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 Workplace Well-Being
 Taking Action on



 increments, nor is it a static 
 commodity.  It’s about life and our 
 changing needs and priorities as we 
 live it.  There is no ‘one-size-fits-all’ 
 solution, but there are a number of tips 
 and strategies to try out, and we hope 
 that this magazine will encourage you 
 to develop your own approach.         

 To help you do that, we’ve 
 produced a series of articles - one that 
 outlines the case for addressing well-
 being in the workplace;  another that 
 highlights a remarkable example taken 
 from the private sector;  self-
 administered questionnaires to 
 determine how you experience well-
 being - as an individual and as a 
 manager; interviews with a variety of 
 public service managers; and articles 
 on workplace design and managing 
 that most precious of resources -  time.

 We hope you will find the 
 material relevant and informative.  We 
 encourage you to share it with others, 
 and assess what you can do - for 
 yourself and for your teams to ensure 
 that we are all truly “well in our 
 workplace.”

 Yazmine Laroche 

 Chair
 CCMD Action-Research Roundtable 
 on Workplace Well-Being

 The Chair’s Letter

 W
 hen I was asked to chair a Roundtable on 

 Workplace Well-Being, my first reaction was: 

 “Oh, they must want someone who doesn’t 

 practise balance very well. Maybe they’re hoping 

 to make a convert out of me.”  As the Assistant Deputy Minister of a 

 newly-created organization, I was living through 14-hour days, a 

 horrendously steep learning curve and a feeling that my life was 

 completely out of control.  So, naturally, I accepted the assignment.

 Workplace well-being — or 
 balance, or harmony, or wellness — is a 
 relatively recent entry into the public 
 service lexicon.  But recent survey 
 results -  of existing public servants 
 and of potential recruits - point to a 
 serious issue.  While a majority of 
 public servants feel committed to their 
 work and, indeed, take pride in public 
 service, a large number feel they have 
 no control over the amount of work 
 they do, and many feel they receive 
 little recognition for their 
 contributions.  And, as we grapple with 
 replacing a large segment of the 
 workforce closing in on retirement age, 
 those we seek to recruit are telling us  
 that they do not see the Public Service 
 as a desirable career choice. 

 The mission of this roundtable 
 was to examine the issue and come up 
 with some practical suggestions for 
 use by public service managers.  Our 
 members were passionate about their 
 task.  We had representatives from 
 within the public service, as well as 
 academics who study these issues, and 
 private-sector representatives who 
 demonstrate best practices, along with 
 other experts in the field.  We were 
 a b l y  s u p p o r t e d  b y  a  d e d i c a t e d

 A Fine Balance

 secretariat of doctoral candidates and 
 management trainees. Each member 
 brought a unique perspective to the 
 issue, and I am humbled by their 
 commitment, insight and sagacity.

 It was a rich and intense 
 experience.  Workplace well-being is a 
 vast topic with a huge body of 
 research.  Our biggest challenge was 
 trying to come up with a single product 
 that would have practical application 
 for Public Service managers.  

 In examining the issue, we 
 recognize that achieving equilibrium 
 in our complex lives is the 
 responsibility of individuals as well as 
 the organizations in which they work.  
 As individuals, we have to be finely 
 attuned to our own definition of 
 balance, be clear about what our needs 
 are and make a commitment to 
 maintaining this equilibrium.  As 
 Public Service managers, responsible 
 for our organizations, we have to create 
 an environment that is both flexible 
 and responsive to our staff’s needs - 
 one  that takes into account their 
 requirements around balance, that 
 recognizes their contributions, and 
 enables them to flourish.  Balance 
 cannot  be  measured in  24-hour

 5       A Fine Balance
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 Fast Facts

 Heavy Load:  In 1999, almost half of all 
 Canadian  Public Servants considered 
 their workload not reasonable most of 
 the time;  40% could not complete 
 their assigned workload during regular 
 working hours most of the time;  65% 
 reported a need to improve their time 
 management skills.

 Shabby Job:  Half of all  Canadian 
 Public Servants feel that their work 
 often or always suffers because they are 
 asked to do more with fewer resources, 
 while  29% feel that their work often or 
 always suffers because of unreasonable 
 deadlines.

 Missed Weekends:  Canadian 
 Government executives work, on 
 average, almost 5 hours each weekend.  
 More than a quarter of executives work 
 6 or more hours each weekend.

 Brain Drain:  63% of retiring 
 Government executives consider 
 balancing work and personal life a very 
 important factor in their decision to 
 leave.

 Upward Immobility:  For 51% of 
 Government executives, problems
 with work/life balance were a very 
 important reason for not seeking a 
 promotion.  In the labour 
 force as a whole, this number is 32%.

 Cheer Up:  Almost 2 out of every 5 
 Disability Insurance Plan claims in 
 1997/98 were due to depression or 
 anxiety.

 Executive Decisions

 Drowning In Work

 Balancing Act:  The percentage of 
 workers reporting moderate to high 
 levels of stress from balancing work and 
 life responsibilities rose by almost 
 75%, from 27% in 1989 to 46% in 
 1999.

 Emotional Overload:  Employees 
 reporting high levels of depression more 
 than doubled, from 15% in 1991 to 
 33% in 2001.  In 1991, 1 in 5 workers 
 reported high levels of job stress.  By 
 2001, 1 in 3 workers were reporting 

 high levels.  High levels of role 
 overload increased over the period, 

 from 47% to 58%.

 No Satisfaction:  The share of 
 workers with high levels of job 

 satisfaction declined from 61% to 43% 
 between 1991 and 2001.  During the 
 same period, the share with high 
 organizational commitment declined 
 from 76% to 43%.  The share with 
 high levels of life satisfaction declined 
 from 54% to 41%.

 Life Isn’t What It Used To Be

 This or That:  Three quarters of female 
 workers feel that commitment to family 
 hindered career advancement.  Two 
 thirds feel that advancement depends 
 on putting their career ahead of their 
 personal life.

 On Hold:  41% of women report 
 postponing having a child, or not 
 having one at all.

 Gender Trouble

 Commuter Blues:  Workers spent an 
 average of 62 minutes per day traveling 
 to and from work during the regular 
 work week in 1998.  That is more than 
 5 hours per week, or 10 full days a 
 year.  For those who take the bus or 
 subway, the average travel time per day 
 is 100 minutes.

 Time You’ll Never Get Back

 Problem With Authority:  Two thirds of 
 Canadian organizations do not give 
 their managers enough control to help 
 employees balance work and personal 
 responsibilities.

 Gatekeepers:  Most Canadian 
 organizations (57%) leave teleworking 
 to the discretion of managers.

 Who’s In Charge Here

 How Flexible is 
 the Public Sector?

 Not all government organizations allow flexible work arrangements.  What percentage do?

 TNB
 Family Responsibility 

 Leave

 SUB
 Compressed
 Work Week

 RVB
 Job

 Sharing

 QSB
 Tele-
 work

 Well-Being by the Numbers
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 Workplace Well-Being

 Maybe
 It’s Time to

 Get a Life
 More and more managers are waking up to the benefits of 
 workplace well-being.  Not just because it makes people 
 feel better and be more productive, but because it’s 
 simply the right thing to do.

 f
 íë ëóãéíçãë ~êÉ ëìÄíäÉ ~åÇ É~ëáäó 
 ãáëÇá~ÖåçëÉÇ ÄÉÅ~ìëÉ íÜÉó ÜáÇÉ ÄÉÜáåÇ 
 çíÜÉê éêáã~êó ÇáëçêÇÉêëW ÅÜêçåáÅ 
 ~ÄëÉåíÉÉáëãX å~ÖÖáåÖ ÅçäÇë ~åÇ ÑäìëX ãçêÉ 

 ëÉêáçìë áääåÉëëX ~åÇ ~ äáåÖÉêáåÖ ëÉåëÉ çÑ 
 Çáëë~íáëÑ~Åíáçå ~êçìåÇ íÜÉ çÑÑáÅÉK qÜÉ ëáÖåë çÑ ~ 
 äçëë çÑ ÉèìáäáÄêáìã ÄÉíïÉÉå íÜÉ ïçêâáåÖ ~åÇ 
 éÉêëçå~ä äáîÉë çÑ íÜÉ éÉçéäÉ ~êçìåÇ óçì Ô çê 
 ÉîÉå óçìêëÉäÑ Ô Å~å ÄÉ Ü~êÇ íç äáåâ íç íÜÉáê êççíI 
 Äìí äÉÑí ìåÅÜÉÅâÉÇ Å~å ìåÇÉêãáåÉ íÜÉ 
 ÉÑÑÉÅíáîÉåÉëë çÑ óçìê íÉ~ãI óçìê Äê~åÅÜ çê ÉîÉå 
 óçìê ÉåíáêÉ ÇÉé~êíãÉåíK

 låÉ ëáÖå íÜ~í áë ÇáÑÑáÅìäí íç çîÉêäççâ áë ~ 
 ÖÉåÉê~ä Çáëë~íáëÑ~Åíáçå ïáíÜ ïçêâI ~äíÜçìÖÜ íÜáëI 
 íççI Å~å ÄÉ ã~ëâÉÇ Äó ÅçåÑìëáçå ÄÉíïÉÉå íÜÉ 
 èì~äáíó ~åÇ íÜÉ èì~åíáíó çÑ ïçêâK ^ë ~ êìäÉI 
 éìÄäáÅ ëÉêîáÅÉ ÉãéäçóÉÉë äáâÉ íÜÉáê àçÄëK få Ñ~ÅíI 
 çÑ íÜçëÉ ëìêîÉóÉÇ áå NVVVI VS éÉêÅÉåí ë~áÇ íÜÉó 
 ÑÉäí íÜÉáê ïçêâ ï~ë áãéçêí~åí ~åÇ UU éÉêÅÉåí 
 ë~áÇ íÜÉó äáâÉÇ íÜÉáê àçÄëK _ìí RM éÉêÅÉåí ~äëç 
 ë~áÇ íÜÉêÉ ï~ë íçç ãìÅÜ çÑ ~ ÖççÇ íÜáåÖK

 qÜÉ oÉéçêí çÑ íÜÉ `lpl pìÄJ`çããáííÉÉ 
 çå tçêâéä~ÅÉ tÉääJÄÉáåÖ ã~ÇÉ áí ÅäÉ~êW få ~ää 
 é~êíë çÑ íÜÉ éìÄäáÅ ëÉêîáÅÉ ~åÇ ~í ~ää äÉîÉäëI 
 ïçêâäç~Ç áë ~ éêçÄäÉãK j~åó ÉãéäçóÉÉë ïÜç 
 êÉëéçåÇÉÇ íç íÜÉ mìÄäáÅ pÉêîáÅÉ bãéäçóÉÉ pìêîÉó 
 ÑÉäí íÜ~í íÜÉ èì~äáíó çÑ íÜÉáê ïçêâ ëìÑÑÉêë ÄÉÅ~ìëÉ 
 çÑ íÜÉ êÉèìáêÉãÉåí íç Çç íÜÉ ë~ãÉ çê ãçêÉ ïçêâ 
 ïáíÜ ÑÉïÉê êÉëçìêÅÉëI ~åÇ ÄÉÅ~ìëÉ çÑ 
 ìåêÉ~ëçå~ÄäÉ ÇÉ~ÇäáåÉëKÒ

 få ~å ~êíáÅäÉ ÉåíáíäÉÇ tçêâLiáÑÉ _~ä~åÅÉIÒ 
 cê~åâ `ä~óÇçåI pÉÅêÉí~êó çÑ íÜÉ qêÉ~ëìêó _ç~êÇ 
 ~åÇ `çãéíêçääÉê dÉåÉê~ä çÑ `~å~Ç~I ~ãéäáÑáÉÇ 
 íÜÉ êÉëìäíëW mìÄäáÅ ëÉêî~åíë áå `~å~Ç~ ÑÉÉä 
 çîÉêïçêâÉÇK dçîÉêåãÉåí ÉãéäçóÉÉë ë~ó íÜÉó 
 ëáãéäó Å~åÛí Ä~ä~åÅÉ íÜÉ ÇÉã~åÇë çÑ íÜÉ çÑÑáÅÉ 
 ïáíÜ íÜÉ êÉëéçåëáÄáäáíáÉë çÑ ÜçãÉK qÜÉóÛêÉ 
 ïçêâáåÖ Ü~êÇÉê ~åÇ Ü~êÇÉê íç ëáãéäó âÉÉé íÜÉáê 
 ÜÉ~Çë ~ÄçîÉ ï~íÉêK qÜáë Ü~ë íç ÅÜ~åÖÉI íÜÉó 
 ë~áÇKÒ

 qç ëçãÉ ã~å~ÖÉêëI ÑçÅìëÉÇ çå íÜÉ ïçêâ ~í 
 Ü~åÇ ~åÇ êÉëéçåÇáåÖ íç ÇÉã~åÇë áå íÜÉ íáãÉJ

 A Fine Balance      8



 “... it comes down to one simple fact:  when employees are 
 satisfied with their work environment and working conditions, 
 they can make their best contribution and provide high-
 quality service and programs to Canadians.”

 ÜçåçìêÉÇ íê~Çáíáçå çÑ éêçîáÇáåÖ ÉñÉãéä~êó 
 ëÉêîáÅÉ E~ÑíÉê ~ääI áëåÛí íÜ~í íÜÉ ÇÉÑáåáíáçå çÑ 
 ÚéìÄäáÅ ëÉêîáÅÉÛ\F íÜçëÉ êÉëéçåëÉë Å~å ëÉÉã 
 ëáãéäó äáâÉ íÜÉ éêáÅÉ óçì Ü~îÉ íç é~ó ~í íÜÉ Ç~ïå 
 çÑ íÜÉ ONëí ÅÉåíìêóK _ä~ãÉ íÜÉ áåÑçêã~íáçå 
 êÉîçäìíáçåI íÜÉ ÚåÉï ÉÅçåçãóIÛ çê àìëí íÜÉ 
 éêÉî~áäáåÖ ~ííáíìÇÉ íÜ~í íÜÉ ÅìëíçãÉê Ô áå íÜáë 
 Å~ëÉI íÜÉ `~å~Çá~å éÉçéäÉ Ô áë âáåÖX ïÜ~íÉîÉê 
 Åìäéêáí áë ÅÜçëÉåI áíÛë É~ëó íç ~Ççéí íÜÉ ~ééêç~ÅÜ 
 íÜ~í íÜÉ àçÄ Ü~ë íç ÖÉí ÇçåÉ åç ã~ííÉê ïÜ~íK

 tçêâáåÖ Ü~êÇÉêI äçåÖÉê Å~å ÄÉ É~ëáäó 
 àìëíáÑáÉÇ áå ëÜçêí ÄìêëíëK ^ ïÉÉâÉåÇ ïáíÜ íÜÉ 
 ä~éíçé ÜÉêÉI ~å ÉîÉåáåÖ ~í íÜÉ çÑÑáÅÉ íÜÉêÉX áí Å~å 
 ëÉÉã äáâÉ ~ ëã~ää éêáÅÉ íç é~ó ïÜÉå ~ éêçàÉÅí 
 ÇÉ~ÇäáåÉ áë ëí~êáåÖ óçìê íÉ~ã áå íÜÉ Ñ~ÅÉK

 qÜÉ éêçÄäÉãI ÜçïÉîÉêI áë íÜ~í íÜÉ 
 ÉñÅÉéíáçå Å~å èìáÅâäó ÄÉÅçãÉ íÜÉ êìäÉK låÅÉ íÜÉ 
 Ä~ä~åÅÉ ÄÉíïÉÉå ïçêâ ~åÇ ÜçãÉ ëÜáÑíë íçï~êÇ 
 íÜÉ çÑÑáÅÉI áí í~âÉë ~ ÅçåÅÉêíÉÇ ÉÑÑçêí íç íáäí áí 
 Ä~Åâ íÜÉ çíÜÉê ï~óK

 lîÉêïçêâ ÄÉÅçãÉë íÜÉ åÉï åçêã~äK

 Identifying the Problem

 cêçã íÜÉ ã~å~ÖÉêÛë éÉêëéÉÅíáîÉI íÜÉ 
 éêçÄäÉã Å~å ÄÉ ÇáÑÑáÅìäí íç áÇÉåíáÑóI é~êíáÅìä~êäó 
 ïáíÜ ãçìåíáåÖ ÇÉ~ÇäáåÉë ~åÇ óçìê çïå ïçêâLäáÑÉ 
 áëëìÉë íç Ñ~ÅÉK qÜçëÉ ïÜç ~Ççéí íÜÉ OQLT 
 ïçêâéä~ÅÉ ï~êêáçê ëí~åÅÉ ã~ó ÉîÉå Ü~îÉ ~ Ü~êÇ 
 íáãÉ ÇÉÑáåáåÖ íÜÉ áëëìÉK

 qÜÉ `lpl pìÄJ`çããáííÉÉ ëí~íÉë áí 
 ÉäçèìÉåíäóW tçêâéä~ÅÉ ïÉääJÄÉáåÖ áë ~Äçìí 
 ã~åó íÜáåÖëW áí áë ~Äçìí éÉçéäÉ Ü~îáåÖ 
 ãÉ~åáåÖÑìä ~åÇ ÅÜ~ääÉåÖáåÖ ïçêâ íç Çç ïáíÜ ~å 
 çééçêíìåáíó íç ~ééäó íÜÉáê ëâáääë ~åÇ âåçïäÉÇÖÉX 
 áí áë ~Äçìí ïçêâáåÖ ÉÑÑÉÅíáîÉäó ïáíÜ ÅçääÉ~ÖìÉë 
 ~åÇ ã~å~ÖÉêëX áí áë ~Äçìí ~ ïçêâ ÉåîáêçåãÉåí 
 íÜ~í áë ë~ÑÉ ~åÇ ÜÉ~äíÜóI íÜ~í áë êÉëéÉÅíÑìä çÑ 
 áåÇáîáÇì~äë ~åÇ íÜÉáê ÇáÑÑÉêÉåí ÅáêÅìãëí~åÅÉëI

 áåÅäìÇáåÖ íÜÉ åÉÉÇ Ñçê ïçêâLäáÑÉ Ä~ä~åÅÉI ~åÇ 
 ïÜÉêÉ éÉçéäÉ Ü~îÉ íÜÉ íççäë íÜÉó åÉÉÇ íç ÖÉí íÜÉ 
 àçÄ ÇçåÉX áí áë ~Äçìí ÄÉáåÖ Ñ~áêäó ÅçãéÉåë~íÉÇI  
 áå íÉêãë çÑ ÄçíÜ ë~ä~êó ~åÇ ÄÉåÉÑáíëX áí áë ~Äçìí 
 Ü~îáåÖ äÉ~êåáåÖ çééçêíìåáíáÉë ~åÇ éçëëáÄáäáíáÉë íç 
 ~ÅÜáÉîÉ éÉêëçå~ä Å~êÉÉê ~ëéáê~íáçåëK tçêâéä~ÅÉ 
 ïÉääJÄÉáåÖ áë ~Äçìí ~ää çÑ íÜáë ~åÇ ãçêÉK _ìí áí 
 ÅçãÉë Ççïå íç çåÉ ëáãéäÉ Ñ~ÅíW ïÜÉå ÉãéäçóÉÉë 
 ~êÉ ë~íáëÑáÉÇ ïáíÜ íÜÉáê ïçêâ ÉåîáêçåãÉåí ~åÇ 
 ïçêâáåÖ ÅçåÇáíáçåëI íÜÉó Å~å ã~âÉ íÜÉáê ÄÉëí 
 ÅçåíêáÄìíáçåë ~åÇ éêçîáÇÉ ÜáÖÜJèì~äáíó ëÉêîáÅÉë 
 ~åÇ éêçÖê~ãë íç `~å~Çá~åëKÒ

 få áíë êÉéçêíI _ÉóçåÇ qÜÉ q~äâW ^ÅÜáÉîáåÖ 
 ~ eÉ~äíÜó ~åÇ mêçÇìÅíáîÉ tçêâ båîáêçåãÉåíIÒ 
 íÜÉ ^ëëçÅá~íáçå çÑ mêçÑÉëëáçå~ä bñÉÅìíáîÉë çÑ íÜÉ 
 mìÄäáÅ pÉêîáÅÉ çÑ `~å~Ç~ E^mbuF ÅáíÉÇ ëáñ 
 ÉëëÉåíá~ä Ñ~Åíçêë Ñçê ~ ÜÉ~äíÜó ïçêâ ÉåîáêçåãÉåíW

 √  ̂  î~äìÉëJÄ~ëÉÇ ïçêâ ÉåîáêçåãÉåí ~åÇ 
 ã~å~ÖÉãÉåí êÉÖáãÉX

 √  léÉå ÅçããìåáÅ~íáçåë ~åÇ Çá~äçÖìÉX
 √  ̀ çääÉÖá~äáíó ~åÇ ëÜ~êáåÖ ïáíÜáå ~ íÉ~ãX
 √  ̀ ä~êáíó ~åÇ ìåáíó çÑ éìêéçëÉX
 √  páÖåáÑáÅ~åí ÑäÉñáÄáäáíó ~åÇ ÇáëÅêÉíáçåI 

 ~åÇ ëìééçêí Ñçê êÉ~ëçå~ÄäÉ êáëâ í~âáåÖX 
 ~åÇ

 √  _~ä~åÅÉ ÄÉíïÉÉå ïçêâ ~åÇ éÉêëçå~ä 
 äáÑÉK

 qÜÉ êÉéçêí ~äëç ëí~íÉÇ íÜ~í íÜÉ éáîçí~ä 
 Ñ~Åíçê áå ÇÉíÉêãáåáåÖ ÜÉ~äíÜ çìíÅçãÉë ~åÇ 
 ë~íáëÑ~Åíáçå ïáíÜ íÜÉ ïçêâ ÉåîáêçåãÉåí áë 
 Åçåíêçä çîÉê íÜÉ àçÄ çê ÇÉÅáëáçå ä~íáíìÇÉK få áíë 
 ëáãéäÉëí íÉêãëI ÚÇÉÅáëáçå ä~íáíìÇÉÛ Å~å ÄÉ 
 ÇÉëÅêáÄÉÇ ~ë íÜÉ ÇÉÖêÉÉ çÑ Åçåíêçä çåÉ Ü~ë çîÉê 
 íÜÉ ïçêâ ÉåîáêçåãÉåí ~åÇ çåÉÛë Ç~áäó ~ÅíáîáíáÉëI 
 íÜÉ ÇÉÅáëáçåë ïÜáÅÜ ~êÉ ã~ÇÉ ~åÇ íÜÉ êÉëìäíë çÑ 
 íÜçëÉ ÇÉÅáëáçåëK fí ~äëç êÉä~íÉë íç íÜÉ ~Äáäáíó íç 
 ë~ó ÚåçÛ çê íç åÉÖçíá~íÉ ïçêâäç~Ç ïáíÜçìí ÑÉ~ê çÑ 
 êÉéêáë~ä çê éìåáëÜãÉåíKÒ
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 The many sides of ...
 Individual Well-Being

 Physical well-being:  Maintaining healthy and 
 energetic bodies by making healthy choices about 
 exercise, diet and stress management.

 Emotional well-being:  The piece of mind, 
 confidence and self-respect that we achieve by 
 coming to terms with our full range of feelings.

 Spiritual well-being:  The purpose, fulfillment, and 
 meaning that comes with having a sense of 
 connection to those things that are larger than 
 ourselves.

 Intellectual well-being:  The mental acuity that 
 results from keeping our minds active, alert, open, 
 curious and creative.

 Social well-being:  The camaraderie that comes from 
 maintaining a rich web of relationships with family, 
 friends and colleagues.

