment, stress is generally seen as everyone’s responsibility,
and therefore a teacher can admit to having problems and other staff can offer support.

In addition, teaching itself is stressful and stress can result directly from your work in
the classroom. Renshaw (1997) identified that teachers tend to work under constraints of
mental and emotional demands. Working with individual pupils with different needs and
demands is very intense and emotionally demanding and is therefore likely to be stressful.
A fundamental skill for teachers is to be able to maintain control in their classes. Many
teachers indicate their main cause of anxiety as being unable to maintain discipline, especially
if they know there are disruptive pupils in their classes. Dealing with difficult pupils can
result in conflict, causing the teacher to become frustrated, nervous, tense, anxious, angry
or depressed, all of which can result in stress. For further information see Chapter 6 about
improving the effectiveness of your teaching and Unit 3.3 in Learning to Teach in the Secondary
School, 3rd edition, about managing classroom behaviour.

Factors identified as major causes of stress by several authors (including Brown and
Ralph, 2002; Capel, 1992; D’Arcy, 1989; Kyriacou, 1989, 2001; Vandenberghe and
Huberman, 1999) include:

• poor leadership; incompetent management and/or administration;
• poor communication, including lack of effective consultation and not being

involved in decision-making about work you do;
• poor relationships, including weak interpersonal relationships with superiors;

inadequate feedback from, or disagreement with, a supervisor; little support from,
or poor relationships with, colleagues;

• feeling that other people direct your life (external locus of control), rather than
feeling that you direct your own life (internal locus of control);

• a school climate which makes it difficult to admit to suffering from stress;
• poor working conditions; financial constraints; lack of educational resources;

overcrowded classrooms;
• time pressure and workload, including the amount/demands of administrative work;

lack of control over the pace of work;
• large classes; lack of time to spend with individual pupils;
• role conflict; role ambiguity (e.g. lack of clear objectives); role overload;
• inadequate training for the job;
• self-esteem and status; lack of recognition for extra work;
• personal perceptions and feelings, including coping with innovation and change;
• relationships with parents and the wider community; teacher-pupil relations;
• teaching pupils who are not motivated; pupils’ poor attitude to work; discipline

problems, resulting in constant monitoring of pupils’ behaviour; physical and verbal
abuse;

• being evaluated by others.
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On the other hand, having too little to do, hence having too little pressure, can also be
stressful, especially if the person feels that their skills and abilities are not being used fully or
properly or they are stagnating (we are sure this latter situation does not apply to you as an
NQT). However, in either case, performance at work is likely to suffer if a teacher is stressed.

The person–environment fit theory considers stress to be an interaction between the
person and the environment. A mismatch between a teacher and school and/or job causes
stress. A mismatch may be long term. For instance, if you find yourself in a job for which
you are not qualified, because the job description at interview was different from that in
practice (e.g. you are teaching outside your subject area), or if you do not agree with the
way the school is organised or its ethos. One NQT reported how the working environment
contributed to her stress. In her initial teacher education course she was placed in a school
considered to be ‘tough’, but the management strategies in the school supported her in
dealing with problems which arose and, consequently, she was not stressed. However, in
her first teaching post she reported feeling that she was ‘fighting a losing battle’ as she was
not supported in dealing with problems which arose. She left this post because of the
school ethos and because her expectations were different from those of the management.
Despite having much more work to do, she reports being much happier and less stressed in
her second post.

On the other hand, a mismatch may occur as circumstances change within a school (e.g.
a new headteacher, change of circumstances of the teacher), which may be long or short
term. Alternatively, the mismatch may be transitory/temporary, e.g. you disagree or have had
an argument with a colleague, are dealing with a difficult pupil or aggressive parent, or have
to give an assembly for the first time. Although they were writing about teachers in universities,
Blix et al. (1994) considered the ideal work situation to be one where there is a good fit
between the needs of the person and the rewards available from the job.