 The Stakes Are High

 ̂ mbu ã~ÇÉ áí ÅäÉ~ê íÜ~í ïçêâLäáÑÉ Ä~ä~åÅÉ 
 áëëìÉë ~êÉ åçí ~Äçìí ëÜáêâáåÖ ïçêâ çê ÇçÇÖáåÖ 
 ~êçìåÇ ~ éêÉëëáåÖ ÇÉ~ÇäáåÉX áíÛë ~ ÜÉ~äíÜ áëëìÉK 
 fåÇáîáÇì~äëÛ ä~Åâ çÑ àçÄ Åçåíêçä áë ãçêÉ ëíêçåÖäó 
 êÉä~íÉÇ íç ÇáëíêÉëë äÉîÉäëI ëÜçêíJíÉêã ÜÉ~äíÜ 
 Åçãéä~áåíë ~åÇ äçåÖÉê íÉêã ÜÉ~äíÜ ÇáëçêÇÉêë 
 íÜ~å çíÜÉê Ñ~ÅíçêëI áåÅäìÇáåÖ éÉêëçå~ä äáÑÉëíóäÉ 
 Ü~ÄáíëÁK fí áë ÅäÉ~ê íÜ~í áÑ çåÉ í~âÉë ~ ÜÉ~äíÜó 
 éÉêëçå ~åÇ éä~ÅÉë íÜÉã áå ~å ìåÜÉ~äíÜó 
 ÉåîáêçåãÉåí Ô åç ã~ííÉê ïÜ~í ÇÉÖêÉÉ çÑ 
 Ü~êÇáåÉëë çê êÉëáäáÉåÅó íÜÉó ã~ó Ü~îÉ íç ÄÉÖáå 
 ïáíÜ Ô íÜÉ ìåÜÉ~äíÜó ïçêâ ëáíì~íáçå ïáää ÅêÉ~íÉ 
 ~å ìåÜÉ~äíÜó áåÇáîáÇì~äKÒ

 qÜÉ Åçëíë ~ëëçÅá~íÉÇ ïáíÜ ~ äçëë çÑ 
 ïçêâéä~ÅÉ ïÉääJÄÉáåÖ ~êÉ ãóêá~ÇK

 ̂ mbu êÉéçêíÉÇ íÜ~í íÜÉ Ñ~ëíÉëí ÖêçïáåÖ 
 Å~íÉÖçêó Ñçê Åä~áãë ìåÇÉê íÜÉ aáë~Äáäáíó 
 fåëìê~åÅÉ mä~å Ñçê ÑÉÇÉê~ä ÉãéäçóÉÉë áë íÜ~í çÑ 
 ãÉåí~ä ~åÇ ÜÉ~äíÜ ÇáëçêÇÉêëK få NVVRI íÜÉ çîÉê~ää 
 ê~íÉ Ñçê ãÉåí~ä ÜÉ~äíÜ Åä~áãë ~ë ~ éêçéçêíáçå çÑ 
 ~ää åÉï Åä~áãë Ñçê ~ää éìÄäáÅ ëÉêî~åíë ï~ë PPKQ 
 éÉêÅÉåíK få NVVSI áí ï~ë PTKR éÉêÅÉåíI ìé Ñêçã 
 äÉëë íÜ~å OM éÉêÅÉåí ~ ÇÉÅ~ÇÉ É~êäáÉêK

 kçê~ péáåâëI éêÉëáÇÉåí çÑ tçêâJiáÑÉ 
 e~êãçåó båíÉêéêáëÉë ~åÇ ~ ãÉãÄÉê çÑ íÜÉ 
 ̀ ~å~Çá~å `ÉåíêÉ Ñçê j~å~ÖÉãÉåí aÉîÉäçéãÉåí 
 ̂ ÅíáçåJoÉëÉ~êÅÜ oçìåÇí~ÄäÉ çå tçêâéä~ÅÉ 
 tÉääJ_ÉáåÖI Ü~ë ãçêÉ ÅÜáääáåÖ ëí~íáëíáÅëK pÜÉ 
 éçáåíë çìí íÜ~í ÉãéäçóÉÉë ïÜç ÉñéÉêáÉåÅÉ ÜáÖÜ 
 ÇÉã~åÇI äçï ÅçåíêçäI ÜáÖÜ ÉÑÑçêí ~åÇ äçï êÉï~êÇ 
 ÉñéÉêáÉåÅÉ Ü~îÉ íÜêÉÉ íáãÉë ãçêÉ ÜÉ~êí éêçÄäÉãë 
 ~åÇ Ä~Åâ é~áå íÜ~å íÜÉ ~îÉê~ÖÉ `~å~Çá~åI ~åÇ 
 ìé íç ÑáîÉ íáãÉë ãçêÉ äáâÉäáÜççÇ çÑ ÇÉîÉäçéáåÖ 
 ÅÉêí~áå íóéÉë çÑ Å~åÅÉêK qÜÉáê êáëâ çÑ ãÉåí~ä 
 ÜÉ~äíÜ éêçÄäÉãëI áåÑÉÅíáçåë ~åÇ áåàìêó ê~åÖÉë 
 ÄÉíïÉÉå íïç ~åÇ íÜêÉÉ íáãÉë íÜÉ åçêãI ~åÇ íÜÉó 
 ~êÉ íïáÅÉ ~ë äáâÉäó íç ~ÄìëÉ ëìÄëí~åÅÉë ~ë íÜÉ 
 ~îÉê~ÖÉ `~å~Çá~åK

 tÉÛêÉ ÅêÉ~íáåÖ ÉåîáêçåãÉåíë íÜ~í ~êÉ 
 ã~âáåÖ éÉçéäÉ áää ~åÇ ëìëÅÉéíáÄäÉ íç áåàìêóIÒ ë~óë 
 péáåâëK

 ̂ ää çÑ ïÜáÅÜ Å~å äÉ~Ç íç ÅÜêçåáÅ 
 ~ÄëÉåíÉÉáëã íÜ~íI ìåäáâÉ íÜÉ çÅÅ~ëáçå~ä Ç~ó çÑÑ 
 íç ~ÇÇêÉëë Ñ~ãáäó êÉëéçåëáÄáäáíáÉë çê ëçJÅ~ääÉÇ
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 ÚãÉåí~ä ÜÉ~äíÜ Ç~óëIÛ Å~å ÄÉ ~ ëáÖå çÑ ãçìåíáåÖ 
 ÇÉéêÉëëáçåK bñÅÉëëáîÉ ~ãçìåíë çÑ ëíêÉëë Å~å í~âÉ 
 ~ ÜìÖÉ íçääK qÜÉ _ìëáåÉëë C bÅçåçãáÅ 
 oçìåÇí~ÄäÉ çå jÉåí~ä eÉ~äíÜ êÉéçêíÉÇ íÜ~í 
 ~äãçëí ~ ANMM Äáääáçå áë äçëí É~ÅÜ óÉ~ê áå `~å~Ç~ 
 ~åÇ íÜÉ råáíÉÇ pí~íÉë ÇìÉ íç êÉÇìÅÉÇ 
 éêçÇìÅíáîáíó Ñêçã ÇÉéêÉëëáçåK få `~å~Ç~I NKQ 
 ãáääáçå ïçêâÉêë ENM éÉêÅÉåí çÑ íÜÉ ïçêâÑçêÅÉF 
 ~êÉ ~ÑÑÉÅíÉÇ Äó ÇÉéêÉëëáçåK

 räíáã~íÉäóI Ñ~ÅÉÇ ïáíÜ íÜÉëÉ ãçìåíáåÖ 
 éêÉëëìêÉëI ëçãÉ ÉãéäçóÉÉë ëáãéäó äÉ~îÉK qÜÉ Åçëí 
 çÑ êÉéä~ÅáåÖ ÉãéäçóÉÉë ïÜç çéí çìí ÄÉÑçêÉ íÜÉó 
 Äìêå çìí Å~å ÄÉ ëí~ÖÖÉêáåÖ Ô ìé íç NRM éÉêÅÉåí 
 çÑ íÜÉáê ~ååì~ä ë~ä~êó Ô Äìí Ñçê ~å ~ÖÉáåÖ éìÄäáÅ 
 ëÉêîáÅÉ äççâáåÖ íç êÉåÉï áíëÉäÑ ïáíÜ óçìåÖ í~äÉåíI 
 íÜÉêÉ áë ~å ÉîÉå ãçêÉ Ç~ìåíáåÖ ëéÉÅíêÉK vçìåÖÉê 
 ÖÉåÉê~íáçåë åçï ÉåíÉêáåÖ íÜÉ ïçêâÑçêÅÉ ~êÉ äÉëë 
 ïáääáåÖ íç ëÉííäÉ Ñçê ëáíì~íáçåë íÜÉáê ÉäÇÉêë ÖêÉï íç 
 íçäÉê~íÉK mÉêëçå~ä íáãÉ áë ãçêÉ áãéçêí~åí íç 
 íÜÉã íÜ~å áÇÉåíáÑáÅ~íáçå ïáíÜ ~ àçÄI ~åÇ 
 ãçåÉí~êó ÅçãéÉåë~íáçå ~äçåÉ ïáää åçí ÄáåÇ 
 íÜÉã íç ~å çêÖ~åáò~íáçåK oÉÅÉåí êÉëÉ~êÅÜ 
 áåÇáÅ~íÉë íÜ~í çåÅÉ ÉãéäçóÉÉë ~íí~áå íÜÉ äÉîÉä çÑ 
 É~êåáåÖë íÜÉó Å~å êÉ~ëçå~Ääó ÉñéÉÅí ÖáîÉå íÜÉáê 
 íê~áåáåÖ ~åÇ ëâáääëI íÜÉó ~êÉ ãçíáî~íÉÇ ãçëí Äó 
 íÜÉ ÅçåíÉåí çÑ íÜÉáê ïçêâI íÜÉ èì~äáíó çÑ íÜÉ 
 éÉçéäÉ íÜÉó ïçêâ ïáíÜI ~åÇ íÜÉ çééçêíìåáíáÉë íç

 ëíêÉíÅÜ ~åÇ Öêçï ïáíÜáå ~ àçÄ ~åÇ ~å 
 çêÖ~åáò~íáçåK

 bñ~ÅÉêÄ~íáåÖ íÜÉ ëáíì~íáçå Ñçê íÜÉ éìÄäáÅ 
 ëÉêîáÅÉ áë íÜ~í ëìêîÉóë ëÜçï íÜ~í áí ê~åâë äçï çå 
 íÜÉ íçíÉã éçäÉ áå íÜÉ ãáåÇë çÑ Öê~Çì~íáåÖ 
 ëíìÇÉåíë Ñçê Å~êÉÉê é~íÜëK fÑ éêÉëÉåí íêÉåÇë 
 ÅçåíáåìÉI éìÄäáÅ ÉãéäçóÉêë Å~å ÑçêÖÉí ~Äçìí 
 êÉÅêìáíáåÖ íÜÉ ÄÉëí ~åÇ íÜÉ ÄêáÖÜíÉëíÒ Ó íÜÉ 
 ÄÉëí çÑ íÜÉ ÇÉëéÉê~íÉÒ ëÉÉãë ãçêÉ äáâÉ áíK

 An Antidote for Antipathy

 qÜÉêÉ ~êÉ ëÉîÉê~ä ï~óë íç êÉîÉêëÉ íÜáë 
 íêÉåÇK qÜÉ Ñáêëí áë Äó ÄìáäÇáåÖ ãçêÉ ãÉ~åáåÖÑìä 
 êÉä~íáçåëÜáéë ÄÉíïÉÉå ã~å~ÖÉêë ~åÇ ëí~ÑÑ 
 íÜêçìÖÜ ïÉääJÄÉáåÖ ~åÇ èì~äáíóJçÑJïçêâäáÑÉ 
 ÉÑÑçêíëK oÉëÉ~êÅÜ ëÜçïë íÜ~í éÉçéäÉ èìáí 
 ã~å~ÖÉêëI åçí åÉÅÉëë~êáäó ÉãéäçóÉêëK qìêåçîÉê 
 ê~íÉë áå çêÖ~åáò~íáçåë ïáíÜ ëíêçåÖ íáÉë ~êÉ Ü~äÑ 
 íÜçëÉ çÑ çêÖ~åáò~íáçåë íÜ~í Çç åçíK

 jáÇÇäÉ ã~å~ÖÉêë Ü~îÉ íÜÉ ÄáÖÖÉëí ëí~âÉ çå 
 ~ éÉêëçå~ä äÉîÉäK räíáã~íÉäóI íÜÉáê çïå ïçêâéä~ÅÉ 
 ïÉääJÄÉáåÖ áë ÇÉíÉêãáåÉÇI íç ~ ä~êÖÉ ÉñíÉåíI Äó 
 íÜÉ äÉîÉä çÑ ë~íáëÑ~Åíáçå ïáíÜáå íÜÉ íÉ~ãë íÜÉó 
 ëìéÉêîáëÉ ~åÇ íÜçëÉ ïáíÜ ïÜáÅÜ íÜÉó áåíÉê~Åí çå 
 ~ êÉÖìä~ê Ä~ëáëK qÜÉó ~êÉ ~äëç áå íÜÉ ÄÉëí éçëáíáçå 
 íç áåëíáíìíÉ ÅÜ~åÖÉK ^äíÜçìÖÜ ÅäÉ~ê ãÉëë~ÖÉë ~åÇ

 ëìééçêí êÉÖ~êÇáåÖ íÜÉ 
 áãéçêí~åÅÉ çÑ ïçêâLäáÑÉ Ä~ä~åÅÉ 
 ãìëí ÅçãÉ Ñêçã íÜÉ íçé äÉîÉäë 
 çÑ ã~å~ÖÉãÉåíI íÜÉ ãáÇÇäÉ 
 ã~å~ÖÉê áë íÜÉ éÉêëçå ~Åíì~ääó 
 çå íÜÉ äáåÉK eÉ çê ëÜÉ Å~å ÄÉëí 
 ìåÇÉêëí~åÇ íÜÉ îçäìãÉ ~åÇ 
 ÅçãéäÉñáíó çÑ ïçêâ éÉê 
 ÉãéäçóÉÉI íç âåçï ïÜÉå áí 
 ÄÉÅçãÉë íçç ãìÅÜI ~åÇ íç éìëÜ 
 Ä~Åâ ïÜÉå ÉñéÉÅí~íáçåë Ñêçã 
 ãçêÉ ëÉåáçê äÉîÉäë çÑ 
 ã~å~ÖÉãÉåí ~êÉ ìåêÉ~äáëíáÅK

 jáÇÇäÉ ã~å~ÖÉêë Ü~îÉ ~ 
 é~êíáÅìä~êäó áãéçêí~åí êçäÉ íç 
 éä~óIÒ ëí~íÉë cê~åâ `ä~óÇçåK 
 jçêÉ çÑíÉå íÜ~å åçíI íÜÉó 
 ã~âÉ íÜÉ Ç~óJíçJÇ~ó ÇÉÅáëáçåë 
 íÜ~í ~ÑÑÉÅí ÉãéäçóÉÉëK qÜÉó ~êÉ
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 “It’s easy. The first step is to entirely change who you are.”
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 áå íÜÉ áÇÉ~ä éçëáíáçå íç éìää éÉçéäÉ 
 íçÖÉíÜÉê ~åÇ ÇÉîÉäçé ïçêâLäáÑÉ Ä~ä~åÅÉ 
 ëíê~íÉÖáÉë Ñçê íÜÉáê çïå íÉ~ãëK

 j~åó çÑ çìê ã~å~ÖÉêë Ü~îÉ 
 ÖáîÉå ~ ÜáÖÜ éêáçêáíó íç ïçêâLäáÑÉ 
 Ä~ä~åÅÉK qÜÉëÉ ã~å~ÖÉêë éêçîáÇÉ 
 ÉãéäçóÉÉë ïáíÜ ~ ÅäÉ~ê éáÅíìêÉ çÑ íÜÉ 
 ÄìëáåÉëë éêáçêáíáÉë ~åÇ ÉåÅçìê~ÖÉ íÜÉãI 
 áå íìêåI íç ÄÉ àìëí ~ë ÅäÉ~ê ~Äçìí 
 éÉêëçå~ä áåíÉêÉëíë ~åÇ ÅçåÅÉêåëK qÜÉó 
 ~êÉ çéÉåJãáåÇÉÇ ~åÇ êÉÅçÖåáòÉ ~åÇ 
 ëìééçêí íÜÉáê ÉãéäçóÉÉë ~ë ÚïÜçäÉ 
 éÉçéäÉÛKÒ

 ̂ å Éñ~ãéäÉ Å~å ÄÉ ÑçìåÇ ~í 
 pí~íáëíáÅë `~å~Ç~K

 b~ÅÜ óÉ~êI ~ Öêçìé çÑ ãáÇÇäÉ 
 ã~å~ÖÉêë ïáíÜáå íÜÉ ~ÖÉåÅó ÜçäÇ ~å 
 fååçî~íáîÉ mê~ÅíáÅÉë `çåÑÉêÉåÅÉ íç 
 ÇáëÅìëë íÜÉ ÅÜ~ääÉåÖÉë íÜÉó Ñ~ÅÉ áå íÜÉáê 
 ïçêâ äáîÉëK qÜÉ Öêçìé ÑçÅìëÉë çå ~å
 ìêÖÉåí éêáçêáíó ~åÇ Åçää~Äçê~íÉë íç ÇÉîÉäçé 
 áååçî~íáîÉ áãéêçîÉãÉåíë íç íÜÉ ~ÖÉåÅóK  

 aìêáåÖ íÜÉ OMMM ÅçåÑÉêÉåÅÉI ã~å~ÖÉêë 
 åçíáÅÉÇ ~ ëÉí çÑ êÉÅìêêáåÖ íÜÉãÉë áå íÜÉ 
 ÅÜ~ääÉåÖÉë íÜÉó Ñ~ÅÉW ïçêâäç~ÇI äáãáí~íáçåë ïáíÜ 
 íÜÉ éÜóëáÅ~ä ÉåîáêçåãÉåíI ~åÇ íÜÉ áãéçêí~åÅÉ çÑ 
 êÉÅçÖåáíáçå Ô ~ää íÜÉ ëáÖåë çÑ ïçêâéä~ÅÉ ïÉääJ
 ÄÉáåÖ éêçÄäÉãëK ^ë ~ êÉëìäíI íÜÉó ëíìÇáÉÇ ëçãÉ 
 íê~áäÄä~òáåÖ éêáî~íÉJëÉÅíçê Å~ëÉë ëìÅÜ ~ë jap 
 kçêÇáçå ~åÇ kçêíÉä ~åÇ ëÉí çìí íç íê~åëÑçêã íÜÉ 
 ï~ó ïçêâ í~âÉë éä~ÅÉ áå íÜÉ ~ÖÉåÅóK

 cçêíìå~íÉäóI pí~íáëíáÅë `~å~Ç~ Ü~Ç ~ ÜÉ~Ç 
 ëí~êí Åçãé~êÉÇ íç ã~åó éìÄäáÅ çêÖ~åáò~íáçåëK  fí 
 Ü~Ç áãéäÉãÉåíÉÇ íÜÉ ÑáëÅ~ä ~ìëíÉêáíó ãÉ~ëìêÉë çÑ 
 íÜÉ ÚVMë ïáíÜçìí ä~óáåÖ çÑÑ ëí~ÑÑI ÉãéäçóÉÉë Ü~Ç 
 ~ÅÅÉëë íç ÜáÖÜÉê äÉîÉäë çÑ íê~áåáåÖ ÑìåÇáåÖ íÜ~å 
 íÜÉ åçêã ~åÇ íÜÉêÉ ï~ë ~äêÉ~Çó ëçãÉ 
 áåÑê~ëíêìÅíìêÉ áå éä~ÅÉ íç ~ÇÇêÉëë ïÉääJÄÉáåÖ 
 ÅÜ~ääÉåÖÉëI áåÅäìÇáåÖ ~å çåJëí~ÑÑ åìêëÉI ~ ÑáíåÉëë 
 ÅÉåíêÉI ~åÇ ~å ÉãéäçóÉÉ ~ëëáëí~åÅÉ éêçÖê~ãK  
 qÜÉ ~ÖÉåÅó Ü~Ç ~ ëíêçåÖ ÑçìåÇ~íáçå çÑ î~äìÉë çå 
 ïÜáÅÜ íç ÄìáäÇK

 píáääI íÜÉ ã~å~ÖÉêë êÉÅçÖåáòÉÇ íÜÉ åÉÉÇ íç 
 áåíÉÖê~íÉ ïçêâéä~ÅÉ ïÉääJÄÉáåÖ ãçêÉ Ñìääó áåíç 
 íÜÉ Ç~áäó ïçêâ äáîÉë çÑ pí~íáëíáÅë `~å~Ç~ 
 ÉãéäçóÉÉëK  qÜÉ éêÉî~áäáåÖ îáÉï ï~ë íÜ~í íÜáë

 ï~ë íÜÉ êáÖÜí íÜáåÖ íç ÇçI áå ~ÇÇáíáçå íç íÜÉ 
 ã~åó ÄÉåÉÑáíë íç éêçÇìÅíáîáíó ~åÇ ÉÑÑÉÅíáîÉåÉëëK

 qÜ~í ï~ë íÜÉ ÖÉåÉëáë çÑ íÜÉ tçêâéä~ÅÉ 
 tÉääåÉëë `çããáííÉÉK  táíÜ íÜÉ ÄìóJáå çÑ ëÉåáçê 
 ã~å~ÖÉãÉåí íÜÉ ~ÖÉåÅó å~ãÉÇ ~ ïÉääåÉëë 
 ÅÜ~ãéáçåI p~åÖÉ ÇÉpáäî~I íç éêçîáÇÉ îáëáçå ~åÇ 
 äÉ~ÇÉêëÜáé ~åÇ ~ ã~åÇ~íÉ ï~ë ÑçêãÉÇ íç 
 áãéäÉãÉåí éê~ÅíáÅ~ä ~Åíáçåë íÜ~í ïçìäÇ êÉëìäí áå 
 ãÉ~ëìê~ÄäÉ áãéêçîÉãÉåíëK 

 låÉ çÑ íÜÉ Ñáêëí íÜáåÖë ÇÉpáäî~ ÇáÇ ï~ë 
 ÇÉîÉäçé ~å ~Åíáçå éä~åK  kÉñíI ÜÉ Éëí~ÄäáëÜÉÇ ~ 
 åìãÄÉê çÑ ïçêâáåÖ Öêçìéë êÉëéçåëáÄäÉ Ñçê 
 áãéäÉãÉåí~íáçå ~åÇ ÖÉííáåÖ êÉëìäíëK  qÜÉ ã~áå 
 Öç~ä ï~ë íç ã~âÉ ëí~ÑÑ ~ï~êÉ çÑ íÜÉ áãéçêí~åÅÉ 
 çÑ ïÉääJÄÉáåÖ ~åÇ ÉåÅçìê~ÖÉ é~êíáÅáé~íáçå áå 
 ÑáíåÉëë ~åÇ ÜÉ~äíÜó äáîáåÖ ~ÅíáîáíáÉëK qÜÉ éä~å ~äëç 
 ~ëéáêÉÇ íç ÅêÉ~íÉ åÉï éêçÖê~ãë íç ÜÉäé 
 ÉãéäçóÉÉë Ä~ä~åÅÉ ïçêâ ~åÇ éÉêëçå~ä 
 êÉëéçåëáÄáäáíáÉëI ~ë ïÉää ~ë áãéêçîÉ íÜÉ éÜóëáÅ~ä 
 ÉåîáêçåãÉåí áå ïÜáÅÜ éÉçéäÉ ïçêâK  få ëÜçêíI íÜÉ 
 Öç~ä áåîçäîÉÇ ÅêÉ~íáåÖ ~ ëìééçêíáîÉ ïçêâ 
 ÉåîáêçåãÉåí Ñçê ïÉääJÄÉáåÖK

 cìäÑáääáåÖ íÜÉëÉ éä~åë êÉèìáêÉÇ ~ ÖêÉ~í ÇÉ~ä 
 çÑ ÅççéÉê~íáçå Ñêçã ~ î~êáÉíó çÑ é~êíáÉë ~Åêçëë 
 íÜÉ çêÖ~åáò~íáçåK pí~íáëíáÅë `~å~Ç~ ~äêÉ~Çó Ü~Ç ~ 
 ÇáêÉÅíçê ÖÉåÉê~ä êÉëéçåëáÄäÉ Ñçê ~ÅÅçããçÇ~íáçåë
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 ~åÇ ~ î~êáÉíó çÑ ÅçããáííÉÉë êÉëéçåëáÄäÉ Ñçê 
 ÜÉ~äíÜI ë~ÑÉíóI åÉíïçêâáåÖ ~åÇ ïÉääJÄÉáåÖI Äìí 
 ÅççêÇáå~íáçå ï~ë êÉèìáêÉÇ íç ÉåëìêÉ íÜÉó ëÜ~êÉÇ 
 ~ ëáãáä~ê Öç~äK qÜáë êÉëìäíÉÇ ~ åìãÄÉê çÑ 
 áãéêçîÉãÉåíëI ëìÅÜ ~ë ä~êÖÉê ~ääçÅ~íáçåë çÑ ïçêâ 
 ëé~ÅÉI ~å Éñé~åëáçå çÑ íÜÉ ÑáíåÉëë ÅÉåíêÉ ~åÇ 
 êÉÖìä~ê Ñäì ëÜçíë Ñçê ÉãéäçóÉÉëK