Different factors can cause a mismatch for different people. The main sources of stress
for any individual teacher are unique to that teacher and depend on the interaction between
values, personality, skills and circumstances, and the environment. Also, the same teacher
may respond to causes of stress and cope with stress differently at different times. Thus, the
extent to which you experience stress depends on a number of factors. It is important that
you identify whether you have a good fit with the environment in which you are working
or whether there is a mismatch. If the situation causing you stress can be identified, it is
possible for you to take action. Therefore, try to identify what is causing the mismatch and
what action needs to be taken to achieve a good fit. This may mean changing the situation,
anticipating problems to prevent them happening or learning to cope in a situation which
cannot be changed.

How does your stress show itself?

Just as there are different causes of stress for different people so there are different symptoms.
When you are stressed you are unlikely to cope effectively with yourself, your colleagues
and your work. Your teaching and your pupils’ learning may be adversely affected and
there may be an impact on your life outside work, e.g. you may lack motivation to go out.

Many of the symptoms of stress are those which traditionally have prepared the body
for the ‘flight or fight’ response associated with physical danger, e.g. increased heart rate,
respiration and perspiration; increased adrenalin in the system; burning sugar more quickly
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to provide the energy needed to deal with the situation. These responses may not be
appropriate in the classroom where you cannot take flight or fight. In such a situation,
therefore, you cannot always release the tension created by stress and must learn to cope
with it. This may lead to other unpleasant symptoms in the short term, which, if you do
not deal with them, could lead to more serious consequences in the longer term. Thus,
stress is potentially debilitating. Some of the other symptoms, identified by a number of
authors, including Eskridge and Coker (1985); Farber (1984a) include:

• talking too much;
• losing interest in everyday activities or giving up your hobbies or not spending

time with friends;
• always being exhausted;
• not being able to sleep or wanting to sleep too much;
• smoking, drinking or taking more medication than usual;
• having frequent headaches or colds;
• having problems with digestion;
• increased blood pressure or cholesterol levels;
• being depressed;
• mood swings;
• lowered tolerance for frustration;
• suspiciousness;
• paranoia;
• responding irrationally;
• frequently being impatient, getting angry,  or short tempered or feeling increased

irritability;
• often crying;
• loss of caring for others;
• feelings of helplessness;
• lack of control;
• greater professional risk taking;
• ineffective and inefficient in professional role.

It should be noted that the cause of many of these symptoms may be other than stress,
so you should check whether there are other causes.

How your stress affects pupils

Your stress may be communicated to pupils both directly and indirectly, mainly through
you showing anxiety and your teaching performance being negatively affected. When you
are stressed your teaching is less effective: for example, your thinking may be confused; you
may hesitate before making a decision; you may give hurried, hesitant or imprecise
instructions; use inappropriate or ineffective teaching and management strategies; and be
less flexible in your teaching. Your pupils may therefore be unsure about what they have to
do, which may cause them stress and anxiety. Mancini et al. (1982) found that teachers
who are stressed are less likely to praise pupils, are less ready to accept pupils’ ideas and
actions and interact less with pupils. Their pupils are actively engaged in class activities less
often, accumulate less academic learning time and are therefore less successful and effective
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in what they are trying to achieve. These pupils may become disruptive. Therefore, the
behaviour of teachers who are stressed tends to encourage behaviour from pupils which
the teacher cannot manage and is trying to avoid. This further increases teacher stress,
resulting in loss of confidence and lowered self-esteem, and negatively affecting teaching
performance, creating a downward spiral from which it is difficult to escape. Thus, just
when you need to be able to meet the demands placed on you, stress can reduce your
ability to meet them effectively.

HOW CAN YOU COPE WITH YOUR STRESS?

If you can, it is better to prevent stress than to deal with its effects after the event. However,
you are bound to feel stressed sometimes. It is therefore important that you recognise the
symptoms of stress, which can enable you to take action early to relieve it. However, it is
important also to realise that if you cannot deal with your stress alone there is help available,
within the school and outside.

Effective classroom management techniques

Effective classroom management enables you to prevent some problems arising, thereby
reducing one possible cause of stress. Specific techniques vary from teacher to teacher. You
have learnt many ‘tricks of the trade’ as a student teacher to make the task more manageable,
e.g. developing a routine for entry to and exit from the classroom. As you gain further
experience of teaching you learn what to expect and should be able to organise yourself and
manage your class more effectively. During your first year of teaching you should therefore
concentrate on further refining your classroom management techniques (see Chapter 7).