 qÜÉ ÅçããáííÉÉ ÅçãéáäÉÇ ~ äáëí çÑ ÄÉëí 
 éê~ÅíáÅÉëI ëìééçêíáîÉ ã~å~ÖÉãÉåí éê~ÅíáÅÉëI ~åÇ 
 ~ÇîáÅÉ çå ~ î~êáÉíó çÑ ïÉääJÄÉáåÖ êÉä~íÉÇ íçéáÅë 
 Ô ëìÅÜ ~ë ëíêÉëë ã~å~ÖÉãÉåí ~åÇ éêÉîÉåíáçå Ô 
 ~åÇ ã~ÇÉ íÜÉëÉ ~î~áä~ÄäÉ íç ~ää ÉãéäçóÉÉë çå ~å 
 fåíê~åÉí ëáíÉK  cçÅìë Öêçìéë ïÉêÉ ÄêçìÖÜí 
 íçÖÉíÜÉê íç áÇÉåíáÑó ÚÑáñ~ÄäÉ éêçÄäÉãëÛ ïáíÜ 
 êÉëéÉÅí íç ïçêâäç~ÇK iìåÅÜíáãÉ ëÉëëáçåë ïÉêÉ ëÉí 
 ìé çå íçéáÅë ëìÅÜ ~ë ãÉåí~ä ÜÉ~äíÜI ÄêÉ~ëí 
 ÜÉ~äíÜI ~åÇ ÄáçJÑÉÉÇÄ~ÅâK ^å ~ååì~ä tçêâéä~ÅÉ 
 tÉääåÉëë ^ï~êÇ ~åÇ bãéäçóÉÉ ^ééêÉÅá~íáçå a~ó 
 ÄÉÅ~ãÉ îÉÜáÅäÉë íç êÉÅçÖåáòÉ íÜÉ ÅçåíêáÄìíáçåë 
 ã~ÇÉ Äó ÉãéäçóÉÉëK

 få àìëí ~ óÉ~êI íÜÉ ~ÖÉåÅó ï~ë êÉéçêíáåÖ ~ 
 î~êáÉíó çÑ áãéêçîÉãÉåíëK

 qÜÉëÉ ~êÉ ëíáää É~êäó Ç~óë áå pí~íáëíáÅë 
 ̀ ~å~Ç~Ûë ÉÑÑçêíëI Äìí ~ é~äé~ÄäÉ ÅÜ~åÖÉ áë 
 ÉîáÇÉåí áå íÜÉ çêÖ~åáò~íáçåÛë ÅìäíìêÉK qÜÉáê ëíçêó 
 ë~óë ~ ÖêÉ~í ÇÉ~ä ~Äçìí ïÜó ïçêâéä~ÅÉ ïÉääJ
 ÄÉáåÖ áë áãéçêí~åí Ñçê íÜÉ îáí~äáíó çÑ ~å 
 çêÖ~åáò~íáçåK gìëí ~ë áãéçêí~åíäóI áí ëéÉ~âë 
 îçäìãÉë ~Äçìí Üçï ~ ä~êÖÉ éìÄäáÅ çêÖ~åáò~íáçå 
 Å~å Öç ~Äçìí ÉÑÑÉÅíáåÖ í~åÖáÄäÉ ÅÜ~åÖÉëK qÜÉ 
 ÅÜ~åÖÉ ÇçÉëåÛí Ü~ééÉå çîÉêåáÖÜí Ó áíÛë ~ äçåÖ 
 àçìêåÉó êÉèìáêáåÖ é~íáÉåÅÉ ~åÇ ÑçääçïJíÜêçìÖÜ Ó 
 Äìí ëã~ää ïáåë ~êÉ éçëëáÄäÉ áå ~ êÉä~íáîÉäó ëÜçêí 
 ëé~å çÑ íáãÉK

 Sharing the Solution

 qÜÉ âÉó íÜáåÖ áë íç áåîçäîÉ ëí~ÑÑ áå 
 ÇÉÅáëáçåJã~âáåÖI íç ïÜ~íÉîÉê ÇÉÖêÉÉ éçëëáÄäÉK

 f ëíêçåÖäó ÄÉäáÉîÉ íÜ~í ëìééçêíáåÖ ëí~ÑÑ 
 ãìëí ÄÉÅçãÉ ãçêÉ ÇÉÉéäó áåÖê~áåÉÇ áå çìê 
 ã~å~ÖÉãÉåí ÅìäíìêÉIÒ ë~óë `ä~óÇçåK qÜ~í áë 
 ïÜó f íÜáåâ ïÉ åÉÉÇ íç ÄìáäÇ íÜÉ áãéäÉãÉåí~íáçå 
 çÑ ïçêâLäáÑÉ Ä~ä~åÅÉ ëíê~íÉÖáÉë áåíç ã~å~ÖÉãÉåí 
 ~ÅÅçìåí~ÄáäáíóK  j~å~ÖÉêë ëÜçìäÇ ÄÉ êÉï~êÇÉÇ 
 Ñçê íÜÉáê ~Äáäáíó íç éêçÇìÅÉ ëçãÉíÜáåÖ çê íç 
 ~ÅÜáÉîÉ ~ ÇÉëáêÉÇ ÉÑÑÉÅíI çÑ ÅçìêëÉI Äìí íÜÉó 
 ëÜçìäÇ ~äëç ÖÉí ÅêÉÇáí Ñçê íÜÉ ï~ó íÜÉó ÖÉí íÜÉ 
 àçÄ ÇçåÉKÒ

 ̂ ÅÅçêÇáåÖ íç iáåÇ~ aìñÄìêóI ~ éêçÑÉëëçê 
 ~í `~êäÉíçå råáîÉêëáíóÛë bêáÅ péêçíí pÅÜççä çÑ 
 _ìëáåÉëë ~åÇ ~ ãÉãÄÉê çÑ íÜÉ `~å~Çá~å `ÉåíêÉ 
 Ñçê j~å~ÖÉãÉåí aÉîÉäçéãÉåí ^ÅíáçåJoÉëÉ~êÅÜ 
 oçìåÇí~ÄäÉ çå tçêâéä~ÅÉ tÉääJÄÉáåÖI 
 ëìééçêíáîÉ ã~å~ÖÉêë Ü~îÉ ëçãÉ Åçããçå íê~áíëK

 qÜÉó ÜÉäé ÉåëìêÉ íÜÉáê ëí~ÑÑ 
 ãÉãÄÉêëÛ ïçêâLäáÑÉ Ä~ä~åÅÉ 
 ÄóW Ü~îáåÖ êÉ~äáëíáÅ 
 ÉñéÉÅí~íáçåë çÑ Üçï ãìÅÜ 
 ïçêâ Å~å ÄÉ ÇçåÉ áå ~ ÖáîÉå 
 ~ãçìåí çÑ íáãÉX ëéÉåÇáåÖ 
 íáãÉ Åç~ÅÜáåÖ ~åÇ ãÉåíçêáåÖ 
 íÜÉáê ÉãéäçóÉÉëX ÇçáåÖ ~ ÖççÇ 
 àçÄ çÑ éä~ååáåÖ íÜÉ ïçêâ íç 
 ÄÉ ÇçåÉX ÖáîáåÖ êÉÅçÖåáíáçå 
 Ñçê ~ àçÄ ïÉää ÇçåÉX ~åÇ 
 ~ëâáåÖ ÉãéäçóÉÉë Ñçê áåéìí

 ÄÉÑçêÉ ÇÉÅáëáçåë ~êÉ ã~ÇÉK
 gìÇáíÜ i~oçÅèìÉI ^ëëçÅá~íÉ aÉéìíó 

 jáåáëíÉê Ñçê `~å~Çá~å eÉêáí~ÖÉI ~ÇÇë íÜ~í áíÛë 
 áãéçêí~åí íç Ñ~ÅÉ íÜÉ êÉ~äáíó çÑ íÜÉ ïçêâéä~ÅÉ 
 ~åÇ ÄÉ ÅêÉ~íáîÉK

 pçãÉ ïçêâäç~Ç Ñ~Åíçêë ~êÉ ëáãéäó ÄÉóçåÇ 
 çìê ÅçåíêçäK o~íÜÉê íÜ~å ÑçÅìë çå íÜÉ íÜáåÖë ïÉ 
 Å~åÛí ÅÜ~åÖÉI ã~å~ÖÉêë Å~å ÑçÅìë çå ~êÉ~ë ïÜÉêÉ 
 íÜÉó Å~å Ü~îÉ ~ éçëáíáîÉ áãé~ÅíK cçê Éñ~ãéäÉI 
 ä~ëí ëìããÉê ïÉ ã~ÇÉ ~å áåÑçêã~ä ÉÑÑçêí íç 
 ÉåëìêÉ íÜ~í ÉîÉêóçåÉ íççâ ëçãÉ î~Å~íáçåK fí ã~ó 
 ëÉÉã äáâÉ ~ ëã~ää íÜáåÖI Äìí áí ã~âÉë ~ ÜìÖÉ 
 ÇáÑÑÉêÉåÅÉK

 qÜÉ áãéçêí~åí íÜáåÖ áë íç Ü~îÉ ~ Çá~äçÖìÉ

 Younger generations are less willing to settle 
 for situations their elders grew to tolerate. 

 If present trends continue, public employers 
 can forget about recruiting  “the best and the 
 brightest”  — the  “best of the desperate”
 seems more like it. 
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 ÄÉíïÉÉå ã~å~ÖÉê ~åÇ ëí~ÑÑ ãÉãÄÉê íç í~áäçê 
 ëçãÉíÜáåÖ íÜ~í ïçêâë Ñçê ÄçíÜ íÜÉ áåÇáîáÇì~ä 
 ~åÇ íÜÉ ÇÉé~êíãÉåíKÒ

 låÉ ~êÉ~ íÜ~í Ü~ë Ö~áåÉÇ ê~éáÇ ~ÅÅÉéí~åÅÉ 
 áë ~äíÉêå~íáîÉ ïçêâ ~êê~åÖÉãÉåíëI ëìÅÜ ~ë 
 íÉäÉïçêâáåÖI ÅçåÇÉåëÉÇ ïçêâ ïÉÉâë ~åÇ ÑäÉñáÄäÉ 
 ëÅÜÉÇìäáåÖK ^äíÜçìÖÜ íÜÉëÉ ~äíÉêå~íáîÉ ïçêâ 
 ~êê~åÖÉãÉåíë éêçîáÇÉ ~ ïÉ~äíÜ çÑ çééçêíìåáíáÉëI 
 íÜÉó ~êÉ çåäó íÜÉ íáé çÑ íÜÉ áÅÉÄÉêÖ áå íÉêãë çÑ 
 ïÜ~í áë éçëëáÄäÉK ^ åìãÄÉê çÑ êÉÅÉåí éáäçí 
 éêçàÉÅíë ~êÉ ÇÉãçåëíê~íáåÖ íÜÉ ~êí çÑ íÜÉ 
 éçëëáÄäÉK få íÜÉ éêçÅÉëëI íÜÉëÉ áåáíá~íáîÉë ~êÉ 
 ÜÉäéáåÖ íÜÉ éìÄäáÅ ëÉêîáÅÉ çîÉêÅçãÉ ~ ëíÉêÉçíóéÉ 
 çÑ ÄÉáåÖ ~å áåÑäÉñáÄäÉ éä~ÅÉ íç ïçêâK

 ̂  ÖççÇ Éñ~ãéäÉ áë ~ éáäçí ÄÉáåÖ êìå Äó 
 mìÄäáÅ tçêâë ~åÇ dçîÉêåãÉåí pÉêîáÅÉë `~å~Ç~ 
 ̀ ìëíçãë ~åÇ oÉîÉåìÉ ^ÖÉåÅó áå Ççïåíçïå 
 s~åÅçìîÉêK qÜÉ íïç ÇÉé~êíãÉåíë ~êÉ 
 ÉñéÉêáãÉåíáåÖ ïáíÜ ÜçíÉäáåÖIÒ ~ ÑäÉñáÄäÉ 
 ïçêâëé~ÅÉ ~êê~åÖÉãÉåí ïÜÉêÉ çÑÑáÅÉ ëé~ÅÉ áë 
 êÉëÉêîÉÇ Ñçê ëÜçêí éÉêáçÇë çÑ íáãÉK qÉäÉïçêâÉêë 
 ~åÇ íÜçëÉ ïÜç ïçêâ çÑÑJëáíÉ ~í äÉ~ëí QM éÉêÅÉåí 
 çÑ íÜÉ íáãÉ Å~å êÉëÉêîÉ ~ ïçêâëí~íáçå ~åÇ 
 ÅçããìíÉ íç íÜÉ çÑÑáÅÉ çåäó ïÜÉå íÜÉó åÉÉÇ íçK 
 qÜáë åÉï çÑÑáÅÉ ÅçåÅÉéí åçí çåäó éêçîáÇÉë 
 ÉãéäçóÉÉë ïáíÜ ÑäÉñáÄáäáíó Äìí ~äëç ë~îÉë çÑÑáÅÉ 
 ëé~ÅÉ ÅçëíëK

 Taking the Next Step

 cçê íÜÉ ÑêçåíJäáåÉ ã~å~ÖÉêI íÜÉ êÉ~ä 
 ÅÜ~ääÉåÖÉ çÑ éêçãçíáåÖ ïÉääJÄÉáåÖ áë íç ÑáÖìêÉ 
 çìí ïÜç áë êÉëéçåëáÄäÉ Ñçê ïÜ~í ~åÇ ïÜÉêÉ íç ÖÉí 
 ëí~êíÉÇK açÉë áãéêçîáåÖ ïÉääJÄÉáåÖ ÄÉÖáå ~åÇ 
 ÉåÇ ïáíÜ óçìI íÜÉ áåÇáîáÇì~äI ~ë ~ ã~ííÉê çÑ 
 éÉêëçå~ä ÅÜçáÅÉ\ lêI çå íÜÉ çíÜÉê Ü~åÇI áë íÜÉ 
 çêÖ~åáò~íáçå óçì ïçêâ Ñçê êÉëéçåëáÄäÉ Ñçê ÖáîáåÖ 
 óçì íÜÉ ëìééçêí óçì åÉÉÇ íç äáîÉ ~ ÜÉ~äíÜáÉê ~åÇ 
 ãçêÉ ÑìäÑáääÉÇ äáÑÉ\ 

 qÜÉ ëÜçêí ~åëïÉê íç íÜÉëÉ èìÉëíáçåë áë íÜ~í 
 ïÉääJÄÉáåÖ áë ~ ëÜ~êÉÇ êÉëéçåëáÄáäáíóK  qÜÉ äçåÖ 
 ~åëïÉê ê~áëÉë ãçêÉ íÜ~å ~ ÑÉï ÅçåíÉåíáçìë 
 áëëìÉëK

 j~åó ã~å~ÖÉêë êÉëÉåí ÄÉáåÖ íçäÇ ïÜ~í ~ 
 ÜÉ~äíÜó ~åÇ ÑìäÑáääáåÖ éêçÑÉëëáçå~ä äáÑÉ ëÜçìäÇ ÄÉK 
 tÉ äáîÉ áå ~ ëçÅáÉíó íÜ~í ÅÜÉêáëÜÉë éÉêëçå~ä 
 ÑêÉÉÇçã ~åÇ íÜÉ êáÖÜí íç éìêëìÉ Å~êÉÉê 
 ~ëéáê~íáçåëK  mäìëI çåÉ éÉêëçåÛë áÇÉ~ çÑ ïÉääJÄÉáåÖ 
 áë åçí ÖçáåÖ íç ëìáí ÉîÉêóçåÉK  pçI çåÉ ã~ó 
 êáÖÜíäó ~ëâI ïÜó ëÜçìäÇ ãó äáÑÉ ÅÜçáÅÉë ÄÉ ~åó çÑ 
 óçìê ÄìëáåÉëë\  

 pìÅÜ èìÉëíáçåë çîÉêJëáãéäáÑó íÜÉ áëëìÉ 
 ëçãÉïÜ~íK kçåÉ çÑ ìë äáîÉë áå ~ î~ÅììãI ~åÇ ëç 
 ã~åó çÑ íÜÉ ÅÜçáÅÉë ïÉ ã~âÉ ~ÑÑÉÅí çíÜÉêëK 
 j~å~ÖÉêë ïÜç ïçêâ éìåáëÜáåÖ Üçìêë ïáíÜ 
 ÉñÅÉëëáîÉ ïçêâäç~Çë ìëì~ääó ïáåÇ ìé áãéçëáåÖ 
 íÜÉëÉ ÄìêÇÉåë çå çíÜÉêëK pçãÉçåÉ Ü~ë íç Çê~ï 
 íÜÉ äáåÉ ëçãÉïÜÉêÉK qÜáë áë åçí ~äï~óë ~å É~ëó 
 íÜáåÖ íç ÜÉ~êI é~êíáÅìä~êäó áå é~êíë çÑ íÜÉ éìÄäáÅ 
 ëÉêîáÅÉ ïÜÉêÉ íÜÉ ÇÉ~íÜ ã~êÅÜÒ íç ÑìäÑáääáåÖ 
 ÇÉ~ÇäáåÉë áë íÜÉ êìäÉ ê~íÜÉê íÜ~å íÜÉ ÉñÅÉéíáçåK 
 qÜÉ íêìíÜ áë íÜ~í éÉêëçå~ä äáÑÉëíóäÉë íÜ~í ÉãÄê~ÅÉ 
 ïÉääJÄÉáåÖ Çç åçí áåîçäîÉ íÜÉ ÅçãéêçãáëÉë íÜ~í 
 ã~åó ~ëëìãÉK

 eçïÉîÉêI ~ ëìééçêíáîÉ ïçêâ ÉåîáêçåãÉåí 
 áë êÉèìáêÉÇ Ô çåÉ íÜ~í éêçîáÇÉë ÉãéäçóÉÉë ïáíÜ 
 íÜÉ ÑäÉñáÄáäáíó ~åÇ íê~áåáåÖ íç çêÖ~åáòÉ íÜÉáê ïçêâ 
 ãçêÉ ÉÑÑÉÅíáîÉäóK qÜáë áåÅäìÇÉë ~å çêÖ~åáò~íáçå~ä 
 ÅìäíìêÉ íÜ~í áë ïáääáåÖ íç ÖáîÉ ìé íê~Çáíáçå~ä ïçêâ 
 ~êê~åÖÉãÉåíëK  

 ̂ ää íÜáë ãÉ~åë íÜ~í ã~å~ÖÉêë ëí~åÇ ~í ~å 
 áãéçêí~åí Åêçëëêç~Çë áå íÜÉ ~ÅÜáÉîÉãÉåí çÑ ïÉääJ
 ÄÉáåÖK qÜÉó åÉÉÇ íç íÜáåâ ãçêÉ áåíÉääáÖÉåíäó 
 ~Äçìí íÜÉáê çïå ïÉääJÄÉáåÖK ^í íÜÉ ë~ãÉ íáãÉI 
 íÜÉó Ü~îÉ ~å çééçêíìåáíó íç ÅêÉ~íÉ íÜÉ 
 ïçêâéä~ÅÉ ëìééçêíë íÜ~í ã~âÉ ïÉääJÄÉáåÖ 
 éçëëáÄäÉ Ñçê çíÜÉêëI ~ë ïÉääK  

 pç ïÜ~í ~êÉ óçì ï~áíáåÖ Ñçê\

 “Some workload factors are simply beyond our control. 
 Rather than focus on the things we can’t change, managers can

 focus on areas  where they can have a  positive impact .”
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 Case in Point

 I
 t was 1991, the beginning of a 
 decade-long high-tech boom. 
 This was the year that MDS 
 Nordion went from being a 

 Crown corporation (part of Atomic 
 Energy of Canada) to becoming a 
 subsidiary of a global medical and life 
 science company, MDS Inc. If you ever 
 wondered what would happen to a 
 government organization if it was 
 suddenly exposed to the fierce 
 competition of a global technology 
 industry, look no further. Today, that 
 transition is well underway and the 
 company is thriving. So, what was the 
 secret to this success? The answer may 
 surprise you.

 MDS Nordion made a wide array 
 of changes to the way it operates but it 
 is best known as a company that 
 revolutionized the way it promotes the 
 well-being of its workforce. In fact, it 
 was the first company to be awarded 
 the  Canada Awards for Excellence 
 Healthy Workplace Award  in 1999. 
 This investment in workplace health 
 was made partly because senior 
 managers thought it was the right 
 thing to do.   Promoting and ensuring 
 workplace health was also consistent 
 with the company’s corporate culture. 
 A healthy workplace is integral to what 
 this company does every day around 
 the world. MDS Nordion’s products 
 and technology are used to prevent, 
 diagnose and treat disease in over 80 
 countries. Employee well-being and 
 corporate success were seen to be, and 
 continue to go, hand in hand. 

 Subsequently, to explore the 
 causes of stress, the company 
 conducted a “Stress Stakeout” survey. 
 Along the way it discovered time-
 wasting activities, sources of conflict 
 and inefficiencies. Seminars are 
 conducted regularly to help people 
 better manage things such as time 
 demands and workload. Staff surveys 
 and focus groups are routine way of 
 gathering  employee feedback. A 
 technique  called “brown paper 
 process mapping” is used to review 
 work processes and gives employees 
 input into the way their job is 
 performed.  Employees also enjoy

 access to an onsite modern fitness 
 facility.

 And these are just to name a few 
 of the company’s efforts.

 The results of the company’s 
 comprehensive approach are 
 remarkable. Absenteeism was reduced 
 by a third (from an average of 6 days in 
 1993 to 4 days in 1999), and employee 
 grievances went from 50 to 5 per year, 
 over a four-year period. Time lost to 
 injuries dropped by 80 percent. The 
 company’s turnover rate is 6 percent 
 compared to an industry average of

 Workplace health is often 
 considered a perk or a sideline, 
 something that does not directly pay 
 dividends. On the contrary, workplace 
 health initiatives helped MDS Nordion 
 minimize a number of chronic ills that 
 face many companies. Some industries 
 are plagued by growing levels of 
 employee burnout and absenteeism, 
 skyrocketing health insurance 
 premiums, and excessive turnover and 
 employee poaching — all of which are 
 an enormous cost burden. In order to 
 compete, employers require a highly 
 motivated workforce that is committed 
 to the company’s mission. 

 While many companies addressed 
 the challenge with throwaway 
 gestures, such as adding a foosball 
 table to the employee lounge or giving 
 away hockey tickets, MDS Nordion 
 chose to act more comprehensively.

 MDS Nordion began by 
 conducting a health needs assessment 
 and a comprehensive workplace 
 health plan followed.  The company 
 also implemented compulsory training 
 for all managers and employees that 
 included communication, conflict 
 resolution and team building skills. 

 Getting Well the

 MDS Nordion Way
 While many companies were talking about workplace health over the last decade, MDS 
 Nordion was actually doing something about it. This former Crown corporation emphasizes 
 that workplace health is an ongoing journey.

 Absenteeism was reduced by a third, employee 
 grievances dropped by 90 percent, and time 
 lost to injuries dropped by 80 percent. The 
 company’s turnover rate is 6 percent compared 
 to an  industry average of 10 percent.
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 10 percent.  The share of employees 
 who are coping well with work-related 
 stress is 73 percent, while the 
 proportion who enjoy their work has 
 grown to 88 percent. In addition, the 
 company continues to look for ways to 
 address life balance issues within the 
 organization.

 While there was considerable 
 effort required on the part of 
 management and employees to make 
 the healthy workplace a reality, the 
 financial commitment did not involve 
 huge sums of money. The company 
 spends only about half a million 
 dollars per year on its workplace 
 health initiatives for a workforce of 
 approximately a thousand people. 
 That is a fraction of the human 
 resource management budget of a 
 government organization of 
 equivalent size. 

 Public sector managers are now 
 recognizing the importance and 
 benefits of  workplace health.   This 
 bodes well for nurturing an 
 invigorated, dynamic and creative 
 public service.  

 Not all of MDS Nordion’s 
 experiences will be directly applicable 
 to your organization, but their efforts 
 remains a rich source of inspiration 
 and ideas.  Now it’s your turn to 
 innovate.  Who knows, perhaps you 
 and your colleagues will be receiving 
 well-being awards in the not-too-
 distant future.

 Reading Up Reading Up
 some reading suggestions some reading suggestions

 Simplify Your Work Life:  Ways to Change the Way 
 You Work So You Have More Time to Live
 By Elaine St.  James

 Looking for suggestions about how to streamline your work 
 life and balance your responsibilities?   This books has 85 
 of them. Learn how to reduce your work time, be more 
 productive in the time that you have, and make your work 
 life more fulfilling.

 DotCalm:  The Search for Sanity in a Wired World
 By Debra A. Dinnocenzo and Richard B. Swegan

 We live in an age of overload: large quantities of fast 
 moving information (“information overload”); technologies 
 that keep us constantly connected (“access overload”); and 
 a blurring of the lines between home and work (“work 
 overload”).  This book offers several tips to contain the 
 overload, including coping tips for people in organizations 
 that only pay lip service to the notion of balance.

 Harvard Business Review on Work &  Life Balance
 By Various Authors

 This compendium of articles covers several topics.  It shows 
 that balancing work and personal life isn’t a zero-sum 
 game.  Managers who let their work frustrations spill-over 
 into their personal lives are studied.  We’re shown how to 
 create a supportive work environment for both men and 
 women.  A spectrum of alternative work arrangements are 
 explored in terms of their tangible and intangible benefits.
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 Balancing Work & Personal Life

 We asked four Public Service 
 veterans to offer their insights 
 on balancing work and 
 personal responsibilities. 
 As you’d expect, several 
 colourful and intriguing 
 perspectives  emerged. 

 e
 çï ïçìäÇ óçì ÇÉÑáåÉ Ä~ä~åÅÉ ÄÉíïÉÉå 
 óçìê ïçêâ ~åÇ éÉêëçå~ä 
 êÉëéçåëáÄáäáíáÉë\  `Ü~åÅÉë ~êÉI óçìê 
 ÇÉÑáåáíáçå áë îÉêó ÇáÑÑÉêÉåí Ñêçã íÜ~í çÑ 

 óçìê åÉñíJÇççê åÉáÖÜÄçìê çê íÜÉ ÅçääÉ~ÖìÉ Ççïå 
 íÜÉ Ü~ääK  tÉ ~ää äáîÉ îÉêó ÇáÑÑÉêÉåí äáîÉëI ïáíÜ çìê 
 çïå éÉêëçå~ä ~åÇ éêçÑÉëëáçå~ä ~ëéáê~íáçåëK

 qÜáë ÇáîÉêëáíó çÑ çéáåáçå ê~áëÉë ~ Üçëí çÑ 
 èìÉëíáçåëK  tÜçÛë êÉëéçåëáÄäÉ Ñçê ~ÅÜáÉîáåÖ 
 Ä~ä~åÅÉ\  fë áí óçìI íÜÉ çåÉ ïÜç âåçïë ïÜ~íÛë áå 
 óçìê ÄÉëí áåíÉêÉëí\  páåÅÉ óçìê çêÖ~åáò~íáçå ~äëç Ü~ë 
 ~ ëí~âÉ áå óçìê ïÉääJÄÉáåÖI ÇçÉë áí Ü~îÉ ~ ë~ó íçç\  
 qç ïÜ~í ÉñíÉåí áë íÜÉ çêÖ~åáò~íáçå êÉëéçåëáÄäÉ Ñçê 
 éêçîáÇáåÖ ~ ëìééçêíáîÉ ÉåîáêçåãÉåí\ 
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 Let Me Introduce You to ... Let Me Introduce You to ...
 Although our interviewees share a long  Although our interviewees share a long 
 history with the Public Service of Canada,  history with the Public Service of Canada, 
 they bring very different experiences to the  they bring very different experiences to the 
 table. table.

 John Adams  is the Commissioner of the  John Adams  is the Commissioner of the 
 Canadian Coast Guard at the Department of  Canadian Coast Guard at the Department of 
 Fisheries and Oceans.  John has worked to  Fisheries and Oceans.  John has worked to 
 achieve balance in an organization that  achieve balance in an organization that 
 demands a great deal of its staff, both  demands a great deal of its staff, both 
 mentally and physically. mentally and physically.

 Lynn MacFarlaine  is an executive who has  Lynn MacFarlaine  is an executive who has 
 extensive experience in the hustle-and-bustle  extensive experience in the hustle-and-bustle 
 world of central agencies.  Lynn has  world of central agencies.  Lynn has 
 experienced the issue of burnout firsthand.   experienced the issue of burnout firsthand.  
 She has vowed to never let it happen again.   She has vowed to never let it happen again.  
 Today, despite maintaining enormous  Today, despite maintaining enormous 
 responsibilities at FINTRAC – the  responsibilities at FINTRAC – the 
 government’s new anti-money laundering and  government’s new anti-money laundering and 
 counter-terrorist financing agency – she  counter-terrorist financing agency – she 
 serves as a role model for others seeking to  serves as a role model for others seeking to 
 achieve balance. achieve balance.

 Pablo Sobrino  works for the Canadian Public  Pablo Sobrino  works for the Canadian Public 
 Service in British Columbia, as the Area  Service in British Columbia, as the Area 
 Director for the Department of Fisheries &  Director for the Department of Fisheries & 
 Oceans Canada.  Pablo has long sought  Oceans Canada.  Pablo has long sought 
 personal balance through self reflection  personal balance through self reflection 
 (“first, know thyself”) and has worked to help  (“first, know thyself”) and has worked to help 
 others do the same (“morale is key”). others do the same (“morale is key”).

 Leah Soucoup Benoit  has worked for the  Leah Soucoup Benoit  has worked for the 
 Public Service for 31 years in Human  Public Service for 31 years in Human 
 Resources Development Canada, Moncton.   Resources Development Canada, Moncton.  
 Although currently on assignment, she is the  Although currently on assignment, she is the 
 Manager of Insurance Payment Operations.  Manager of Insurance Payment Operations. 
 Leah has had to achieve balance amid a  Leah has had to achieve balance amid a 
 number of major changes in her department  number of major changes in her department 
 and work unit.  and work unit. 

 cçê ìë ã~å~ÖÉêëI íÜÉ áëëìÉ çÑ Ä~ä~åÅÉ áë 
 ÇçìÄäó ÅçãéäáÅ~íÉÇK  j~å~ÖÉêë ÉñéÉêáÉåÅÉ ~ 
 ìåáèìÉ ëÉí çÑ ÅÜ~ääÉåÖÉë ïáíÜ êÉëéÉÅí íç Ä~ä~åÅÉK  
 j~åó çÑ ìë ~êÉ ~í ~ ëí~ÖÉ áå çìê äáîÉë ïÜÉêÉ ïÉ 
 ~êÉ Å~êáåÖ Ñçê ÅÜáäÇêÉåI é~êÉåíëI çê ÄçíÜK  tÉ ~êÉ 
 ~äëç ~í ~ ëí~ÖÉ áå çìê Å~êÉÉêë ïÜÉêÉ ïÉ ÜçäÇ àçÄë 
 íÜ~í çÑíÉå äÉ~Ç ìë íç ïçêâ Éñíê~ Üçìêë ~åÇ í~âÉ 
 çå ÖêÉ~í êÉëéçåëáÄáäáíáÉëK   ^äëçI ~ë ã~å~ÖÉêëI ïÉ 
 Å~å éä~ó ~å áãéçêí~åí äÉ~ÇÉêëÜáé êçäÉ áå ÜÉäéáåÖ 
 çíÜÉêë ~ÅÜáÉîÉ Ä~ä~åÅÉK  pç ïÜ~í Å~å ïÉ Çç 
 ~Äçìí Ä~ä~åÅÉ ~ë ã~å~ÖÉêë\

 få çêÇÉê íç ÜÉäé Åä~êáÑó íÜÉëÉ èìÉëíáçåëI ïÉ 
 ~ëâÉÇ ëçãÉ ÉñéÉêáÉåÅÉÇ ã~å~ÖÉêë ~Äçìí Üçï 
 íÜÉó Ü~îÉ ÅçéÉÇK  bñéÉêáÉåÅÉ áë íÜÉ ÖêÉ~í íÉ~ÅÜÉêK  
 mÉêÜ~éë íÜÉ ÉñéÉêáÉåÅÉë çÑ çíÜÉêë Å~å ÜÉäé óçì 
 íç ÄÉííÉê ìåÇÉêëí~åÇ ïÜ~í Ä~ä~åÅÉ ãÉ~åë íç óçì 
 Ó ~ë ~å áåÇáîáÇì~ä ~åÇ ~ë ~ äÉ~ÇÉêK

 tÉ ~ää äáîÉ ìåáèìÉ äáîÉë ~åÇ ÜçäÇ ÇáÑÑÉêÉåí 
 êÉëéçåëáÄáäáíáÉëK f ïçìäÇ áã~ÖáåÉ íÜ~í ïÉ 
 É~ÅÜ Ü~îÉ çìê çïå éÉêëçå~ä ìåÇÉêëí~åÇáåÖ 
 çÑ Ä~ä~åÅÉK få óçìê çéáåáçåI ïÜ~í ÇÉÑáåÉë 
 Ä~ä~åÅÉÒ áå íÜÉ ÅçåíÉñí çÑ ïçêâéä~ÅÉ ïÉääJ 
 ÄÉáåÖ\ 

 iÉ~ÜW  få ãó çéáåáçåI íÜÉ ïçêÇ Ä~ä~åÅÉÒ ÇÉ~äë 
 ïáíÜ íÜÉ ~Äáäáíó çÑ ~å çêÖ~åáò~íáçå íç ãÉÉí áíë 
 Öç~äë ïÜáäÉ ~ÇÇêÉëëáåÖ ÉãéäçóÉÉëÛ åÉÉÇë Ñçê ëìÅÜ 
 íÜáåÖë ~ë äÉ~êåáåÖ ~åÇ ÇÉîÉäçéãÉåíI íÜÉ åÉÉÇ íç 
 ÄÉ áåîçäîÉÇI ~ë ïÉää ~ë íÜÉ åÉÉÇ íç ÅêÉ~íÉ ~ äáÑÉ 
 çìíëáÇÉ çÑ íÜÉáê éêçÑÉëëáçå~ä ÉåîáêçåãÉåíK  ^ 
 Ä~ä~åÅÉ çÑ íÜÉëÉ ÉäÉãÉåíë ÅêÉ~íÉë ~ îÉêó ÜÉ~äíÜó 
 ïçêâ ÉåîáêçåãÉåíK

 gçÜåW  f Çç åçí ìëÉ íÜÉ íÉêãI åçê ëÉÉâI Ä~ä~åÅÉKÒ  
 f äççâ Ñçê Ü~êãçåóÒ ÄÉíïÉÉå ëÉäÑI Ñ~ãáäó ~åÇ 
 ïçêâK

 ióååW  e~êãçåó ~åÇ Ü~ééáåÉëëI ÄçíÜ 
 éêçÑÉëëáçå~ääó ~åÇ éÉêëçå~ääóK

 m~ÄäçW  ^ÅÜáÉîáåÖ Ä~ä~åÅÉ êÉèìáêÉë ~å áåÇáîáÇì~ä 
 íç ìåÇÉêëí~åÇ íïç íÜáåÖëK  qÜÉ Ñáêëí áë íç ÄÉ 
 ~ï~êÉ çÑ çåÉÛë ëÉäÑX çìê ÅçêÉ ÉãçíáçåëI 
 ~ëéáê~íáçåëI ëí~ãáå~I ~åÇ áåíÉêÉëíë íÜ~í éêçîáÇÉ 
 óçì ïáíÜ ë~íáëÑ~ÅíáçåK  qÜÉ ëÉÅçåÇ áë íç êÉÅçÖåáòÉ
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 íÜÉ éêáçêáíáÉë áå çåÉÛë äáÑÉ íÜ~í ÄÉëí éêçîáÇÉ óçì 
 ïáíÜ íÜÉ ë~íáëÑ~Åíáçå Ó Ñ~ãáäóI êÉä~íáçåëÜáéëI 
 ïêáíáåÖI êÉÑäÉÅíáçåI ÜçÄÄáÉëI ÉíÅK  _~ä~åÅÉ áå íÜÉ 
 ÅçåíÉñí çÑ ïçêâéä~ÅÉ ïÉää ÄÉáåÖ áë ïÜÉå íÜÉ 
 ïçêâéä~ÅÉ ãÉÉíë éÉêëçå~ä éêáçêáíáÉë ~åÇ 
 ÅçåíêáÄìíÉë íç óçìê çîÉê~ää ë~íáëÑ~Åíáçå ïáíÜ 
 óçìêëÉäÑK

 tÜÉíÜÉê ïÉ ëéÉ~â çÑ Ü~êãçåó çê Ä~ä~åÅÉI 
 Çç óçì ÑÉÉä óçì ~ÅÜáÉîÉ íÜáë ÄÉíïÉÉå óçìê 
 éêçÑÉëëáçå~ä ~åÇ éÉêëçå~ä äáîÉë\

 iÉ~ÜW   kçK  f Ü~îÉ åçí óÉí ~ÅÅçãéäáëÜÉÇ ~ ÖççÇ 
 Ä~ä~åÅÉ Äìí f ~ã ïçêâáåÖ íçï~êÇ íÜ~í Öç~äK  
 _êÉ~âáåÖ çäÇ ïçêâ Ü~Äáíë áë ÇáÑÑáÅìäíI Äìí ëáåÅÉ 
 ãó çïå ~ï~êÉåÉëë çÑ ïçêâéä~ÅÉ ïÉääJÄÉáåÖ ~ë 
 ~å áëëìÉ Ü~ë êáëÉåI f ~ã íêóáåÖ íç í~âÉ íÜ~í íÜÉçêó 
 ~åÇ éìí áí áåíç Ç~áäó éê~ÅíáÅÉK

 m~ÄäçW   vÉëK  f Ü~îÉ ~ÅÜáÉîÉÇ ÖççÇ Ä~ä~åÅÉ áå ãó 
 äáÑÉK  f íÜáåâ áí áë áãéçêí~åí íç êÉÅçÖåáòÉ íÜ~í 
 Ä~ä~åÅÉ áå ãó ÅçåíÉñí áë åçí åÉÅÉëë~êáäó  Ä~ä~åÅÉ 
 Ñçê ëçãÉçåÉ ÉäëÉK

 eçï Çç óçì ~ÅÜáÉîÉ íÜáë Ä~ä~åÅÉ\

 m~ÄäçW  f ~ÅÜáÉîÉ Ä~ä~åÅÉ Äó Åçåëí~åíäó 
 Éñ~ãáåáåÖ ãó éÉêëçå~ä ~åÇ ïçêâ éêáçêáíáÉë ~åÇ 
 ã~âáåÖ íÜÉ Ç~áäó ÅÜçáÅÉë íÜ~í ÉåëìêÉ íÜ~í f ~ã 
 ë~íáëÑáÉÇ ïáíÜ ãó äáÑÉK  fí ãÉ~åë ÇÉÅáÇáåÖ ïÜÉíÜÉê 
 íÜ~í ÉîÉåáåÖ ãÉÉíáåÖ áë êÉ~ääó ãçêÉ áãéçêí~åí 
 íÜ~å ãó ëçåÛë ëçÅÅÉê Ö~ãÉK  fí ãÉ~åë ÇÉÅáÇáåÖ 
 ïÜÉíÜÉê íê~îÉäáåÖ çå íÜÉ êÉÇJÉóÉ áë äÉëë 
 áãéçêí~åí íÜ~å ÅÉäÉÄê~íáåÖ ãó Ç~ìÖÜíÉêÛë 
 ÄáêíÜÇ~óK  fí ãÉ~åë ÇÉÅáÇáåÖ ïÜÉíÜÉê f ëíçé ÇçáåÖ 
 ÉJã~áä Ü~äÑ ~å Üçìê É~êäáÉê ëç f Å~å ÖÉí íÜ~í 
 ïçêâçìí ÇçåÉ ÄÉÑçêÉ f Öç ÜçãÉ íç Åççâ ÇáååÉê 
 E~ êÉä~ñáåÖ ~Åíáîáíó çÑ ãáåÉFK

 péÉ~âáåÖ çÑ ïçêâçìíëI f ïçåÇÉê ~Äçìí íÜÉ 
 êçäÉ çÑ éÜóëáÅ~ä ÜÉ~äíÜK  eçï áãéçêí~åí ~ 
 êçäÉ ÇçÉë ã~áåí~áåáåÖ óçìê éÜóëáÅ~ä ÜÉ~äíÜ 
 éä~ó áå óçìê ëÉ~êÅÜ Ñçê Ä~ä~åÅÉ\

 iÉ~ÜW  få íÜÉ é~ëíI ã~áåí~áåáåÖ éÜóëáÅ~ä ÜÉ~äíÜ 
 Ü~ë åçí éä~óÉÇ ~ë áãéçêí~åí ~ êçäÉ ~ë áí ëÜçìäÇ 
 Ü~îÉI ~åÇ ~ë ~ êÉëìäíI íïç óÉ~êë ~Öç f ï~ë 
 Çá~ÖåçëÉÇ ~ë ÄÉáåÖ áå íÜÉ ÄÉÖáååáåÖ ëí~ÖÉë 
 EiÉîÉä PÒF çÑ ÄìêåJçìíK  qÜáë ï~ë ~ êÉ~ä ÉóÉJ
 çéÉåÉê Ñçê ãÉK  få ãó ãáåÇI íÜáë ëçêí çÑ íÜáåÖ 
 Ü~ééÉåÉÇ íç éÉçéäÉ ïÜç ïÉêÉ Çáëë~íáëÑáÉÇ ïáíÜ 
 íÜÉáê àçÄë çê ïÜç ïÉêÉ ÉñéÉêáÉåÅáåÖ ÑêáÅíáçå 
 ÄÉíïÉÉå íÜÉáê éÉêëçå~ä ~åÇ éêçÑÉëëáçå~ä äáîÉëK  
 qÜ~í ï~ëåÛí ãÉ> f äçîÉÇ ãó àçÄI ï~ë åçí ~ 
 ãçíÜÉêI ïÜáÅÜ áë ~ Ñìää íáãÉ àçÄ áå áíëÉäÑI ~åÇ ãó 
 ÜìëÄ~åÇ  ëìééçêíÉÇ ãó åÉÉÇ Ñçê Ü~îáåÖ ~ Å~êÉÉêK 
 oÉÖ~êÇäÉëë çÑ íÜçëÉ Ñ~ÅíçêëI áí ëíáää Ü~ééÉåÉÇ íç 
 ãÉK  eÉåÅÉI f åçï ÅçåëáÇÉê ãó éÜóëáÅ~ä E~åÇ 
 ãÉåí~äF ïÉääJÄÉáåÖ ãçêÉ çÑíÉåI íÜçìÖÜ íÜÉêÉ áë 
 ~äï~óë êççã Ñçê áãéêçîÉãÉåíK

 jìÅÜ çÑ íÜÉ í áãÉ ïÉ ëéÉ~â çÑ Ä~ä~åÅáåÖ
 ïçêâ ~åÇ éÉêëçå~ä 
 ~ÅíáîáíáÉë ~ë ~å 
 áåÇáîáÇì~ä êÉëéçåëJ
 áÄ á ä á íóK  pìêÉ äó  íÜÉ  
 çêÖ~å áò~ í áçå  óçì  
 ïçêâ  Ñçê  é ä~óë  ~å  
 áãéçêí~åí  êç äÉ  ÜÉêÉ  
 íçç K  f ë  íÜÉ  Åì ä íìêÉ  ç Ñ

 íÜÉ mìÄäáÅ pÉêîáÅÉ çåÉ íÜ~í éêçãçíÉë 
 Ä~ä~åÅÉ\

 ióååW  j~åó ÖççÇ áåíÉåíáçåëI ã~åó ÄÉëí 
 éê~ÅíáÅÉëI ~äï~óë êççã Ñçê áãéêçîÉãÉåíëK

 m~ÄäçW  qÜÉ ëí~íÉÇ î~äìÉë çÑ íÜÉ mìÄäáÅ pÉêîáÅÉ 
 ÅäÉ~êäó éêçãçíÉ Ä~ä~åÅÉK  qÜÉêÉ ~êÉ ã~åó 
 éçäáÅáÉë áå éä~ÅÉ íç ÅêÉ~íÉ ~ ÑäÉñáÄäÉ ïçêâéä~ÅÉ 
 ~åÇ ã~åó éêçÖê~ãë ~î~áä~ÄäÉ íç ëìééçêí ~åÇ 
 íÉ~ÅÜ éìÄäáÅ ëÉêî~åíë ~åÇ éêçîáÇÉ íÜÉã ïáíÜ íÜÉ 
 íççäë íç ~ÅÜáÉîÉ Ä~ä~åÅÉ áå íÜÉáê äáîÉëK  eçïÉîÉêI 
 íÜÉ ãçëí áãéçêí~åí ÅìäíìêÉÒ ~ÑÑÉÅíáåÖ Ä~ä~åÅÉ 
 Åçåëáëíë çÑ íÜÉ î~äìÉë éêçãçíÉÇ ~åÇ ÅÜ~ãéáçåÉÇ 
 Äó ~ éìÄäáÅ ëÉêî~åíÛë áããÉÇá~íÉ ëìéÉêîáëçêK  qÜÉ

 “Fifteen years ago, coping with young or 
 ageing family were seen as concerns to 
 check at the front door when entering 
 the workplace.”
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 e~îÉ óçì ìíáäáòÉÇ ~åó çÑ íÜÉ î~êáçìë íççäë 
 íÜ~í íÜÉ mìÄäáÅ pÉêîáÅÉ éêçîáÇÉë íç éêçãçíÉ 
 óçìê çïå ëÉåëÉ çÑ Ä~ä~åÅÉ ~åÇ ïÉääJÄÉáåÖ\

 ióååW  v ÉëI íïáÅÉ áå ãó Å~êÉÉê f Ü~îÉ Ü~Ç ãáåáJ
 ë~ÄÄ~íáÅ~äëK  få OMMMI f íççâ ~Çî~åí~ÖÉ çÑ íÜÉ 
 iÉ~îÉ táíÜ fåÅçãÉ ^îÉê~ÖáåÖ éêçÖê~ã ~åÇ Ü~Ç 
 íÜêÉÉ ãçåíÜë íç êÉÅÜ~êÖÉI êÉÅçååÉÅíI êÉä~ñ ~åÇ 
 äÉ~êåK  f ~ã ~å ~ÅíáîÉ éêçãçíÉê çÑ ~äíÉê~íáîÉ 
 ïçêâ ~êê~åÖÉãÉåíëI é~êíJíáãÉI àçÄJëÜ~êÉI 
 ÅçãéêÉëëÉÇ ïçêâ ïÉÉâX f ÉîÉå Ü~îÉ ~ ë~íÉääáíÉ 
 ÉãéäçóÉÉÒ éÜóëáÅ~ääó äçÅ~íÉÇ áå bÇãçåíçåI Äìí 
 é~êí çÑ ãó en íÉ~ãK  qÜÉëÉ ~êê~åÖÉãÉåíë