Other techniques to help you cope with stress

Many techniques have been identified to help you prevent or alleviate stress. Some of these
aim to reduce the cause of the stress, others to enable you to cope better. Some coping
techniques identified frequently by various authors (e.g. Borg and Falzon, 1990; Cockburn,
1996; and in Learning to Teach in the Secondary School, 3rd edition) are listed below.

• Generally keep your planning under control. Plan ahead, prioritise and prepare for
stressful situations when you are not under pressure, e.g. prepare lessons before the
day on which you are teaching them.

• Actively prepare for, rehearse and practise a problematic situation, e.g. prepare a lesson
more thoroughly than normal for a class which is causing you anxiety. Anticipate
scenarios for difficulties which may arise and strategies for managing them. Rehearse
and role play these to develop a repertoire of responses available at your fingertips
and/or visualise what you can do to overcome the problem. This helps you to
focus on the problem, and rehearse how you are going to cope.

• Develop effective classroom management techniques, e.g. establish routines so that you
can do things automatically, particularly when you are tired (see Chapter 7).



UNIT 2: MANAGING YOURSELF AND YOUR WORKLOAD 23

• Make time for your own reflection to enable you to evaluate what has happened. Recognise
your own limitations and try to develop your strengths as well as your weaknesses.

• Deal with problems. Face them and do not bury them. Start to think through strategies
to ‘move’ the problem on. However, keep problems in proportion and do not fret
and worry about them.

• Avoid confrontations. Keep your feelings under control.
• Develop support systems to discuss problems and express feelings with others, such as other

NQTs, your mentor, other teachers, a partner or friend. You may link with other
NQTs to provide mutual support, talk about your concerns, develop a shared
understanding of a problem, and provide possible alternative solutions and practical
help. Sharing your stress and its cause with your mentor may help to alleviate it.
Having a strong support system in which positive self-esteem is reinforced is one
way of helping you to adjust to the different roles you undertake as a teacher.

• Identify where you can get help, e.g. workshops on skills such as stress and time-
management, communication, assertiveness or priority setting. If these and the
regular feedback on your teaching and sources of support are not enough, there
are further sources of help, for example, the teacher support line (see ‘Further
Reading’ below).

• Rest and relax. Work will fill as much time as you can give to it. You therefore need
to pace yourself sensibly and find time to do the things you enjoy (see below).
Decide how best you can tackle your work to maintain a good work–life balance.
This helps you to remain mentally and physically fit and prepared for work. You
need time to switch off, to spend time with family and friends and enjoy your
leisure time. Guard your time outside work for leisure and do not let work intrude.
Planning your use of leisure time helps you to use this time effectively, otherwise it
is easy to erode it. Although there are times when you feel you have too much to
do to relax, as a general rule, it is important that you do NOT forget to take time
for yourself when you get too busy or feel stressed. This is exactly the time when
you need most to take some time for yourself. Release the tension – have a friend
or family member you can laugh at it all with.

Techniques for good time management can also prevent or alleviate stress (see ‘Managing
your time’ below). You may be able to identify other coping techniques. What works for
one person may not work for another; therefore decide what is appropriate and put into

Prepare a lesson you are concerned about, e.g. with a class you have not
yet taught or one with whom you have experienced difficulty because of a
difficult pupil or group of pupils. Visualise yourself taking the lesson, e.g.
starting it, presenting the material, organising the pupils for any practical
activity, distributing any material or apparatus you need, managing the
activity, etc. This visualisation does not have to be done during ‘useful
time’, it can be done at any time, e.g. while walking to school. You may
want to ask your mentor to observe the lesson. After you have taught the
lesson evaluate it as usual and also discuss with your mentor how it went.
Did your visualisation help in any way?