 ÉåêáÅÜ íÜÉ ïçêâéä~ÅÉ ~åÇ ~ääçï áåÇáîáÇì~äë íç 
 Ä~ä~åÅÉ ~åÇ ÅçåíêáÄìíÉ

 m~ÄäçW  vÉëI áå é~êíáÅìä~ê íÜÉ íê~áåáåÖ ~åÇ 
 ÑäÉñáÄäÉ ïçêâ ~êê~åÖÉãÉåíë íÜ~í ~êÉ ~î~áä~ÄäÉK

 iÉ~ÜW   f Ü~îÉ ìíáäáòÉÇ íÜÉ b^m xbãéäçóÉÉ 
 ̂ ëëáëí~åÅÉ mêçÖê~ãzK  jçëí ã~å~ÖÉêë ~êÉ èìáÅâ 
 íç çÑÑÉê áí ~ë ~å çéíáçå Ñçê ÉãéäçóÉÉëI ÜçïÉîÉêI 
 ã~åó ~êÉ ÜÉëáí~åí íç ìëÉ áí íÜÉãëÉäîÉëK  qÜÉêÉ áë 
 ëíáää ~ ëíáÖã~ ~íí~ÅÜÉÇ íç Ü~îáåÖ ~ éÉêëçå~ä åÉÉÇ 
 Ñçê ëìÅÜ ëÉêîáÅÉëK

 k~ãÉ çåÉ íÜáåÖ íÜ~í óçì ïçìäÇ ÅÜ~åÖÉ 
 ~Äçìí íÜÉ ï~ó íÜÉ mìÄäáÅ pÉêîáÅÉ çéÉê~íÉë 
 íÜ~í óçì íÜáåâ ïçìäÇ áãéêçîÉ íÜÉ 
 éêçãçíáçå çÑ ïçêâéä~ÅÉ ïÉää ÄÉáåÖ Ñçê áíë 
 ãÉãÄÉêëK

 ióååW  ^ é~êíåÉêëÜáé ÄÉíïÉÉå äÉ~ÇÉêë ~åÇ 
 áåÇáîáÇì~äë ïçìäÇ ãçëí äáâÉäó äÉ~Ç íç ãçêÉ 
 ïçêâéä~ÅÉ ïÉääJÄÉáåÖK  pçãÉ éÉçéäÉ äççâ íç äÉ~ÇÉêë 
 çåäóI åçí íç íÜÉãëÉäîÉë ~åÇ ïÜ~í íÜÉó Å~å ÇçK

 “The more I pursued balance, the  more 
 promotions and opportunities  were offered to 
 me and the  happier and healthier  individual I 
 have become.”

 mìÄäáÅ pÉêîáÅÉ ÅìäíìêÉÒ ÇçÉë åçí îáëáÄäó êÉï~êÇ 
 ã~å~ÖÉêë ~åÇ ëìéÉêîáëçêë ïÜç ~ÅÜáÉîÉ íÜÉ ëí~íÉÇ 
 î~äìÉëK

 e~îÉ éÉêÅÉéíáçåë ïáíÜáå íÜÉ mìÄäáÅ pÉêîáÅÉ 
 ÅÜ~åÖÉÇ çîÉê íÜÉ ä~ëí íÉå íç ÑáÑíÉÉå óÉ~êë 
 êÉÖ~êÇáåÖ ïçêâéä~ÅÉ ïÉää ÄÉáåÖ\  

 gçÜåW  vÉëI íÜÉóÛîÉ ÅÜ~åÖÉÇK  tÉ Ü~îÉ PM éÉêÅÉåí 
 ÑÉïÉê éÉêëçååÉä ~åÇ íÜÉ ë~ãÉ ïçêâäç~ÇK  qÜÉêÉ 
 áë äÉëë íáãÉ ~åÇ äÉëë ÑçÅìë çå ïÉää ÄÉáåÖ ïÜáÅÜ 
 Ü~ë ÅêÉ~íÉÇ íÜÉ éÉêÅÉéíáçå íÜ~í áí áëåÛí ~ë 
 áãéçêí~åí ~ë áí çåÅÉ ï~ëK

 m~ÄäçW  mÉêÅÉéíáçåë 
 Ü~îÉ ÅÜ~åÖÉÇK 
 tçêâéä~ÅÉ ïÉääJÄÉáåÖ 
 áë åçï ëÉÉå ~ë ~ ï~ó 
 íç ÜÉäé ãÉÉí íÜÉ åÉÉÇ 
 Ñçê áåÅêÉ~ëÉÇ 
 éêçÇìÅíáîáíó  á å  í Ü É  
 Ñ ~ÅÉ  ç Ñ  áåÅ êÉ~ë áåÖ
 ÇÉã~åÇë ~åÇ ÇÉÅêÉ~ëáåÖ êÉëçìêÅÉëK  mÉêÅÉéíáçåë 
 Ü~îÉ ÅÜ~åÖÉÇ ÄÉÅ~ìëÉ íÜÉ ïçêâÑçêÅÉ áë ~ÖÉáåÖ 
 ~åÇ íÜÉ ÜÉ~äíÜ ÅçåÅÉêåë ~ííêáÄìíÉÇ íç ëíêÉëë ~êÉ 
 ÄÉííÉê ìåÇÉêëíççÇK  qÜÉó ~êÉ ÅÜ~åÖáåÖ ÄÉÅ~ìëÉ 
 óçìåÖÉê éÉçéäÉ Ü~îÉ ëÉÉå íÜ~í ïçêâéä~ÅÉ äçó~äíó 
 áë åçí êÉï~êÇÉÇ ~åÇ ë~íáëÑ~Åíáçå ãìëí ÄÉ 
 éìêëìÉÇ áå ãçêÉ ï~óë íÜ~å àìëí ïçêâK

 iÉ~ÜW  cáÑíÉÉå óÉ~êë ~ÖçI ÅçéáåÖ ïáíÜ óçìåÖ çê 
 ~ÖÉáåÖ Ñ~ãáäó ïÉêÉ ëÉÉå ~ë ÅçåÅÉêåë íç ÅÜÉÅâ ~í 
 íÜÉ Ñêçåí Çççê ïÜÉå ÉåíÉêáåÖ íÜÉ ïçêâéä~ÅÉI Äìí 
 íÜáë áë ëäçïäó ÅÜ~åÖáåÖK kçïI äÉ~îÉ çéíáçåë ~êÉ 
 ~î~áä~ÄäÉ íç ~áÇ áå ÅçéáåÖ ïáíÜ ëÉåáçê Ñ~ãáäó 
 ãÉãÄÉêë ~åÇ ÅÜáäÇêÉåI ~ë ïÉää ~ë çíÜÉê 
 ~êê~åÖÉãÉåíë ëìÅÜ ~ë é~êíJíáãÉ ~åÇ íÉäÉïçêâ 
 EïçêâáåÖ Ñêçã ÜçãÉFK

 ióååW  lìê ïçêâéä~ÅÉ Ü~ë ÅÜ~åÖÉÇ Ó àìëí íÜáåâ 
 ~Äçìí Öóã Ä~Öë îÉêëìë ÄêáÉÑÅ~ëÉëK  ^í çåÉ íáãÉI 
 Öóã Ä~Öë ïÉêÉ îáÉïÉÇ íç ÄÉ ÜÉäÇ Äó ëä~ÅâÉêëÒ 
 ïáíÜ íáãÉ çå íÜÉáê Ü~åÇëK kçïI íÜÉó ëóãÄçäáòÉ 
 ~å áãéçêí~åí é~êí çÑ ~ éÉêëçåÛë ïÉääJÄÉáåÖ ~åÇ áí 
 áë ÖêÉ~íäó ~ÇãáêÉÇK
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 Ççïå áåíç íÜÉ çêÖ~åáò~íáçåK  fí áåîçäîÉë ÇÉÑáåáåÖ 
 Öç~äë ~åÇ ÉñéÉÅí~íáçåëI ÅçããìåáÅ~íáåÖ ~Äçìí 
 ÅçåÅÉêåë ~åÇ ëìÅÅÉëëI éêçîáÇáåÖ Ñçê ÑäÉñáÄáäáíó 
 ~åÇ Éãé~íÜó ~êçìåÇ éÉêëçå~ä ëáíì~íáçåëI 
 ~ääçïáåÖ Ñçê ÖêçïíÜI äÉ~êåáåÖI ~åÇ éêçãçíáçåK  
 fí áåîçäîÉë éêçãçíáåÖ íÜÉ åçíáçå çÑ Ä~ä~åÅÉ ~åÇ 
 íÜÉ ÉñéÉÅí~íáçå f Ü~îÉ Ñçê ãó ã~å~ÖÉãÉåí íÉ~ã 
 íç ÅçåëáÇÉê ~ää ~ëéÉÅíë çÑ íÜÉáê ëí~ÑÑÛë åÉÉÇë 
 ~êçìåÇ Ä~ä~åÅÉK  ^ë íÜÉëÉ é~êíáÅìä~ê ~ëéÉÅíë í~âÉ 
 ÜçäÇ áå íÜÉ ÅìäíìêÉÒ çÑ íÜÉ éä~ÅÉI ïçêâ 
 éêçÇìÅíáîáíó áãéêçîÉëI ãçê~äÉ áãéêçîÉëI ~åÇ 
 Ä~ä~åÅÉ áå íÉêãë çÑ ë~íáëÑ~Åíáçå áãéêçîÉëK

 tÜ~í Ü~îÉ ëçãÉ çÑ óçìê ÖêÉ~íÉëí ÅÜ~ääÉåÖÉë 
 ÄÉÉå áå íÜáë êÉÖ~êÇ\

 ióååW  tçêâäç~ÇK

 gçÜåW  qáãÉK

 iÉ~ÜW  qÜÉ ÖêÉ~íÉëí ÅÜ~ääÉåÖÉ Ñçê ãÉ áë 
 éêçãçíáåÖ Ä~ä~åÅÉ íç çíÜÉêëI ïÜÉå f Ü~îÉ åçí 
 óÉí ÄÉÉå ~ÄäÉ íç ÅçãéäÉíÉäó éìí áí áåíç éê~ÅíáÅÉ 
 Ñçê ãóëÉäÑK

 m~ÄäçW  qÜÉ ÖêÉ~íÉëí ÅÜ~ääÉåÖÉ áå ëÉîÉê~ä 
 ïçêâéä~ÅÉë f Ü~îÉ ÉñéÉêáÉåÅÉÇ Ü~ë ÄÉÉå íç 
 éêçîáÇÉ ëí~ÑÑ ïáíÜ íÜÉ åçíáçå çÑ êÉëéçåëáÄáäáíó Ñçê 
 íÜÉáê ïçêâI çìíÅçãÉëI ~åÇ Ä~ä~åÅÉK  aÉäÉÖ~íáçå 
 çÑ êÉëéçåëáÄáäáíó êÉèìáêÉë íêìëíÒI ~åÇ íêìëí áë 
 ëçãÉíÜáåÖ íÜ~í Ü~ë ÄÉÉå ÄêçâÉå ã~åó íáãÉë áå 
 íÜÉ êÉä~íáçåëÜáé ÄÉíïÉÉå ëí~ÑÑ ~åÇ íÜÉáê 
 ëìéÉêîáëçêëK

 eçï Ü~îÉ óçì çîÉêÅçãÉ íÜ~í ÅÜ~ääÉåÖÉ\

 m~ÄäçW  qêìëí í~âÉë ~ ãçãÉåí íç ÄêÉ~â ~åÇ 
 éçëëáÄäó óÉ~êë íç êÉÄìáäÇK  fí áë çåäó íÜêçìÖÜ 
 ÅçåëáëíÉåíI ÇÉãçåëíê~íÉÇI ~åÇ ÅçããìåáÅ~íÉÇ 
 ÅçããáíãÉåí íç ëí~ÑÑ íÜ~í óçì Å~å ÄìáäÇ íÜÉ íêìëí 
 íÜ~í ~ääçïë ëí~ÑÑ íç ~ëëìãÉ êÉ~äÒ êÉëéçåëáÄáäáíó 
 Ñçê íÜÉáê ïçêâ ~åÇ íÜÉ Ä~ä~åÅÉK

 fë áí éçëëáÄäÉ Ñçê ~ ã~å~ÖÉê íç ÄÉ ~ 
 ïçêâ~ÜçäáÅÒ ~åÇ ëíáää ÑçëíÉê ~ ëÉåëÉ çÑ 
 Ä~ä~åÅÉ ~ãçåÖëí íÜÉáê ëí~ÑÑ\

 iÉ~ÜW  få ãó çéáåáçåI çåÉ áëëìÉ çÑ é~êíáÅìä~ê 
 êÉäÉî~åÅÉ ÇÉ~äë ïáíÜ íê~îÉä ëí~íìëK  bãéäçóÉÉë 
 ïÜç ~êÉ êÉèìáêÉÇ íç íê~îÉä çå ~ êÉÖìä~ê Ä~ëáë 
 ëÜçìäÇ ëçãÉÜçï ÄÉ ÅçãéÉåë~íÉÇ Ñçê íÜÉ äçëë çÑ 
 íÜÉáê éÉêëçå~ä íáãÉK  jçåÉó áë  åçí  íÜÉ ~åëïÉêK  
 qÜÉó åÉÉÇ íáãÉ çÑÑ íç ã~âÉ ìé Ñçê íÜÉ íáãÉ ëéÉåí 
 ~äçåÉ áå ÜçíÉä êççãëI ~ï~ó Ñêçã íÜÉáê éÉêëçå~ä 
 äáîÉëK  tÉ ~êÉ ÇçáåÖ ÄÉííÉê áå íÜ~í êÉÖ~êÇK 
 ̀ ìêêÉåíäóI ~å ÉãéäçóÉÉ ïÜç áë ~ï~ó Ñçê íÜêÉÉ 
 ïÉÉâë Å~å åçï Ñäó Üáë çê ÜÉê ëéçìëÉ íç ãÉÉí 
 íÜÉã Ñçê ~ ïÉÉâÉåÇK  eçïÉîÉêI íÜÉêÉ ~êÉ ëíáää 
 ã~åó êÉëíêáÅíáçåë íÜ~í f Çáë~ÖêÉÉ ïáíÜK

 m~ÄäçW  ̂ ÅíáîÉäó êÉï~êÇ éìÄäáÅ ëÉêîáÅÉ ã~å~ÖÉêë 
 ïÜç éêçãçíÉ íÜÉ ëí~íÉÇ î~äìÉë çÑ ~ÅÜáÉîáåÖ ~ 
 Ä~ä~åÅÉÇ ïçêâéä~ÅÉ ~åÇ éêçãçíÉ ïÉääJÄÉáåÖK  
 qÜÉ êÉï~êÇ ãìëí ÄÉ Ä~ëÉÇ çå ëí~ÑÑ êÉÅçÖåáíáçå 
 çÑ íÜÉ ã~å~ÖÉêÛë ÉÑÑçêíë ~åÇ ãçÇÉäáåÖK

 ̂ ë ã~å~ÖÉêëI ïÉ ~êÉ áå ~ ìåáèìÉ éçëáíáçåK 
 tÉ ÉñÉêí áåÑäìÉåÅÉ íÜ~í Å~å ÜÉäé çê ÜáåÇÉê 
 çíÜÉêë áå íÜÉáê èìÉëí íç ~ÅÜáÉîÉ Ä~ä~åÅÉ ~åÇ 
 ïÉääJÄÉáåÖK eçï Çç óçìI ~ë ~å ã~å~ÖÉêI 
 éêçãçíÉ ~ ëÉåëÉ çÑ ïçêâéä~ÅÉ ïÉääJÄÉáåÖ\

 gçÜåW  _ó ï~äâáåÖ íÜÉ í~äâK

 iÉ~ÜW  ^ë ~ ã~å~ÖÉêI f íêáÉÇ íç ëí~ó áå íìåÉ ïáíÜ 
 ÉãéäçóÉÉëÛ éÉêëçå~ä äáîÉë ~ë áí ÜÉäéÉÇ ãÉ íç 
 êÉ~äáòÉ ïÜ~í ï~ë êÉ~ääó áãéçêí~åí íç íÜÉãI 
 ã~âáåÖ ãÉ ãçêÉ ÅçåëÅáçìë çÑ íÜÉáê áåÇáîáÇì~ä 
 éêáçêáíáÉëI î~äìÉë ~åÇ åÉÉÇë Ñçê Ä~ä~åÅÉK  jçëí 
 ÉãéäçóÉÉë ~êÉ É~ÖÉê íç ëÜ~êÉ ëíçêáÉë ~Äçìí íÜÉáê 
 Ñ~ãáäáÉë ~åÇ íÜÉáê äáîÉë çìíëáÇÉ ïçêâI ~åÇ f 
 ÉåàçóÉÇ ÜÉ~êáåÖ ~Äçìí íÜÉáê ëìÅÅÉëëÉë ~åÇ íÜÉáê 
 ÅçåÅÉêåëK oÉÅÉåíäó f Ü~îÉ ÄÉÉå ~ï~ó Ñêçã íÜÉ 
 ìåáí çå ~ëëáÖåãÉåíI ~åÇ f ãáëë åçí çåäó ãó 
 ÅçääÉ~ÖìÉëI Äìí ìéÇ~íÉë çå íÜÉáê äáîÉë ~ë ïÉääK

 m~ÄäçW  qÜÉ âÉó íç ïçêâéä~ÅÉ ïÉääJÄÉáåÖ Ñêçã 
 ãó éÉêëéÉÅíáîÉ áë íç ÉåëìêÉ íÜ~í ãçê~äÉ áå íÜÉ 
 ïçêâéä~ÅÉ áë ëìÅÜ íÜ~í ëí~ÑÑ ~åÇ ã~å~ÖÉêë ~êÉ 
 ë~íáëÑáÉÇ ïáíÜ íÜÉ ïçêâ íÜÉó éêçÇìÅÉ áå íÜÉ 
 ÅçåíÉñí çÑ íÜÉáê Ñ~ãáäó äáÑÉK  qÜáë áåîçäîÉë ëáãéäÉ 
 ã~å~ÖÉãÉåí íÉÅÜåáèìÉë ëìÅÜ ~ë ÇÉäÉÖ~íáçå çÑ 
 ~ìíÜçêáíó ~åÇ íê~åëÑÉê çÑ êÉ~äÒ êÉëéçåëáÄáäáíó
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 gçÜåW   lÑ ÅçìêëÉK

 iÉ~ÜW  vÉëI áí áë éçëëáÄäÉI Äìí áå ãó çéáåáçåI ~ 
 ïçêâ~ÜçäáÅÒ Å~å åçí ÄÉ ~ë ÉÑÑÉÅíáîÉ áå ÑçëíÉêáåÖ 
 Ä~ä~åÅÉ ~ë ëçãÉçåÉ ïÜç ~Åíì~ääó Ü~ë Ä~ä~åÅÉ áå 
 íÜÉáê äáÑÉK

 m~ÄäçW  qÜáë áë áåíÉêÉëíáåÖI ìëáåÖ íÜÉ íÉêã 
 ïçêâ~ÜçäáÅKÒ  qÜÉ âÉó ÜÉêÉ áë áÑ íÜÉ ã~å~ÖÉê 
 ìåÇÉêëí~åÇë ~åÇ ~ÅÜáÉîÉë íÜÉ å~íìêÉ çÑ 
 ë~íáëÑ~ÅíáçåI íÜÉå íÜÉ ~ãçìåí çÑ ïçêâ íÜÉó Çç áë 
 áêêÉäÉî~åíK  qÜÉ ëÉåëÉ çÑ Ä~ä~åÅÉ Å~å ÄÉ ÑçëíÉêÉÇ 
 ïáíÜ ëí~ÑÑ Äó ~Åíáçå ~åÇ Äó åçí áãéçëáåÖ íÜÉ 
 ã~å~ÖÉêÛë ëÉåëÉ çÑ Ä~ä~åÅÉÒ ~ë íÜÉ ÉñéÉÅí~íáçå 
 Ñêçã ëí~ÑÑK  qÜáë áåîçäîÉë ~ÅíáîÉ ã~å~ÖÉãÉåí Äó 
 íÜÉ ã~å~ÖÉê íç ÉåëìêÉ íÜ~í ëí~ÑÑ ìåÇÉêëí~åÇ íÜ~í 
 íÜÉ áãéçêí~åí íÜáåÖ áë éÉêëçå~ä Ä~ä~åÅÉ ~åÇ åçí 
 Üçìêë çÑ ïçêâK

 ióååW  ^Åíáçåë ëéÉ~â äçìÇÉê íÜ~å ïçêÇëK   fÑ ~  
 äÉ~ÇÉê ÇçÉë åçí ÇÉãçåëíê~íÉ íÜ~í ÜÉ çê ëÜÉ 
 î~äìÉë ~åÇ éê~ÅíáëÉë Ä~ä~åÅÉI áí áë Ü~êÇ Ñçê íÜÉ 
 ëí~ÑÑ íç ÉãÄê~ÅÉK

 f ÉñéÉÅí íÜ~í çìê ÉñéÉêáÉåÅÉë Ü~îÉ ÅÜ~åÖÉÇ 
 çìê îáÉï çÑ Ä~ä~åÅÉ ~åÇ ïÉääJÄÉáåÖK  
 jçêÉçîÉêI ~í ÇáÑÑÉêÉåí ëí~ÖÉë çÑ çìê äáîÉë f 
 ïçìäÇ íÜáåâ ïÉ Ü~îÉ ~ îÉêó ÇáÑÑÉêÉåí í~âÉ 
 çå íÜÉ ëìÄàÉÅíK ^ë óçìê Å~êÉÉê ïáíÜ íÜÉ 
 mìÄäáÅ pÉêîáÅÉ Ü~ë éêçÖêÉëëÉÇI Ü~ë óçìê 
 ÇÉÑáåáíáçå çÑ Ä~ä~åÅÉ ÅÜ~åÖÉÇ\

 John:  vÉëK e~êãçåó ï~ë ~ÅÜáÉîÉÇ É~êäó áå ãó 
 Å~êÉÉê ïáíÜ ãçêÉ ÉãéÜ~ëáë çå Ñ~ãáäó ~åÇ äÉëë çå 
 ïçêâ ~åÇ ëÉäÑK  táíÜ íáãÉ ÉãéÜ~ëáë ëïáíÅÜÉë

 Ñêçã Ñ~ãáäó íç ïçêâ ~åÇ ëÉäÑK  qÜáë áë éçëëáÄäÉ ~ë 
 Ñ~ãáäó ÇÉã~åÇë ÇÉÅêÉ~ëÉ ~ë ÅÜáäÇêÉå ã~íìêÉ ~åÇ 
 ÉîÉåíì~ääó ãçîÉ çÑÑ çå íÜÉáê çïåK

 ióååW  vÉëI ã~íìêáåÖI ÉñéÉêáÉåÅÉ ~åÇ ~ ÄÉííÉê 
 ëÉåëÉ çÑ ãóëÉäÑ Ü~îÉ ~ääçïÉÇ ãÉ íç îáÖçêçìëäó 
 éìêëìÉ Ä~ä~åÅÉK  qÜÉ ãçêÉ f éìêëìÉÇ Ä~ä~åÅÉI íÜÉ 
 ãçêÉ éêçãçíáçåë ~åÇ çééçêíìåáíáÉë ïÉêÉ çÑÑÉêÉÇ 
 íç ãÉ ~åÇ íÜÉ Ü~ééáÉê ~åÇ ÜÉ~äíÜáÉê áåÇáîáÇì~ä f 
 Ü~îÉ ÄÉÅçãÉK

 iÉ~ÜW  tÜÉå f ÄÉÖ~å ãó Å~êÉÉêI íÜáåÖë äáâÉ 
 ïçêâéä~ÅÉ ïÉääJÄÉáåÖÒ ~åÇ Ä~ä~åÅÉÒ ïÉêÉ 
 åçåJáëëìÉëI ëç f åÉîÉê Ö~îÉ áí ãìÅÜ íÜçìÖÜíK  
 eçïÉîÉêI ëáåÅÉ ~ï~êÉåÉëë çÑ íÜáë íçéáÅ Ü~ë ÄÉÖìå 
 íç Äêç~ÇÉåI ãó ÇÉÑáåáíáçå Ü~ë ÅÜ~åÖÉÇ 
 Çê~ã~íáÅ~ääóK  fí Ü~ë ÅÜ~åÖÉÇ ÄÉÅ~ìëÉ f Ü~îÉ 
 ã~íìêÉÇK  f Çç åçí ÄÉäáÉîÉ íÜ~í ãó î~äìÉë Ü~îÉ 
 ÅÜ~åÖÉÇI Äìí f Çç íÜáåâ íÜ~í f ~ã ãçêÉ 
 ÅçåëÅáçìë çÑ íÜÉã çå ~ Ç~áäó Ä~ëá ëK  f åçï êÉÑÉê 
 Ä~Åâ íç ãó éÉêëçå~ä î~äìÉë ïÜÉå f ~ã êÉèìáêÉÇ 
 íç ã~âÉ ~ ÇÉÅáëáçå êÉÖ~êÇáåÖ Ä~ä~åÅÉK

 m~ÄäçW  vÉë áí Ü~ë ÅÜ~åÖÉÇK  ^ë f Ü~îÉ ã~íìêÉÇ 
 ~åÇ ÄÉííÉê ìåÇÉêëíççÇ íÜÉ åçíáçå çÑ éÉêëçå~ä 
 ë~íáëÑ~Åíáçå f Ü~îÉ ã~ÇÉ ÅÜçáÅÉë íç ãÉÉí ãó 
 ÅÜ~åÖáåÖ éêáçêáíáÉëK  f Ü~îÉ íÉãéÉêÉÇ ãó Å~êÉÉê 
 ~ãÄáíáçåë íç ÉåëìêÉ íÜ~í f ëéÉåÇ ãçêÉ íáãÉ ïáíÜ 
 ÑêáÉåÇë ~åÇ Ñ~ãáäóK  f Ü~îÉ êÉëÉí ÉñéÉÅí~íáçåë çÑ 
 ãóëÉäÑ íç ÉåëìêÉ íÜ~í f ~ã éÜóëáÅ~ääó Å~é~ÄäÉ çÑ 
 ãÉÉíáåÖ íÜÉ ÇÉã~åÇë çÑ ïçêâI ÜçãÉI ~åÇ éä~óK  f 
 í~âÉ Å~êÉ çÑ m~Ääç>

 qÜ~åâ óçì Ñçê ÄÉáåÖ ëç çéÉåK  tÉ ïáëÜ óçì 
 äìÅâ áå óçìê éìêëìáí çÑ ïÉääÄÉáåÖK  
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 “ Actions speak louder than words.    If a  
 leader does not demonstrate that he or 
 she values and practises balance, it is 
 hard for the staff to embrace.”
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 Time & Workload Management

 We live in a hectic world filled with demands and 
 distractions.  It’s time to get focused, marshal our 
 energies, and concentrate on those things that really 
 matter to us.

 ̂
 ë ïáíÜ ã~åó éÉçéäÉI ãó åÉîÉêJÉåÇáåÖ 
 èìÉëí íç ÄÉííÉê ã~å~ÖÉ ãó íáãÉ ÄÉÖ~å 
 ïáíÜ íÜÉ éìêÅÜ~ëÉ çÑ ~ ëéáÑÑóI äÉ~íÜÉêJ
 ÄçìåÇ ëÅÜÉÇìäÉêK  f ï~ë ÇÉíÉêãáåÉÇ íç 

 ãÉíáÅìäçìëäó êÉÅçêÇ ìéÅçãáåÖ ÉîÉåíë ~åÇ 
 ÄÉÅçãÉ çêÖ~åáòÉÇK  ^åÇ áí ïçêâÉÇ Á Ñçê Éñ~Åíäó 
 íÜêÉÉ ïÉÉâëK  ^ÑíÉê ~åçíÜÉê Ñ~äëÉ ëí~êí ïáíÜ ~ 
 ÇáÖáí~ä ëÅÜÉÇìäÉêI f Ü~Ç íç Ñ~ÅÉ íÜÉ ëçÄÉêáåÖ íêìíÜW 
 âÉÉéáåÖ íê~Åâ çÑ ãó íáãÉ ÅçããáíãÉåíë åÉîÉê äÉÑí 
 ãÉ ïáíÜ ~ ëÉåëÉ çÑ ÅçåíêçäK  få Ñ~ÅíI ÉîÉêó Éåíêó 
 áå ãó çêÖ~åáòÉê ÅçåÑáêãÉÇ ãó ïçêëí ÑÉ~ê íÜ~í f 
 ï~ë ÇêçïåáåÖ áå ïçêâK  

 ̂ ë ïáíÜ Ñáå~åÅá~ä ã~å~ÖÉãÉåíI íáãÉ 
 ã~å~ÖÉãÉåí áë ~Äçìí ã~âáåÖ íÜÉ ãçëí çÑ ~ 
 ëÅ~êÅÉ ~åÇ î~äì~ÄäÉ êÉëçìêÅÉK  vçì Å~åÛí ã~âÉ 
 íáãÉÒ ~åó ãçêÉ íÜ~å óçì Å~å éêáåí ãçåÉóK   
 páåÅÉ ~ÅÅçìåíáåÖ Ñçê ~ää ãó éÉååáÉë ïçìäÇåÛí 
 ã~âÉ ãÉ ~ Å~ååó Ñáå~åÅá~ä ã~å~ÖÉêI f ÇçåÛí 
 âåçï ïÜ~í ã~ÇÉ ãÉ íÜáåâ íÜ~í ëÅÜÉÇìäáåÖ 
 ïçìäÇ äÉ~Ç íç ~ ãçêÉ ÉÑÑÉÅíáîÉ ìëÉ çÑ ãó íáãÉK  
 fíÛë ïÜ~í óçì Çç ïáíÜ ~ ëÅ~êÅÉ êÉëçìêÅÉ íÜ~í 
 ÅçìåíëK

 f Ü~îÉ íç ~ÇãáíI f ï~ë îÉêó é~ëëáîÉ ïÜÉå áí 
 Å~ãÉ íç êÉëéçåÇáåÖ íç ïçêâ ÇÉã~åÇë ~åÇ íáãÉ 
 éêÉëëìêÉëK  fÛÇ ~ÖêÉÉ íç ~ää ëçêíë çÑ ÅçããáíãÉåíë 
 Ó ãÉÉíáåÖëI ÇÉ~ÇäáåÉëI ÇÉäáîÉê~ÄäÉë Ó ïáíÜçìí Ñáêëí 
 ~ëâáåÖ íÜÉ êáÖÜí èìÉëíáçåëK  mä~ååáåÖ ~ÜÉ~Ç 
 ï~ëåÛí áå ãó êÉéÉêíçáêÉK  f äÉí ãóëÉäÑ ÖÉí 
 ëáÇÉíê~ÅâÉÇ Äó ÇÉí~áäë ÄÉëí äÉÑí íç íÜÉ ÄÉííÉê 
 èì~äáÑáÉÇK  fí ï~ë çåÅÉ ë~áÇI j~å~ÖÉêë ~êÉ åçí 
 é~áÇ íç ã~âÉ íÜÉ áåÉîáí~ÄäÉ Ü~ééÉåKÒ  f ï~ëåÛí 
 ~ééäóáåÖ ãóëÉäÑ áå ~ ï~ó íÜ~í ã~ÇÉ íÜÉ ÄÉëí ìëÉ 
 çÑ ãó ~ÄáäáíáÉëK

 _ÉÑçêÉ f ëí~êí ëçìåÇáåÖ íçç ÅçåÑÉëëáçå~äI f 
 ëÜçìäÇ éçáåí çìí íÜ~í fÛã åçí ~äçåÉK pçãÉ SR 
 éÉêÅÉåí çÑ ~ää `~å~Çá~å éìÄäáÅ ëÉêî~åíë êÉéçêí ~ 
 åÉÉÇ Ñçê ÄÉííÉê íáãÉ ã~å~ÖÉãÉåí ëâáääëK  ^äãçëí 
 Ü~äÑ ÑÉÉä íÜÉáê ïçêâäç~Çë ~êÉ ìåêÉ~ëçå~ÄäÉ ãçëí 
 çÑ íÜÉ íáãÉK  qÜáë Ü~ë ÄÉÉå ÇÉëÅêáÄÉÇ ~ë íÜÉ íáãÉ 
 Ñ~ãáåÉÒW íçç ãìÅÜ íç ÇçI åçí ÉåçìÖÜ íáãÉ áå íÜÉ 
 Ç~ó íç ÑáåáëÜ ÉîÉêóíÜáåÖK  qçç çÑíÉåI íÜáë Å~ìëÉë 
 ìë íç ïçêâ ÉîÉåáåÖë ~åÇ ïÉÉâÉåÇë ìåíáä ïÉ Äìêå 
 çìíK

 Time  is on
 My Side
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 Keeping Demands in Check

 pç Üçï Å~å ïÉ í~âÉ ÖêÉ~íÉê Åçåíêçä çÑ çìê 
 íáãÉ ~åÇ ïçêâäç~Çë\  fí ãáÖÜí ÜÉäé íç ëí~êí Äó 
 í~âáåÖ ~ ÅäçëÉê äççâ ~í çìê ïçêâ êÉä~íáçåëK

 tÉ ïçêâ ïáíÜáå ~ ïÉÄ çÑ êÉä~íáçåëÜáéëK  
 tçêâ ÇÉã~åÇë ~åÇ íáãÉ éêÉëëìêÉë Å~å ÅçãÉ 
 Ñêçã ~ää ÇáêÉÅíáçåëW Ñêçã çìê çìêëÉäîÉëI çìê 
 ÄçëëÉëI çìê éÉÉêëI ÉîÉå íÜçëÉ ÉäëÉïÜÉêÉ ïáíÜáå 
 íÜÉ ëóëíÉãK  b~ÅÜ ëçìêÅÉ Å~å ÄÉ ã~å~ÖÉÇI Äìí 
 åçí ~äï~óë áå íÜÉ ë~ãÉ ï~óK 

 f çÑíÉå ÑÉÉä ÄÉëáÉÖÉÇ 
 Äó ïçêâ ÅçãáåÖ Ççïå íÜÉ 
 ÅÜ~áå çÑ Åçãã~åÇK  ^ 
 êÉéçêíÉÇ VR éÉêÅÉåí çÑ 
 ̀ ~å~Çá~å ÖçîÉêåãÉåí 
 ÉñÉÅìíáîÉë ïçêâ áå ÉñÅÉëë 
 çÑ QM Üçìêë ~ ïÉÉâX NR
 éÉêÅÉåí ~Åíì~ääó ïçêâ ãçêÉ íÜ~å SM Üçìêë éÉê 
 ïÉÉâK  _ÉëáÇÉë ÅêÉ~íáåÖ ~å ÉñéÉÅí~íáçå íÜ~í 
 ëìÅÅÉëë ãÉ~åë ïçêâáåÖ äçåÖ ÜçìêëI Äìëó 
 ÉñÉÅìíáîÉë ã~ó ÅêÉ~íÉ Éåçêãçìë ïçêâ ÄìêÇÉåë 
 çå çíÜÉêëK  pçãÉ Çáéäçã~íáÅ ëâáääë ~êÉ êÉèìáêÉÇ íç 
 éìëÜ Ä~ÅâIÒ çê ~ëâ ëÉåáçê ã~å~ÖÉêë íç Ñìääó 
 ÅçåëáÇÉê íÜÉ äçåÖÉêJíÉêã áãé~Åí çÑ íÜÉáê 
 ÇÉÅáëáçåë çå çíÜÉêëÛ ïçêâ äç~ÇK

 få íÜÉáê Åä~ëëáÅ íêÉ~íáëÉI låÅâÉå ~åÇ t~ëë 
 ëÜçïÉÇ Üçï çìê éÉÉêë Å~å éìää ìë áåíç íÜÉáê 
 ïçêâI çÑíÉå èìáíÉ ìåáåíÉåíáçå~ääóK  bîÉêó íáãÉ 
 ëçãÉçåÉ ë~óë ïÉ Ü~îÉ ~ éêçÄäÉãIÒ Å~å f ÖÉí 
 óçìê áåéìí çå ëçãÉíÜáåÖIÒ çê Å~å óçì í~âÉ ~ 
 äççâ ~í íÜáëIÒ óçìÛêÉ Çê~ïå áåK  vçìÛêÉ åçï çå 
 íÜÉ Üççâ Ñçê Éñíê~ ïçêâ íÜ~íI ìåäÉëë áí áë ÅäÉ~êÉÇ 
 ìé èìáÅâäóI Å~å éáäÉ ìéK  fÑ áí ÇçÉëI óçì ïáää äáâÉäó 
 ÑÉÉä Öìáäíó Ñçê íÜçëÉ íÜáåÖë äÉÑí ìåÇçåÉK  vçìê 
 ÅçääÉ~ÖìÉë ïáää ~äëç ÖÉí áãé~íáÉåí ~ë íÜÉó ï~áí áå 
 ~ ÜçäÇáåÖ é~ííÉêåK   pçãÉíáãÉë óçì Ü~îÉ íç êÉëáëí 
 ÖÉííáåÖ íçç áåîçäîÉÇ ~åÇ éìí ëçãÉ íêìëí áå 
 çíÜÉêëÛ ~ÄáäáíáÉëK

 jçêÉ ~åÇ ãçêÉI ïÉ ïçêâ áå íÉ~ãë ~åÇ 
 é~êíåÉêëÜáéëK  qÜáë áåíÉêÇÉéÉåÇÉåÅÉ êÉèìáêÉë ìë 
 íç é~ó ãçêÉ ~ííÉåíáçå íç íÜÉ Ñäçï çÑ ïçêâK  fÑ 
 çìê áåíÉê~Åíáçåë ïáíÜ çíÜÉêë êÉã~áå ëéçåí~åÉçìë 
 ~åÇ ~Ç ÜçÅI íÜÉå áåÇáîáÇì~ä éêçÇìÅíáîáíó ëìÑÑÉêë 
 ÄÉÅ~ìëÉ çÑ åÉÉÇäÉëë áåíÉêêìéíáçåë ~åÇ áãéêçãéíì 
 ÇÉã~åÇëK  `çääÉÅíáîÉ Å~é~Åáíó ëìÑÑÉêë áÑ ïÉ ÇçåÛí

 ëóåÅÜêçåáòÉ çìê ïçêâÑäçï ïáíÜ çíÜÉêëI ÉëéÉÅá~ääó 
 áÑ çåÉ éÉêëçåÛë ïçêâ ÇÉéÉåÇë çå íÜÉ ÅçãéäÉíáçå
 çÑ ~åçíÜÉêÛëK  fíÛë ïçêíÜ í~âáåÖ ëçãÉ íáãÉ íç ëÉí 
 Ççïå ëçãÉ êìäÉë çÑ ÉåÖ~ÖÉãÉåí ~åÇ ÄêáåÖ ïçêâ 
 êçìíáåÉë áåíç ëóåÅK

 Keeping Yourself in Check

 bîÉå ïÜÉå ãó ïçêâ êÉä~íáçåë ~êÉ îÉêó 
 ÑìåÅíáçå~äI f ëíáää ÑáåÇ ãóëÉäÑ áãéçëáåÖ 
 ìååÉÅÉëë~êó ÇÉã~åÇë ~åÇ éêÉëëìêÉë çå ãóëÉäÑK  

 pç Üçï Çç ïÉ 
 ã~å~ÖÉ íÜÉëÉ ÇÉã~åÇë\  
 qÜÉêÉ áë åç Ñçêãìä~I çÑ 
 ÅçìêëÉK eçïÉîÉêI êÉëÉ~êÅÜ 
 ÅçåÇìÅíÉÇ Äó _êìÅÜ ~åÇ 
 dÜçëÜ~ä ÑçìåÇ íÜ~í íÜÉëÉ 
 Ç Éã~åÇë  Å~å  ÄÉ  ÄÉ ë í

 ã~å~ÖÉÇ Äó ÅçåÅÉåíê~íáåÖ çå íïç âÉó Ñ~ÅíçêëW 
 ÑçÅìë ~åÇ ÉåÉêÖóK  j~å~ÖÉêë ïÜç ëí~ó ÑçÅìëÉÇ 
 çå ~ ÅäÉ~ê ëÉí çÑ Öç~äë ~êÉ äÉëë äáâÉäó íç ÄÉ 
 Çáëíê~ÅíÉÇ ~åÇ ~êÉ ÄÉííÉê ~ÄäÉ íç éêáçêáíáòÉ íÜÉáê 
 íáãÉK  qÜçëÉ ïÜç ~êÉ ~ÄäÉ íç é~ÅÉ íÜÉãëÉäîÉëI 
 äáãáí íÜÉáê ïçêâ íç éêáãÉ ÜçìêëI ~åÇ Çç ïçêâ 
 íÜ~í Ü~ë éÉêëçå~ä ãÉ~åáåÖ ~êÉ ~ÄäÉ íç ã~áåí~áå 
 ÜáÖÜ äÉîÉäë çÑ ÉåÉêÖóK  råÑçêíìå~íÉäóI çåäó NM 
 éÉêÅÉåí çÑ íÜÉ ã~å~ÖÉêë ëíìÇáÉÇ ã~áåí~áåÉÇ íÜáë 
 ëíêçåÖ ÑçÅìë ~åÇ ÜìëÄ~åÇÉÇ íÜÉáê ÉåÉêÖóK

 qÜÉ êÉëí çÑ ìë Ñ~ää áåíç íÜêÉÉ çíÜÉê Å~ãéëK  
 pçãÉ çÑ ìë ~êÉ éêçÅê~ëíáå~íçêëIÒ í~âáåÖ ~ 

 é~ëëáîÉ ~ééêç~ÅÜ íç ïçêâ ~åÇ éìííáåÖ íÜáåÖë çÑÑ 
 ìåíáä íÜÉ ä~ëí ãáåìíÉK  `çåíê~êó íç éçéìä~ê ÄÉäáÉÑI 
 íÜáë áë åçí ÉåíáêÉäó ~ éÉêëçå~äáíó íê~áíI Äìí Å~å ÄÉ 
 áåÑäìÉåÅÉÇ Äó çìê ïçêâ ÉåîáêçåãÉåíK  
 mêçÅê~ëíáå~íçêë ëÜçìäÇ ãáåáãáòÉ íÜÉ Äìëóïçêâ 
 íÜ~í ÇÉéäÉíÉë íÜÉáê ÉåÉêÖó ~åÇ ÇÉîÉäçé êçìíáåÉë 
 íÜ~í ÅäÉ~ê ïçêâ çÑÑ íÜÉáê ÇÉëâK  ^ ìëÉÑìä ëíÉé áë íç 
 äÉ~êå Üçï íç ÇÉäÉÖ~íÉ ïçêâ ãçêÉ ÉÑÑÉÅíáîÉäóK

 qÜçëÉ çÑ ìë ãçëí äáâÉäó íç ëìÑÑÉê Ñêçã 
 Äìêåçìí ~êÉ íÜÉ ÇáëÉåÖ~ÖÉÇÒ ã~å~ÖÉêëK  tÉ 
 ã~ó ÄÉ ÑçÅìëÉÇI Äìí ïÉ ã~ó åçí Ü~îÉ íÜÉ áååÉê 
 êÉëçìêÅÉë íç Ñçääçï íÜêçìÖÜK fÑ óçìÛîÉ ãÉí 
 ëçãÉçåÉ óçìÛÇ ÇÉëÅêáÄÉ ~ë ~ éêçÑÉëëáçå~ä 
 ÅóåáÅIÒ ÅÜ~åÅÉë ~êÉ íÜÉó ~êÉ áå íÜáë ÖêçìéK  pìÅÜ 
 éÉçéäÉ åÉÉÇ íç ÑáåÇ ï~óë çÑ êÉáåîáÖçê~íáåÖ 
 íÜÉãëÉäîÉë ~åÇ çîÉêÅçãáåÖ íÜÉ Ä~êêáÉêë áå íÜÉ

 Many of us experience a  time 
 famine : too much to do, not 
 enough time in the day to finish 
 everything.
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 çêÖ~åáò~íáçå íÜ~í ò~é íÜÉáê ÉåÉêÖóK  
 qÜÉ Ñáå~ä Öêçìé ~êÉ íÜÉ Çáëíê~ÅíÉÇÒ 

 ã~å~ÖÉêëK qÜÉëÉ ~êÉ ã~å~ÖÉêë ïÜç ~êÉ ÜáÖÜäó 
 ÉåÉêÖÉ í á Å  Äìí  Ççå Ûí  Ü~îÉ  ÉåçìÖÜ  ÑçÅìë K
 pçãÉ ~êÉ ëÉêá~ä ÇÉäÉÖ~íçêëIÒ ëÉåÇáåÖ éÉçéäÉ çÑÑ 
 áå ~ää ÇáêÉÅíáçåë ïáíÜçìí êÉÖ~êÇ íç ~î~áä~ÄäÉ 
 êÉëçìêÅÉëK  j~åó ~êÉ ïáääáåÖ íç í~âÉ çå ãçêÉ 
 íÜ~å íÜÉóI çê íÜÉáê ëí~ÑÑI Å~å Ü~åÇäÉK j~å~ÖÉêë 
 äáâÉ íÜáë àìãé Ñêçã ÅçããáíãÉåí íç ÅçããáíãÉåíI 
 çÑíÉå äÉííáåÖ ïçêâ Ñ~ää íÜêçìÖÜ íÜÉ Åê~Åâë çê 
 ÑáåáëÜáåÖ áí Ü~éÜ~ò~êÇäóK  qÜçëÉ çÑ ìë áå íÜáë 
 Öêçìé åÉÉÇ íç âÉÉé çìê ÉóÉ çå íÜÉ Ä~ääI ëí~óáåÖ 
 ÅçããáííÉÇ íç ~ ÅçåÅáëÉ ëÉí çÑ ÅäÉ~ê çÄàÉÅíáîÉëK

 What To Do

 fÑ óçì ëÉÉ óçìêëÉäÑ áå ~åó çÑ íÜÉëÉ 
 ÇÉëÅêáéíáçåëI f ÉåÅçìê~ÖÉ óçì íç í~âÉ ~ ëçÄÉê 
 ëÉÅçåÇ äççâ ~í óçìê ïçêâ Ü~ÄáíëK  fÑ óçì ïçêâ 
 ïáíÜ éÉçéäÉ äáâÉ íÜáëI óçì åÉÉÇ íç ã~âÉ ëìêÉ íÜ~í 
 íÜÉó ÇçåÛí ìåÇÉêãáåÉ óçìê ~ííÉãéíë íç Åçåíêçä 
 óçìê ëÅÜÉÇìäÉK  pç ïÜ~í ëéÉÅáÑáÅ~ääó Å~å ÄÉ ÇçåÉ\  
 vçì Å~å êÉ~Ç ~ää íÜÉ ëÉäÑJÜÉäé Äççâë çå íÜÉ 
 ëìÄàÉÅí óçì ï~åíK  jçëí Äçáä Ççïå íç ~ ê~íÜÉê 
 íáÇó ëÉí çÑ íáéëK

 Don’t let procrastinators, professional cynics, or serial delegators cause you to 
 lose control over your schedule.   They need to respect your time  as much as 
 you respect theirs.