Reflective task 2.2
Visualisation of lessons
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practice those strategies that work for you.
 Although you can learn to manage stress you cannot totally overcome it. For example,

you cannot overcome problems inherent in your work environment. You may be able to
alter some causes of stress, such as inadequate communication between staff or uncertainty
about school rules, but others are outside your control. Therefore, other people also have a
responsibility to create a working environment in which causes of stress are reduced. If
you experience problems with stress or identify ways in which the working environment
can be improved to reduce stress, discuss them with your mentor. A number of authors,
including Cartwright and Cooper (1997) and Rogers (1996), identify characteristics in
the work environment that reduce stress. These include good communication between
staff; a strong sense of collegiality; consultation to inform management decisions – with
forward planning by management; consensus on key values and standards; whole-school
policies in place and adhered to; clearly defined roles and expectations; positive feedback
and praise; a good physical environment, with maintained buildings; a level of resources
and facilities that supports teachers; support to help solve problems; minimal red tape and
paperwork; skills matched to those required for extra duties; advice given on induction
and career development. Therefore, it is important that you:

• Try to influence the causes of stress over which you have some control, or which you may be
able to alter. For instance, if you are concerned about the behaviour of some pupils,
look at how school rules are applied. Even though there are some factors which
you may feel you have less control over and little power to alter directly, you can
make sure that those with responsibility to do something are aware of the situation.
Feeling that you are trying to do something may in itself help reduce stress.

• Learn to accept what you cannot change and learn how to cope with any resulting stress.

MANAGING YOUR TIME

The time demands of teaching

Lack of time or poor time management have been identified as a major cause of stress (e.g.
Carter, 1987; Cox et al., 1989; Johnstone, 1993; Kyriacou, 1989;  Trendall, 1989). For example,
Abel and Sewell (1999) identified too much paperwork, lack of time to spend with
individual pupils and demands on after-school time as major causes of stress for teachers.
We cannot manufacture time, save it to use later or manage it. We can only manage ourselves
in relation to time to enable us to use it effectively. In order to do this, it is therefore
important that you ‘learn how to save time and spend it wisely’ (Adair, 1988: 1).

As you have probably found on your school experiences, effective teaching demands a
great deal of time and energy inside and outside the classroom and beyond the school day.
Many teachers do their planning, preparation and marking at home because they cannot
find time at school. During the school day there is little time to relax. Even break and
lunch time can often be disrupted and it may seem as if there is not enough time to do
everything necessary to meet all the demands of teaching. This means that you must plan
to use your time and energy effectively over a week, a term and the school year. Pacing
yourself and your work is important, otherwise you may become stressed and your health
and job performance may suffer.

We consider below several different aspects of time management.
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How teachers spend their time

Although you may work roughly the same hours as people in other jobs, in teaching your
work is undertaken in a more condensed time span and your workload is not spread evenly
over the year (Marland, 1993). Most of the work demands have to be achieved quickly, e.g.
dealing with a pupil’s problems, marking work and feeding back to pupils. Pressures are
different at different times during the school year, e.g. examination marking and writing
reports in the summer term must be completed in a short timescale. Thus, much of your
work cannot be put off until a less busy time of the year.

However, it is hard to specify exactly what any one teacher does and the possible range of
tasks to be done makes it difficult to stop the job expanding. You may like to list here the
range of tasks you do as a teacher and the rough amount of time you spend on each of these.

List the range of tasks you do as a teacher, e.g. teaching, lesson planning,
preparing materials, evaluating lessons, marking homework, taking extra-
curricular activities. Estimate the amount of time you spend per week on
each of these school-related activities. What activities do you spend most
time on? How does it compare with how time is spent by another NQT that
you know? Discuss the implications of your findings, e.g. is your time
being used appropriately or do you spend longer on some jobs than you
should and neglect others? Why is this and how could you use your time
more effectively and economically?

Although this may seem to be a time-consuming task at a busy time,
taking a small amount of time now should help you to save time later on.

Reflective task 2.3
How much time do you spend
on school-related activities per
week?

Planning and preparation before you start a new job, new year or
new term

It is generally agreed that the more time you spend planning and preparing, the less time it
takes to do a task.