 1.  Don’t Do Everything Yourself,
 Learn to Delegate More Effectively

 tÉ ã~ó í~âÉ çå íçç ãìÅÜ çÑ íÜÉ ïçêâäç~Ç 
 çìêëÉäîÉë ëáãéäó ÄÉÅ~ìëÉ ïÉ ÑÉÉä Å~é~ÄäÉ çÑ 
 ÇçáåÖ áíK  fí áë çÑíÉå ë~áÇ íÜ~í ã~å~ÖÉêë ëéÉåÇ 
 íÜÉáê íáãÉ ÇçáåÖ ïÜ~í íÜÉó ÇáÇ áå íÜÉáê çäÇ àçÄ 
 áåëíÉ~Ç çÑ Ü~åÇáåÖ áí çÑÑ íç ëçãÉçåÉ ÉäëÉK  fÑ 
 óçìÛêÉ ëéêÉ~ÇáåÖ óçìê êÉëçìêÅÉë íçç íÜáå íç 
 éêçéÉêäó ÇÉäÉÖ~íÉI íÜÉå óçì Ü~îÉ ~ êÉëéçåëáÄáäáíó 
 íç äÉí óçìê ëìéÉêáçêë âåçïK

 2.  Manage Meetings,
 Don’t Let Meetings Manage You

 jÉÉíáåÖë í~âÉ ìé ~ ä~êÖÉ éçêíáçå çÑ çìê 
 Ç~ó Äìí åçí ~ää çÑ íÜÉã ~êÉ åÉÅÉëë~êóK  fÑ 
 ëçãÉçåÉ ÇçÉëåÛí Ü~îÉ íç ÄÉ ~í ~ é~êíáÅìä~ê 
 ãÉÉíáåÖI êÉëáëí íÜÉ ìêÖÉ íç áåîáíÉ íÜÉã àìëí áå Å~ëÉ 
 íÜÉáê áåéìí ÅçìäÇ éêçîÉ ìëÉÑìäK   fÑ ~ ãÉÉíáåÖ áë 
 äáâÉäó íç éêçîáÇÉ äáííäÉ î~äìÉI ÇçåÛí ÜçäÇ áíK  fÑ 
 ÇÉÅáëáçåë åÉÉÇ íç ÄÉ ã~ÇÉ ~í ~ ãÉÉíáåÖ ~åÇ ~ää 
 íÜÉ âÉó ÇÉÅáëáçåJã~âÉêë ~êÉåÛí íÜÉêÉI óçìÛêÉ 
 ÄÉííÉê çÑÑ éçëíéçåáåÖ íÜÉ ãÉÉíáåÖ ëç íÜ~í óçì 
 ÇçåÛí Ü~îÉ íç ï~ëíÉ  í áãÉ íê~ÅâáåÖ Ççïå 
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 ~ééêçî~äë ~åÇ ÄêáÉÑáåÖ  ~ÄëÉåíÉÉëK   _ó åçí 
 ÜçäÇáåÖ ~ääJëí~ÑÑ ãÉÉíáåÖë íçç É~êäó çê íçç ä~íÉ áå 
 íÜÉ Ç~óI óçì ÜÉäé çíÜÉêë Ä~ä~åÅÉ íÜÉáê ïçêâ ~åÇ 
 éÉêëçå~ä äáîÉëK  fí ~äëç ÜÉäéë íç ÇÉëáÖå~íÉ 
 é~êíáÅìä~ê Ç~óë çÑ íÜÉ ïÉÉâ ãÉÉíáåÖ ÑêÉÉÒ Ç~óë 
 ëç íÜ~í óçì ~åÇ óçìê ÅçääÉ~ÖìÉë Å~å ÅçåÅÉåíê~íÉ 
 çå ïçêâ ïáíÜçìí áåíÉêêìéíáçåK

 3.  Cut Down the Number of 
 Iterations a Job Takes 

 f çÑíÉå ÑáåÇ ãóëÉäÑ êÉÇê~ÑíáåÖ é~éÉêë çê 
 êÉÇçáåÖ ëçãÉíÜáåÖ íÜ~í ëÜçìäÇ Ü~îÉ ÄÉÉå ÇçåÉ 
 êáÖÜí íÜÉ Ñáêëí íáãÉK  fíÉê~íáçåë Å~å ÄÉ ÜáÖÜ î~äìÉJ
 ~ÇÇÉÇ êÉÑáåÉãÉåíëK  eçïÉîÉêI íÜÉó Å~å ~äëç ÄÉ 
 íÜÉ êÉëìäí çÑ ~ ä~Åâ çÑ Åä~êáíó ~í íÜÉ çìíëÉí çê 
 ÉñÅÉëëáîÉ íáãÉ éêÉëëìêÉëK  fÑ çíÜÉêë ÉåÅçìê~ÖÉ 
 óçì íç é~êíáÅáé~íÉ áå éççêäó ÇÉÑáåÉÇ ~ÅíáîáíáÉëI 
 éÉêÜ~éë óçì ëÜçìäÇ ~ëâ íÜÉã íç ÄÉ ãçêÉ éêÉÅáëÉK  
 ̂ ë ~ ÖÉåÉê~ä êìäÉI f ÇçåÛí í~âÉ fÛää âåçï ïÜ~í f 
 ï~åí ïÜÉå f ëÉÉ áíÒ Ñçê ~å ~åëïÉêK  líÜÉêë åÉÉÇ 
 íç êÉëéÉÅí óçìê íáãÉ àìëí ~ë ãìÅÜ ~ë óçì êÉëéÉÅí 
 íÜÉáêëK

 4.  Develop More Realistic Deadlines
 and Synchronize Your Workflow
 with Others

 bîáÇÉåÅÉ ëìÖÖÉëíë íÜ~í ~ Ñê~åíáÅ ïçêâ é~ÅÉ

 Å~å áåÅêÉ~ëÉ íÜÉ äáâÉäáÜççÇ çÑ 
 ãáëí~âÉëI êÉëìäí áå éççê êÉëìäíëI ~åÇ 
 ÄÉÅçãÉ ~ Ä~êêáÉê íç ÅêÉ~íáîÉ íÜáåâáåÖK  
 fÑ ãçêÉ íÜ~å TR éÉêÅÉåí çÑ óçìê ïçêâ 
 íáãÉ áë ÑáääÉÇ ìé çå óçìê ëÅÜÉÇìäÉI

 óçì ~êÉ ÜáÖÜäó ìåäáâÉäó íç ÄÉ ~ÄäÉ íç
 ÅêÉ~íÉ åÉï çééçêíìåáíáÉëK  gçáåíäó 
 ëÉííáåÖ ãçêÉ êÉ~äáëíáÅ ÇÉ~ÇäáåÉë 
 Å~å ÜÉäéK  fÑ ïçêâ ~ÅíáîáíáÉë ~êÉ

 ÜáÖÜäó áåíÉêÇÉéÉåÇÉåí áå óçìê çÑÑáÅÉI 
 óçì ~åÇ óçìê ÅçääÉ~ÖìÉë Å~å ÖÉí 
 íçÖÉíÜÉê íç ~êê~åÖÉ ~ ëÉèìÉåÅÉ çÑ 
 ïçêâ í~ëâë íÜ~í ~ÅÅçããçÇ~íÉ 
 ÉîÉêóçåÉK  qÜáë áåÅäìÇÉë éêçîáÇáåÖ 
 ÉåçìÖÜ ÄìÑÑÉê íáãÉ Ñçê ïÜÉå 
 ìåÑçêÉëÉÉå ÅáêÅìãëí~åÅÉë ÖÉí áå íÜÉ 
 ï~óX  çíÜÉêïáëÉ óçìÛ ä ä  ä áâÉäó ÄÉ

 ïçêâáåÖ çîÉêíáãÉK  

 5.  Organize Your Workspace

 jìÅÜ çÑ çìê íáãÉ áë ï~ëíÉÇ íê~ÅâáåÖ Ççïå 
 áåÑçêã~íáçå íÜ~í ëÜçìäÇ ÄÉ ~í çìê ÑáåÖÉêíáéëK  
 qÜÉ áåÑçêã~íáçå áë íÜÉ åÉÉÇäÉ ~åÇ íÜÉ éáäÉ çÑ 
 é~éÉêë çå óçìê ÇÉëâ áë íÜÉ Ü~óëí~ÅâK  j~åó çÑ ìë 
 Ü~îÉ íÜÉ ~ìíÜçêáíó íç áåîÉëí áå ~ éêçéÉê 
 ÇçÅìãÉåí ã~å~ÖÉãÉåí ëóëíÉã áå çìê çÑÑáÅÉë ëç 
 íÜ~í çìê ÅçääÉ~ÖìÉë ~êÉåÛí Åçåëí~åíäó ëÉ~êÅÜáåÖ 
 Ñçê íÜÉ ÇçÅìãÉåíë íÜÉó åÉÉÇK

 6.  Cut Down on Time-Wasting, 
 Low Value-Added Activities

 jìÅÜ çÑ çìê Ç~ó áë ÅçåëìãÉÇ Äó äçï î~äìÉ 
 ~ÅíáîáíáÉë íÜ~íI áÑ éêÉëëÉÇI ïÉÛÇ Ü~îÉ íç ~Çãáí ~êÉ 
 åçí íÉêêáÄäó áãéçêí~åíK  fí áë ìëÉÑìä íç ëáí Ççïå 
 ïáíÜ óçìê ÅçääÉ~ÖìÉë ~åÇ ~ëëÉëë íÜÉ î~äìÉ çÑ 
 ãÉÉíáåÖëI í~ëâëI ÇÉäáîÉê~ÄäÉëI ~åÇ ÉîÉåíëK  vçì 
 ã~ó ÄÉ ~ÄäÉ íç Åìí ã~åó ~ÅíáîáíáÉë íÜ~í Çç åçí 
 ÄÉ~ê ÇáêÉÅíäó çå óçìê âÉó çÄàÉÅíáîÉë ~åÇ 
 êÉëéçåëáÄáäáíáÉëK  få íÜÉ éìÄäáÅ ëÉÅíçêI íÜáë Å~å ÄÉ 
 ~ ÅÜ~ääÉåÖÉ ÄÉÅ~ìëÉ íÜçëÉ íÜáåÖë ïÉ çÑíÉå íÜáåâ 
 çÑ ~ë êÉÇ í~éÉÒ Éñáëí Ñçê îÉêó áãéçêí~åí 
 êÉ~ëçåëK  fÑ åçíÜáåÖ ÉäëÉI í~âáåÖ ëíçÅâ çÑ ëìÅÜ 
 éêçÅÉÇìê~ä êÉèìáêÉãÉåíë ã~ó ÜÉäé óçì ÑáåÇ 
 ÄÉííÉê ï~óë çÑ ÑìäÑáääáåÖ áãéçêí~åí çÄäáÖ~íáçåëK
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 lê áí ïáää êÉãáåÇ óçì ïÜó íÜÉóÛêÉ íÜÉêÉ áå íÜÉ 
 Ñáêëí éä~ÅÉK

 låÉ ãÉíÜçÇ çÑ ÅìííáåÖ Ççïå çå íáãÉJ
 ï~ëíÉêë áë íç éä~ÅÉ ~ î~äìÉ çå É~ÅÜ ~Åíáîáíó óçì 
 åçêã~ääó ÇçK  mÉêÜ~éë íÜÉ ~Åíáîáíó Å~å ÄÉ ê~íÉÇ 
 çå ~ ëÅ~äÉ çÑ N íç NMK  fÑ ÜáÖÜ î~äìÉ ~ÅíáîáíáÉë ~êÉ 
 åçí í~âáåÖ ìé íÜÉ äáçåÛë ëÜ~êÉ çÑ óçìê ëÅÜÉÇìäÉI 
 íÜÉå óçì ãáÖÜí ëÉêáçìëäó ÅçåëáÇÉê ÅìííáåÖ Ä~Åâ 
 çå íÜÉ äçïÉê î~äìÉ ~ÅíáîáíáÉëK

 7.  Batch Process Your Work Tasks

 gìëí ÄÉÅ~ìëÉ ëçãÉíÜáåÖ åÉÉÇë íç ÖÉí ÇçåÉ 
 ÇçÉëåÛí ãÉ~å áí åÉÉÇë íç ÖÉí ÇçåÉ áããÉÇá~íÉäóK  
 fÑ óçì åÉÉÇ íç ÅçãéäÉíÉ ~ åìãÄÉê çÑ éÜçåÉ Å~ääë 
 çê çíÜÉê ëã~ää í~ëâëI ëÉí íáãÉ ~ëáÇÉ íç ÖÉí íÜÉã 
 ~ää ÇçåÉ ~í çåÅÉK

 qÜáë ~äëç ~ééäáÉë íç íÜÉ äçÅ~íáçå ïÜÉêÉ 
 ~ÅíáîáíáÉë ~êÉ ÜÉäÇK  fåëíÉ~Ç çÑ êìååáåÖ ~ää çîÉê 
 íçïå Ñçê ãÉÉíáåÖëI ëÅÜÉÇìäÉ ãÉÉíáåÖë íçÖÉíÜÉê 
 ïÜÉå íÜÉó ~êÉ áå éêçñáã~íÉ äçÅ~íáçåëK  

 8.  Avoid Interruptions and Multi-tasking

 fåíÉêêìéíáçåë Åçëí ã~å~ÖÉêë ~ ÖêÉ~í ÇÉ~ä áå 
 íÉêãë çÑ äçëí ÅçåÅÉåíê~íáçå Ñêçã ëïáíÅÜáåÖ 
 ÄÉíïÉÉå í~ëâëK  qÜÉ ãçêÉ ÅçãéäáÅ~íÉÇ íÜÉ í~ëâëI 
 íÜÉ ÖêÉ~íÉê íÜÉ Åçëí íç éêçÇìÅíáîáíó ïÜÉå 
 ëïáíÅÜáåÖK  jçÇÉêå ïçêâJäáÑÉ áë Ñìää çÑ ëçìêÅÉë çÑ
 áåíÉêêìéíáçåW ÉJã~áä ãÉëë~ÖÉëI 
 ãçÄáäÉJéÜçåÉ Å~ääëI Ñ~ñÉëI ÇêçéJáå 
 îáëáíçêëI ~åÇ áåëí~åí ãÉëë~ÖÉëK  vçì 
 Å~å çÑíÉå ÅÜççëÉ íç ~ÅÅÉéí íÜÉëÉ 
 ÅçããìåáÅ~íáçåë ~í é~êíáÅìä~ê íáãÉë 
 çÑ íÜÉ Ç~ó ~åÇ äÉí çíÜÉêë âåçï ïÜÉå 
 óçìÛêÉ ~î~áä~ÄäÉK  kçåÉ çÑ íÜáë ãÉ~åë 
 óçì ïáää ÄÉ ìå~ÄäÉ íç êÉéäó éêçãéíäóK  

 ̂ åçíÜÉê ï~ó çÑ ~îçáÇáåÖ 
 áåíÉêêìéíáçåë áë íç ëÉí ~ëáÇÉ íáãÉ 
 ïÜÉå óçì ïáää åçí ÄÉ ÇáëíìêÄÉÇK  qÜÉ 
 íáãÉë f ïçêâ ~í ÜçãÉ Ñçê íÜÉ Ç~ó ~êÉ 
 ëçãÉ çÑ ãó ãçëí éêçÇìÅíáîÉK

 ̂  Åçããçå ãáëí~âÉ áë íç íÜáåâ 
 íÜ~í óçì Å~å ÄÉ éêçÇìÅíáîÉ Äó ãìäíáJ
 í~ëâáåÖKÒ  qÜáë áë ~ ÄìòòïçêÇ íÜ~í 
 ãÉ~åë ÇçáåÖ ãçêÉ íÜ~å çåÉ íÜáåÖ ~í

 çåÅÉK  qÜáë ìëì~ääó ÇçÉëåÛí ë~îÉ ãìÅÜ íáãÉI Äìí 
 áí áë äáâÉäó íç êÉÇìÅÉ íÜÉ èì~äáíó çÑ óçìê ïçêâK

 9.  Automate Routine Tasks

 j~åó çÑ íÜÉ ãçëí êçìíáåÉ í~ëâë Å~å ÄÉ 
 ~ÅÅçãéäáëÜÉÇ ïáíÜçìí Ü~îáåÖ íç ÇÉîçíÉ ãìÅÜ 
 ~ííÉåíáçå ~í ~ääI éêçîáÇÉÇ óçì ã~âÉ íÜÉ êáÖÜí 
 ~êê~åÖÉãÉåíë ÄÉÑçêÉÜ~åÇK  

 j~åó çÑ ìë ÇçåÛí êÉ~äáòÉ íÜ~í ëçãÉ çÑ íÜÉ 
 ÅçãéìíÉê éêçÖê~ãë ïÉ ìëÉ ÅçãÉ ïáíÜ ~ Ü~åÇó 
 ëÉí çÑ ~ìíçã~íáçå íççäë Äìáäí áåíç íÜÉãK  jçëí ÉJ
 ã~áä éêçÖê~ãë Å~å ~ìíçã~íáÅ~ääó ÑáäÉ ~åÇ éêçÅÉëë 
 ãÉëë~ÖÉë íÜ~í ÅçãÉ Ñêçã éÉçéäÉ ïÉ ÑêÉèìÉåíäó 
 ÅçããìåáÅ~íÉ ïáíÜK  qÜáë áë é~êíáÅìä~êäó Ü~åÇó 
 Ñçê ÖÉííáåÖ êáÇ çÑ àìåâ ã~áäK  j~åó Åçããçå 
 çÑÑáÅÉ éêçÖê~ãëI ëìÅÜ ~ë ïçêÇ éêçÅÉëëçêëI Ü~îÉ 
 ã~ÅêçëÒ íÜ~í ~ääçï óçì íç êÉÅçêÇ ~åÇ êÉéÉ~í 
 ÑêÉèìÉåí í~ëâëK

 10.  Anticipate and Prepare 
 Yourself for Contingencies

 hÉÉéáåÖ ~ ëÅÜÉÇìäÉ áë ãçêÉ ÉÑÑÉÅíáîÉ áÑ áíÛë 
 ÇçåÉ áå ~ ëíê~íÉÖáÅI Öç~äJÇáêÉÅíÉÇ ï~óK  qÜáë 
 áåÅäìÇÉë ÇÉîÉäçéáåÖ íáãÉ äáåÉë ~åÇ éä~ååáåÖ Ñçê 
 ÅçåíáåÖÉåÅáÉëK  fÑ óçì ëéÉåÇ ~ ÖêÉ~í ÇÉ~ä çÑ íáãÉ 
 êÉëéçåÇáåÖ íç ÅêáëÉëI ÅÜ~åÅÉë ~êÉ óçìÛêÉ åçí 
 ÇçáåÖ ÉåçìÖÜ íç ~åíáÅáé~íÉK  oÉãÉãÄÉê íÜ~í  
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 éêçéÉê éä~ååáåÖ áë ~Äçìí ëÉííáåÖ çìí 
 éêçÅÉÇìêÉë ~åÇ éêçÅÉëëÉë íÜ~í ã~âÉ íÜÉ ãçëí 
 ÉÑÑÉÅíáîÉ ìëÉ çÑ íáãÉK  fí áë åçí ~Äçìí 
 ÖÉåÉê~íáåÖ ìååÉÅÉëë~êó é~éÉê ïçêâ ~åÇ 
 ~ééêçî~ä ëí~ÖÉëK  

 11.  Account for Personal Demands on
 Your Time Too

 fí ÇçÉëåÛí Çç ~åó ÖççÇ íç ã~å~ÖÉ íáãÉ 
 ~åÇ ÉåÉêÖó ÇìêáåÖ íÜÉ ïçêâÇ~óI çåäó íç ÑÉÉä 
 êìåJÇçïå ~í íÜÉ ÉåÇ çÑ É~ÅÜ Ç~óK  f Ü~îÉ 
 ÜçìëÉÜçäÇ ÅÜçêÉë ~åÇ çíÜÉê éÉêëçå~ä 
 êÉëéçåëáÄáäáíáÉë íç í~âÉ Å~êÉ çÑK  qÜÉëÉ 
 êÉëéçåëáÄáäáíáÉë ~êÉ åçï áåÅçêéçê~íÉÇ áåíç 
 íÜÉ ï~ó f ã~å~ÖÉ ãó íáãÉ ëç íÜ~í f ÇçåÛí 
 áå~ÇîÉêíÉåíäó Ñçáëí íÜÉã çå ãó Ñ~ãáäó 
 ãÉãÄÉêëK  mÉêëçå~ä êÉëéçåëáÄáäáíáÉë Å~å ÄÉ 
 ã~å~ÖÉÇ àìëí ~ë ÉÑÑÉÅíáîÉäó ~ë ïçêâ 
 êÉëéçåëáÄáäáíáÉëI ~åÇ íÜìë áåÅêÉ~ëÉ íÜÉ 
 ~ãçìåí çÑ íêìÉ äÉáëìêÉ íáãÉ f Éåàçó  EíÜ~í áëI 
 åçí íáãÉ ëéÉåí ÅêìãéäÉÇ áå ÉñÜ~ìëíáçå çå 
 íÜÉ ÅçìÅÜ ï~íÅÜáåÖ ~ Ñ~îçìêáíÉ qs ëÜçïI Äìí 
 íáãÉ ëéÉåí éìêëìáåÖ éÉêëçå~ä é~ëëáçåëFK

 12.  Make Use Of Dead Time

 vçì ã~ó ÑáåÇ óçìêëÉäÑ ïáíÜ Éñíê~ íáãÉ 
 çÅÅ~ëáçå~ääóK  fÑ ~ ãÉÉíáåÖ ÉåÇë É~êäó çê 
 ÄÉÖáåë ä~íÉI çê óçì ÖÉí ~ í~ëâ ÇçåÉ ~ÜÉ~Ç çÑ 
 ëÅÜÉÇìäÉI íÜáåâ çÑ áí ~ë ~ ÖáÑíK   rëÉ íÜáë íáãÉ 
 íç Å~íÅÜ ìé çå ëçãÉ ïçêâJêÉä~íÉÇ êÉ~ÇáåÖI çê 
 ìëÉ áí ~ë ëãÉääJíÜÉJêçëÉëÒ íáãÉ íÜ~íÛë àìëí Ñçê 
 óçìK

 kçí ~ää çÑ íÜÉëÉ íáéë ~ééäó íç ÉîÉêóçåÉ 
 çê ÉîÉêó ÅáêÅìãëí~åÅÉK  ^ÑíÉê ~ääI ïÉ ~ää Ñ~ÅÉ 
 ÇáÑÑÉêÉåí ÅÜ~ääÉåÖÉëI éêÉÑÉê ÅÉêí~áå ïçêâ 
 ëíóäÉëI ~åÇ Ü~îÉ ÇáÑÑÉêÉåí ïçêâ êÉèìáêÉãÉåíëK  
 fÑ óçì ~êÉ ëíêìÖÖäáåÖ íç ã~å~ÖÉ óçìê íáãÉ 
 äáâÉ f ~ãI íÜÉ âÉó äÉëëçå áë íç éÉêáçÇáÅ~ääó 
 í~âÉ ëçãÉ íáãÉ çìí íç êÉÑäÉÅí çå Üçï ÄÉëí íç 
 ~ééäó çåÉ çÑ óçìê ãçëí éêÉÅáçìë êÉëçìêÅÉë Ó 
 óçìê íáãÉK 

 Site Seeing
 a collection of

 useful Web sites

 Active Living at Work
 www.activelivingatwork.com

 Desk jockeys take note.  This Health Canada sponsored 
 site will help you rejuvenate your workplace by 
 promoting physical activity and healthy lifestyles.  It 
 includes business cases, step-by-step strategies, trend-
 spotting, research and physical activity guides (one is 
 geared towards older adults).

 Canadian Health Network
 www.canadian-health-network.ca

 This clearinghouse of health information, also 
 sponsored by Health Canada, will help you become a 
 more sophisticated consumer of health-related 
 information.  You will also find plenty of resources, 
 answers to common questions, articles, news and tips.

 Work-Life Balance in Canadian Workplaces
 labour-travail.hrdc-drhc.gc.ca/worklife

 This Human Resources Development Canada site 
 specializes in helping you balance work and personal 
 responsibilities.  Here is where you’ll find management 
 guidance, tools, case studies, research and a list of 
 readings. One highlight is the site’s compendium of 
 workplace programs, policies and practices.  

 Job Quality
 www.jobquality.ca

 This site features a path-breaking set of employment 
 quality indicators, covering such topics as job design, 
 work environment and social relations.  An employers’ 
 toolkit also provides practical advice on how to improve.

 Building A Healthy Workplace
 leadership.gc.ca

 Part of The Leadership Network’s site is devoted to 
 well-being, including a library of noteworthy 
 government document and a set of assessment and 
 implementation tools.   It is particularly good at clarifying  
 the role played by diversity, ethics and values.
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 Office Space Office Space

 Alternative Officing Alternative Officing

 On-site Strategies On-site Strategies  Off-site Strategies Off-site Strategies

 On-site officing strategies  reconfigure the spaces within the  On-site officing strategies  reconfigure the spaces within the 
 organization’s workplace. Alterations involve rearranging  organization’s workplace. Alterations involve rearranging 
 office spacing to incorporate occasional users, group  office spacing to incorporate occasional users, group 
 activities and team environments. activities and team environments.

 In off-site strategies, employees may  In off-site strategies, employees may 
 spend all or part of their work outside  spend all or part of their work outside 
 the workplace and the existing workplace  the workplace and the existing workplace 
 is configured with this in mind. is configured with this in mind.

 Activity Settings Activity Settings
 These are settings that cater to  These are settings that cater to 
 the needs of group interaction.  the needs of group interaction. 
 This can include meeting spaces  This can include meeting spaces 
 and interconnected  work- and interconnected  work-
 stations. It can also include   stations. It can also include  
 lounge space where people can  lounge space where people can 
 exchange ideas or a person can  exchange ideas or a person can 
 work in a more relaxed setting. work in a more relaxed setting.