Every job takes an NQT longer than an experienced teacher because you do not know
the procedures for doing things, nor necessarily who to ask for help and advice. Planning
and preparation before you start in your new school, as well as before each new school
year and each term, is important as it decreases the amount of work and hence demands
on you during term time. For example, you plan how a topic should develop over time
and you may want to prepare some of the resources you need to teach a scheme of work so
that you get the topic off to a good start. However, do not try to do too much before you
start to teach the topic, otherwise you may find yourself planning lessons twice or preparing
different resources. For example, the worksheets you have prepared may not cater for the
specific learning needs of a group of pupils or you may change your mind about what you
are going to teach as you pick up new ideas, learn about the group or when you talk to



PART I: BEING A TEACHER26

more experienced teachers. Other teachers can share their resources with you, and you
may have found or have used different resources and can share these with other teachers.

Although we advise planning ahead, do not spend all of your holiday preparing for the
next year or term. Plan well so that you do your preparation at the end of the previous
term or in the first or last few days of the holiday. Make sure that you keep your holiday
time to relax.

How you can manage your time effectively

How do you deal with time demands during the school year? Do you use your school
time well, making effective use of free periods? One NQT told us that noting in his diary
what he wants to achieve in each of his free periods helps him to use them effectively.
Many writers, e.g. Adair (1988), Fontana (1993) and Scott (1992), have identified techniques
to help you manage time effectively, some of which are summarised below.

• Do work that you need to think about at your best time of day. Identify when you are at
your best for working effectively, as you do jobs more quickly and efficiently than
at other times. One NQT told us that she finds it difficult to work after she has
eaten in the evening and therefore stays at work for an extra hour so that she does
not have to take work home with her.

• Plan for the short, medium and long term. Plan and prioritise activities and use your
time effectively to achieve your short-term objectives. At the same time plan to
use time and energy on what you want to achieve in an academic year (medium
term) and on how you want your career to develop over a period of time (long
term).

• Identify what you need to do, monitor your progress and measure whether you have achieved
it. For example, if you aim to mark ‘x’ number of books in ‘y’ minutes, you can
measure whether each one takes this amount of time, or more or less time. Next
time you can be more realistic about the time needed for marking.

• Prioritise jobs that need to be done to achieve your objectives. The best lists contain jobs
organised by urgency and importance into high, medium and low priority. High-
priority jobs should be done first. Think ahead and try to anticipate jobs which
need to be done. Do not always do jobs when they become urgent, plan when to
do them so that you take action at the right time rather than always trying to catch
up. However, find a balance. Do not try to do a job too early, e.g. without having all
the necessary information, as you may waste time having to repeat the job or
revising what you have done.

• Write a list of things to do in a small notebook. Several lists on small pieces of paper
may require you spending valuable time finding what is on each list, which defeats
its time-saving purpose. If you do not achieve everything on the list in the timescale
allowed, try to identify why, e.g. there was too much to do, you procrastinated over
a particular job, a job was too difficult or you were constantly interrupted. Plan
how to prevent this from happening again.

• Do not overcommit yourself. Identify what you do and do not need to do. If you are
asked to do a job over and above your duties but already have too much to do, or
do not have the expertise, say no straight away. Be firm and definite and do not let
yourself be persuaded to change your mind.
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• Do not do more than one job at a time. If you do too many jobs at once, you may not
concentrate effectively on any of the jobs and waste time redoing them.

• Set aside blocks of time and set a time limit for each job wherever possible. You have probably
established the amount of preparation required to plan effective lessons, although
at times you may want to spend longer planning one particular lesson, e.g. for a
difficult class with whom the last lesson did not go well, or if you are less familiar
with the material. It is more efficient to block out a period of uninterrupted time
to concentrate on completing a demanding job, otherwise you waste time picking
up from where you left off each time you restart. Also, do not spend longer on a
job than you intended, than is valuable or proportionate to its importance, e.g.
with practice you can develop a good lesson plan fairly quickly, but you can waste
a lot of time if you try to get it perfect. Therefore, learn when to stop working on
something.

• Be efficient with paperwork. Do not let paperwork eat into your block of time for
demanding tasks. Do routine paperwork in short blocks of time when you cannot
undertake a demanding task. Be systematic in dealing with paper. Keep your desk
tidy, otherwise you create additional work and waste time looking for a piece of
paper or information. If possible only handle a piece of paper once, e.g. respond to
a simple memo or request as soon as you read it rather than holding it to reply later.
Develop a good filing system in which you file a piece of paper away as soon as
you have finished with it.

• Do something you have to do straight away (as soon as you have all the information you
need) or put it out of your mind. It is especially important to get jobs which you do
not like doing out of the way quickly otherwise you may put off doing them until
they become urgent and important. Big or unpleasant jobs are best broken down
into several smaller ones so that you can gradually do each part in turn until you
finish the job.

• Do not dwell on an unpleasant incident. Worrying about something you cannot change
wastes time and creates stress. Try to think about it only long enough to follow it
up, to clear up any misunderstanding and to learn from it, to avoid the same thing
happening or to handle a similar incident better in future.

• Do not be afraid to ask for help or guidance when you need it. You can waste a great deal
of time trying to solve problems on your own.

• Do not stay up late every night, or get up early every morning, preparing work for school.
Allow yourself a wind-down period before you go to sleep. Find out how much
sleep you need so that you have enough energy to meet the demands of teaching.
Do not try to survive on less sleep in order to get work done and do not go to bed
worrying about work. If you are rested you are better able to cope with the demands
of the day.

• Plan for your own leisure time (see above).

We recognise that it is easy to advise you to ‘do these things’ but not easy to actually
carry them out. However, it is worth working at them so that you gradually become better
at them and can make them work for you.



PART I: BEING A TEACHER28

SUMMARY

Your first year of teaching can be a ‘baptism of fire’. You develop many techniques to
increase your effectiveness as a teacher. These in themselves should reduce stress associated
with teaching. However, they cannot eliminate all stress in teaching and it is likely that you
will feel stressed at some point in your teaching career. You must take responsibility for
managing yourself, your work and therefore your time and stress. However, your school
should also help you and other sources of help are also available. This chapter has considered
causes and symptoms of stress and techniques you can use to manage it. Particular attention
has been paid to techniques which will enable you to manage your time more effectively.
If you do not manage stress and time well, you may develop ineffective ways of working. If,
on the other hand, you can use this information to manage your stress and time effectively,
you should be able to develop effective ways of working and have a sound basis for an
effective and rewarding teaching career.

FURTHER READING

Help in managing stress is available from the teacher support line (telephone the support
line at 08000 562 561 or look online at http://www.teachersupport.info), a national
counselling service for support and advice for all teachers in England and Wales.

See also http://www.teachernet.gov.uk/professionaldevelopment/opportunities/nqt/
stress/

Stress

Education Service Advisory Committee (1998) Managing Work-Related Stress: A Guide for
Managers and Teachers in the Schools, 2nd edition. London: HMSO.

Kyriacou, C. (2000) Stress-Busting for Teachers. Cheltenham: Stanley Thornes.

Kyriacou, C. (2001) ‘Teacher stress: directions for future research’, in Educational Review, 53
(1): 27–35.

Make a list of jobs that you have to do. Score each job on two scales, one
scale for urgency and one for importance, with each scored 1–5, with 1
being the most urgent or important and 5 the least urgent or important.
Combine the two scores and re-order your list to put the most urgent and
important jobs as highest priority, at the top of the list. Does the list
surprise you? Why are the jobs in this order? Look at this information
alongside the information you gathered for Reflective Task 2.3 above and
compare your priorities with what you did during the week. Did you spend
the appropriate amount of time achieving your priorities? Did you waste
time on jobs that were not a priority? How can you spend time more
effectively? Record your notes in your portfolio and check on these every
so often.

Reflective task 2.4
Prioritising jobs to be done
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Wilson, V. and Hall, J. (2002) ‘Running twice as fast? A review of the research literature on
teachers’ stress’ in Scottish Educational Review, 34 (2): 175–87.

These latter two articles review the major research findings on teacher stress and suggest
directions for future research.

Time management

Brown, M. and Ralph, S. (1998) Time Management for Teachers. Plymouth: Northcote House.