 Free Free
 Address Address

 The free address is a cluster of  The free address is a cluster of 
 workstations available to  workstations available to 
 individuals as needed. People  individuals as needed. People 
 may circulate in and out of the  may circulate in and out of the 
 space, but no scheduling is  space, but no scheduling is 
 required for a workstation. required for a workstation.

 Hoteling Hoteling
 Hoteling is similar to the free  Hoteling is similar to the free 
 address strategy, except that the  address strategy, except that the 
 space must be ‘booked’ and is  space must be ‘booked’ and is 
 available for a set maximum  available for a set maximum 
 period of time. period of time.

 Project Team  Project Team 
 Environments Environments

 These spaces are tailored to a  These spaces are tailored to a 
 group collaborating on the same  group collaborating on the same 
 project. The size of the space is  project. The size of the space is 
 adjustable to accommodate  adjustable to accommodate 
 changes in the number of people  changes in the number of people 
 working together as the project  working together as the project 
 evolves. evolves.

 Shared Space Shared Space
 This office setting assigns more  This office setting assigns more 
 than one individual to a single  than one individual to a single 
 workspace to make the most of  workspace to make the most of 
 low-use spaces. This is often  low-use spaces. This is often 
 applied with flexible work  applied with flexible work 
 strategies such as time-sharing,  strategies such as time-sharing, 
 compressed workweek, and  compressed workweek, and 
 telecommuting. telecommuting.

 Group Address Group Address
 This is an area specifically This is an area specifically
 assigned to a group that is  assigned to a group that is 
 working together for a particular  working together for a particular 
 period of time. period of time.

 Telework or  Telework or 
 Satellite Centres Satellite Centres

 Satellite centres are off-site locations  Satellite centres are off-site locations 
 for several telecommuters in one place.  for several telecommuters in one place. 
 These centres can support individuals  These centres can support individuals 
 from the same or different  from the same or different 
 organizations.  In large cities, these  organizations.  In large cities, these 
 centres save suburbanites commuting  centres save suburbanites commuting 
 time while providing office facilities. time while providing office facilities.

 Telecommuting Telecommuting
 You can also work from a place that is  You can also work from a place that is 
 physically removed from your  physically removed from your 
 organization, such as a home office.  organization, such as a home office. 
 Enabling technologies such as desktop  Enabling technologies such as desktop 
 computers, fax machines and Internet  computers, fax machines and Internet 
 services support telecommuting. services support telecommuting.

 Virtual Officing Virtual Officing
 In essence, virtual officing is the ability  In essence, virtual officing is the ability 
 to work out of a briefcase. Work  to work out of a briefcase. Work 
 activities are supported by the use of  activities are supported by the use of 
 information technologies such as  information technologies such as 
 cellular phones, portable computers,  cellular phones, portable computers, 
 and handheld computing devices.  Have  and handheld computing devices.  Have 
 a seat at your local coffee house, plugin  a seat at your local coffee house, plugin 
 your laptop and get to work. your laptop and get to work.

 You Have
 Options

 We hear much about the changing 
 nature of work — team based, fast paced, 
 results oriented — but hear relatively little 
 about  officing strategies to match.  
 Organizations are also giving people 
 greater freedom and control over when, 
 where, and how they conduct their work.  
 The one-size-fits-all, 9-to-5 cubical 
 commute seems less relevant by the day.

 Alternatives exist.  These officing 
 strategies not only save organizations 
 money by making optimal use of space, 
 they improve effectiveness by 
 accommodating a wider array of work 
 styles.  Most importantly, these strategies 
 provide each of us with the flexibility 
 needed to better balance our work and 
 personal lives.
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 The Physical Work Environment

 The physical work environment influences the way we 
 work, whether we realize it or not.  If you want to be at the 
 top of your game, there are a few things you should know 
 about your surroundings.

 f
 ÛÇ äáâÉ óçì íç í~âÉ ~ ãçãÉåí ~åÇ íÜáåâ 
 ~Äçìí íÜÉ ä~ëí íáãÉ óçì ~ííêáÄìíÉÇ ~ 
 é~êíáÅìä~êäó éêçÇìÅíáîÉ Ç~ó íç óçìê éÜóëáÅ~ä 
 ïçêâ ÉåîáêçåãÉåíK  kçïI íÜáåâ ~Äçìí íÜÉ 

 ä~ëí íáãÉ óçì ~ííêáÄìíÉÇ ~ é~êíáÅìä~êäó 
 ìåéêçÇìÅíáîÉ  Ç~ó íç óçìê éÜóëáÅ~ä ïçêâ 
 ÉåîáêçåãÉåíK

 ̂ êÉ óçì ÑáåÇáåÖ áí É~ëáÉê íç ~ííêáÄìíÉ Ä~Ç 
 Ç~óë íç óçìê éÜóëáÅ~ä ëìêêçìåÇáåÖë íÜ~å ÖççÇ 
 Ç~óë\ fÑ ëçI óçìÛêÉ åçí ~äçåÉK ^ NVUV ëíìÇó çå 
 íÜÉ áåÑäìÉåÅÉ çÑ íÜÉ éÜóëáÅ~ä ÉåîáêçåãÉåí çå 
 ã~å~ÖÉêë ÑçìåÇ íÜ~í ïÜÉåÉîÉê ~ åçáëÉ 
 Çáëíê~Åíáçå ï~ë áåíêçÇìÅÉÇ áí ï~ë ê~íÉÇ ~ë ~ 
 ëÉêáçìë áãéÉÇáãÉåí íç íÜÉáê éêçÇìÅíáîáíóK vÉíI 
 ã~å~ÖÉêë ÇáÇ åçí êÉéçêí íÜÉ  ~ÄëÉåÅÉ  çÑ åçáëÉ ~ë 
 ~å áãéçêí~åí ÄÉåÉÑáí çÑ íÜÉáê ïçêâëé~ÅÉK

 qÜáë ëÜçìäÇåÛí ÅçãÉ ~ë ~ ëìêéêáëÉ íç ãçëíI 
 ëáåÅÉ áí áë ìåìëì~ä íç ÅêÉÇáí íÜÉ ~ÄëÉåÅÉ çÑ 
 ëçãÉíÜáåÖ ~ë ~ êÉ~ëçå Ñçê éêçÇìÅíáîáíó áå íÜÉ 
 ïçêâéä~ÅÉK  qÜáë ïçìäÇ ÄÉ ëáãáä~ê íç 
 ~ÅâåçïäÉÇÖáåÖ íÜÉ ä~Åâ çÑ ~ éçïÉê çìí~ÖÉ Ñçê

 íÜÉ ~ãçìåí çÑ ïçêâ óçì ïÉêÉ ~ÄäÉ íç ìåÇÉêí~âÉ 
 çå ~ ÖáîÉå Ç~óK

 ̂ êçåçÑÑ ~åÇ h~éä~å ëìãã~êáòÉ íÜáë áå íÜÉ 
 ÑçääçïáåÖ ï~óW mÉçéäÉ íÉåÇ íç ÑçêÖÉí íÜÉ 
 éÜóëáÅ~ä ïçêâéä~ÅÉ ïÜÉå áí áë åçí ~ éêçÄäÉãI Äìí 
 Åçãéä~áå îçÅáÑÉêçìëäó ïÜÉå áí áë ~å áêêáí~åíK 
 ̀ çåëÉèìÉåíäóI íÜÉ éÜóëáÅ~ä ïçêâ ëÉííáåÖI ïÜÉå áí 
 áë êÉéçêíÉÇ ~í ~ääI íÉåÇë íç ÄÉ ê~íÉÇ åÉÖ~íáîÉäóKÒ

 qÜáë ÜÉäéë Éñéä~áå ïÜó çêÖ~åáò~íáçå~ä 
 ëíìÇáÉë áå ÖÉåÉê~ä Ü~îÉ ìåÇÉêJÉãéÜ~ëáòÉÇ íÜÉ 
 éÜóëáÅ~ä ÉåîáêçåãÉåíK få íÜáë ÅçåíÉñíI 
 êÉëÉ~êÅÜÉêë ã~ó ÄÉ ÉñéÉêáÉåÅáåÖ ïÜ~í Ü~ë ÄÉÉå 
 ÇÉëÅêáÄÉÇ ~ë ~å ~ííêáÄìíáçå Éêêçê Ô 
 ìåÇÉêÉëíáã~íáåÖ íÜÉ êçäÉ çÑ íÜÉ ëáíì~íáçåI çê 
 éÜóëáÅ~ä ïçêâáåÖ ÉåîáêçåãÉåíI ~åÇ 
 çîÉêÉëíáã~íáåÖ íÜÉ êçäÉ çÑ éÉçéäÉÛë éÉêëçå~äáíáÉë 
 áå áåÑäìÉåÅáåÖ ÄÉÜ~îáçìêK

 qÜÉ é~ê~ääÉä íÉåÇÉåÅó Ñçê ïçêâÉêë íç ê~íÉ 
 íÜÉ éÜóëáÅ~ä ÉåîáêçåãÉåí ~ë êÉä~íáîÉäó 
 ìåáãéçêí~åíÒ íç íÜÉáê àçÄ ë~íáëÑ~Åíáçå ã~ó ~äëç 
 êÉÑäÉÅí ~å ÉãéäçóÉÉÛë ~ííêáÄìíáçå Éêêçê çå íÜÉáê

 Getting Physical
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 é~êíI ê~íÜÉê íÜ~å íÜÉ êÉ~ä ÅçåíêáÄìíáçå íÜÉ 
 éÜóëáÅ~ä ÉåîáêçåãÉåí ã~âÉëK

 iÉíÛë Ñ~ÅÉ áíK fÑ íÜÉ éÜóëáÅ~ä ÉåîáêçåãÉåí 
 ï~ë áêêÉäÉî~åí áå Üçï ïÉ ÑÉäí ~Äçìí íÜÉ ~ÅíáîáíáÉë 
 ïÉ ìåÇÉêíççâ ïÉ ïçìäÇ Ü~îÉ åç áåíÉêÉëí áå Üçï 
 çìê ëìêêçìåÇáåÖë ïÉêÉ ~êê~åÖÉÇK vÉíI ãçëí çÑ ìë 
 ÑáåÇ áí áãéçêí~åí íç áåíêçÇìÅÉ ÉäÉãÉåíë çÑ 
 çìêëÉäîÉë íç íÜÉ ïçêâëé~ÅÉ ïÜÉêÉ ïÉ ëéÉåÇ íÜÉ 
 ÄÉííÉê é~êí çÑ íÜÉ Ç~óK

 tÉ ëÉí ìé éáÅíìêÉ Ñê~ãÉë ïáíÜ éÜçíçÖê~éÜë 
 çÑ Ñ~ãáäóI ÑêáÉåÇë ~åÇ éÉíë EëçãÉ ÉîÉå Ü~îÉ 
 éÜçíçÖê~éÜë çÑ Äç~íëI Å~êë ~åÇ ãçíçêÅóÅäÉë KKK 
 êÉëÉ~êÅÜ áë ëíáää íêóáåÖ íç ÑáÖìêÉ íÜ~í çìíFK tÉ 
 ~êê~åÖÉ ~ ëéê~ó çÑ ÇêáÉÇ ÑäçïÉêëI çê Ü~åÖ ~ 
 ãÉãÉåíç çÑ ~ î~Å~íáçå Ñêçã íÜÉ é~ëí Ñçê çíÜÉêë 
 íç ëÉÉ

 fí áë åç ~ÅÅáÇÉåí íÜ~í ïÜÉå éêÉëáÇÉåíë ~åÇ 
 éêáãÉ ãáåáëíÉêë ~ÇÇêÉëë íÜÉ éìÄäáÅ Ñêçã íÜÉáê 
 çÑÑáÅÉ óçì ëÉÉ éÜçíçë çÑ Ñ~ãáäó çå íÜÉ ÅêÉÇÉåò~ 
 ÄÉÜáåÇ íÜÉãK qÜáë áë ~ ëí~íÉãÉåí ~Äçìí ïÜç íÜÉó 
 ~êÉI ïÜ~í íÜÉáê î~äìÉë ~êÉ ~åÇ ïÜ~í ÇÉÑáåÉë íÜÉãK 
 fí áë ~ ëáäÉåíI óÉí éìÄäáÅ ÇÉÅä~ê~íáçå çÑ íÜÉ 
 áåÇáîáÇì~äK

 qÜáë áë çåäó ~ãéäáÑáÉÇ áå çìê çïå éêáî~íÉ 
 ëé~ÅÉëK lìê ÜçãÉë ÄÉÅçãÉ ~ ãìê~ä áääìëíê~íáåÖ 
 ïÜç ïÉ ~êÉ ~åÇ ïÜ~í ïÉ ÄÉäáÉîÉ áåK lâ~óI 
 ã~óÄÉ åçí çå p~íìêÇ~ó ãçêåáåÖ ïÜÉå íÜÉ éáäÉ çÑ 
 Çáêíó ä~ìåÇêó áë êáî~äáåÖ íÜÉ ÉäÉî~íáçå çÑ íÜÉ `k 
 qçïÉêK eçïÉîÉêI ïÜÉå ïÉ ÖÉí çìê éä~ÅÉ 
 éêÉëÉåí~ÄäÉÒ Ñçê Åçãé~åóI ïÉ Ü~îÉ çìê ÜçãÉë 
 ~êê~åÖÉÇ áå ~ ã~ååÉê íÜ~í ïÉ íÜáåâ ÇÉÑáåÉë ìëKÒ

 pç ïÜ~í ÇçÉë íÜáë ãÉ~å Ñçê çìê ïçêâ\ 
 tÜÉå ïÉ ~êÉ ìå~ÄäÉ íç ÇÉÑáåÉ çìêëÉäîÉë Äó 
 ÉåÜ~åÅáåÖ íÜÉ ëìêêçìåÇáåÖë ïÉ ïçêâ áåI ïÉ 
 ëìêêÉåÇÉê ~å ÉäÉãÉåí çÑ éÉêëçå~ä ÅçåíêçäK 
 håçïáåÖäó çê ìåÅçåëÅáçìëäóI ïÉ Ü~îÉ äçëí ~ Äáí 
 çÑ çìê ~Äáäáíó íç ÇÉÑáåÉ çìêëÉäîÉë ~ãçåÖ çíÜÉêë 
 ~êçìåÇ ìëK

 ̀ çåëáÇÉêáåÖ íÜ~í ïÉ ~ää äáîÉ áå ÇáÑÑÉêÉåí 
 ÜçãÉëI ÇêáîÉ ~ ÇáòòóáåÖ ~êê~ó çÑ îÉÜáÅäÉë íç 
 ïçêâI ÇêÉëë áå ~ ã~ååÉê íÜ~í ëéÉ~âë íç çìê 
 áåÇáîáÇì~äáíó KKK ïÜ~í ã~âÉë ~åóçåÉ íÜáåâ íÜ~í 
 ïÉ ~ää ï~åí íç êÉëáÇÉ áå ~å U Ñççí Äó U Ñççí 
 ÅìÄáÅäÉ íÜ~í äççâë àìëí äáâÉ íÜÉ çíÜÉê OR çå íÜÉ 
 ë~ãÉ Ñäççê\

 içëë  çÑ  Åçåíêç ä  á ë  ~  ë í êÉëëçê  áå  íÜÉ

 Case in Point Case in Point  Government Officing: Government Officing:

 The Art of the Possible The Art of the Possible
 N

 ever before has there been 
 so much choice in office 
 designs.  Open officing 
 facilitates both team and 

 solitary work, striking a balance 
 between privacy and accessibility.  
 Activity spaces offer a more 
 comfortable and a less sterile work 
 venue that can boost creativity, or the 
 odd spell of relaxation.  Some new 
 workstations make better use of 
 vertical space, keeping things within 
 arms reach.  And this is just to name a 
 few approaches; the possibilities are 
 almost endless.

 When talking to public managers

 about these modern alternatives, some 
 important questions are frequently 
 raised.  These new designs are 
 interesting but can they be 
 implemented in the government 
 workplace?  Renovating offices can be 
 disruptive, so what’s the pay-off and is 
 it worth it?  I’ve worked in a walled 
 office or a cubicle for my entire career, 
 why should I switch now?  

 Moreover, many managers are 
 under the impression that regulations 
 — the space allocation regime known 
 as the “universal footprint” — prevent 
 officing innovation.  This is simply not 
 true.  Public managers have plenty of
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 ïçêâéä~ÅÉK tÜáäÉ ïÉ ïçìäÇ åçí Å~ää íÜÉ áå~Äáäáíó 
 íç ÇÉÅçê~íÉ ~ ëãçâáåÖ ÖìåÒ Ñçê ïçêâéä~ÅÉ 
 ëíêÉëëI ïÉ Å~å ëìÖÖÉëí íÜ~í ä~Åâ çÑ ~ìíçåçãó áå 
 ~å áåÇáîáÇì~äÛë ïçêâ Å~å ÄÉ é~êíá~ääó 
 ÅçãéÉåë~íÉÇ Ñçê Äó ~ääçïáåÖ Ñçê éÉêëçå~ä 
 ÉñéêÉëëáçå áå íÜÉáê ïçêâëé~ÅÉK

 båÅçìê~ÖáåÖ áåÇáîáÇì~ä ÉñéêÉëëáçå çÑ çåÉÛë 
 ïçêâéä~ÅÉ Å~å éçëáíáîÉäó áãé~Åí ÄÉÜ~îáçìê~ä 
 çìíÅçãÉëK lÑ ÅçìêëÉI íÜÉêÉ ~êÉ äáãáíë íç íÜ~í 
 ÉñéêÉëëáçåK kçÄçÇó ï~åíë íç ëÉÉ íÜÉ 
 áåíêçÇìÅíáçå çÑ äáÑÉJëáòÉ áääìëíê~íáçåë çÑ ãçÇÉäë áå 
 Ä~íÜáåÖ ëìáíë áå ~åóçåÉÛë çÑÑáÅÉ KKK êÉ~ääóK

 ̂ åçíÜÉê ï~ó çÑ áåÅêÉ~ëáåÖ éÉêëçå~ä Åçåíêçä 
 çÑ ~å áåÇáîáÇì~äÛë ïçêâëé~ÅÉ áë Äó áåíêçÇìÅáåÖ 
 íÉäÉïçêâ áåáíá~íáîÉëI ~ääçïáåÖ ÉãéäçóÉÉë íç ïçêâ 
 Ñêçã ÜçãÉ ëÉîÉê~ä Ç~óë ~ ïÉÉâK `äÉ~êäóI çåÉ çÑ 
 íÜÉ éçëáíáîÉ ÑÉ~íìêÉë çÑ íÉäÉïçêâ áë íÜ~í áí ~ääçïë 
 áåÇáîáÇì~äë íç ïçêâ áå ~å ÉåîáêçåãÉåí ïÜÉêÉ 
 íÜÉó Ü~îÉ ~ ÜáÖÜ ÇÉÖêÉÉ çÑ ÇáëÅêÉíáçå áå Üçï áí áë 
 ~êê~åÖÉÇK

 tÜáäÉ ïÉ ìåÇÉêëí~åÇ íÜ~í íÜÉêÉ áë ~ 
 åÉÖ~íáîÉ áãé~Åí Ñêçã íÜÉ éêÉëÉåÅÉ çÑ ïçêâéä~ÅÉ 
 ëíêÉëëI áí ã~ó ÄÉ ïçêíÜïÜáäÉ íç êÉãÉãÄÉê íÜÉ

 ÉñíÉåí çÑ íÜ~í åÉÖ~íáîÉ áãé~Åí çå ~å áåÇáîáÇì~äI 
 íÜÉ çêÖ~åáò~íáçå ~åÇ ÉîÉå çå íÜÉ ÅçããìåáíóW

 √  píêÉëë Ü~ë ÄÉÉå ~ëëçÅá~íÉÇ ïáíÜ ~ 
 ãìäíáíìÇÉ çÑ åÉÖ~íáîÉ ÜÉ~äíÜ ÉÑÑÉÅíëI 
 Ñêçã ãìëÅìäçëâÉäÉí~ä áääåÉëë íç 
 Å~êÇáçî~ëÅìä~ê ÇáëÉ~ëÉX

 √  ̂  ÅçéáåÖ ãÉÅÜ~åáëã çÑíÉå ~ëëçÅá~íÉÇ 
 ïáíÜ ëíêÉëë áë íÜÉ ÇÉîÉäçéãÉåí çÑ éççê 
 ÜÉ~äíÜ Ü~ÄáíëK pãçâáåÖI ëìÄëí~åÅÉ 
 ~ÄìëÉI éççê ÇáÉí ~åÇ çîÉêJÉ~íáåÖ ~êÉ 
 ï~óë íÜ~í áåÇáîáÇì~äë ïáää íêó íç ÅçéÉX

 √  pçÅá~ä ÅçåÑäáÅíI ~ÄëÉåíÉÉáëãI äçïÉê 
 éÉêÑçêã~åÅÉI ~åÇ ÜáÖÜÉê äÉîÉäë çÑ 
 Äìêåçìí ~êÉ çêÖ~åáò~íáçå~ä ~ííêáÄìíÉë 
 ~ëëçÅá~íÉÇ ïáíÜ íÜÉ éêÉëÉåÅÉ çÑ ÜáÖÜ 
 äÉîÉäë çÑ ïçêâéä~ÅÉ ëíêÉëëX ~åÇ

 √  bãéäçóÉÉë Ñ~ÅÉÇ ïáíÜ ÜáÖÜ äÉîÉäë çÑ 
 ëíêÉëë ã~ó ÉñÜáÄáí ëáÖåë çÑ ÜÉäéäÉëëåÉëë 
 ~åÇ ~êÉ äÉëë äáâÉäó íç ÄÉ áåîçäîÉÇ ïáíÜ 
 Åçããìåáíó ~åÇ éçäáíáÅ~ä ~ÅíáîáíáÉëI 
 ÉäÉÅíáåÖ íç é~êí~âÉ áå ãçêÉ é~ëëáîÉ 
 äÉáëìêÉ ~ÅíáîáíáÉë EáKÉKI íÉäÉîáëáçå 
 ï~íÅÜáåÖF ïÜÉå ÖáîÉå íÜÉ ÅÜçáÅÉK

 room to innovate and experiment. 
 If you want a glimpse at the future 

 of officing, Public Works and 
 Government Services Canada 
 (PWGSC) will show you in their 
 bureau of Accommodation Planning 
 and Interior Design (APID).  This 
 group offers design and design 
 management services in the area of 
 office accommodation management 
 services that can help your 
 organization make the change.  
 Interestingly, the group’s own office 
 space serves as a laboratory of sorts 
 where some leading-edge designs are 
 piloted.

 When visiting, you’ll find open 
 office constellations tailored to the 
 needs and preferences of the group.  
 Private rooms provide some solitude 
 when high levels of privacy are in 
 order.  Several activity (or “support”) 
 spaces were added for  meetings ,

 breaks or reading.  A kitchen area 
 doubles as a library and has become a 
 key forum where group members 
 exchange ideas.  Wasted space is 
 minimized and the aesthetic appeal is 
 maximized.

 The real key to transforming your 
 office space in this way is to redesign 
 work processes in tandem.  As 
 Veronica Sylvester of PWGSC notes, a 
 “change in officing is not just cosmetic, 
 but is a change in the way you work.”  
 Thus, although there may be some 
 disruption to existing work routines, it 
 is usually a disruption for the better.

 Contrary to what you might think, 
 the Treasury Board Secretariat’s space 
 allocation framework — the amount of 
 space each type of public servant 
 should ideally have — dovetails nicely 
 with this type of design.  In the past, the 
 guidelines stipulated that the more 
 senior you are the more space you get.

 Today, the guidelines allocate space 
 based on a person or group’s 
 functional requirements.  This is also 
 the essential goal of modern officing.

 The people at APID can also 
 speak from experience about the 
 benefits of these alternatives.  There is, 
 of course, improved productivity, 
 greater aesthetic appeal, and more 
 efficient use of space.  

 Just as importantly, modern 
 officing is a particularly important part 
 of the government’s recruitment and 
 retention campaign.  Young talented 
 workers feel more comfortable 
 working within the new offices.  Many 
 will forego short-term gains in salary 
 for the long-term well-being that 
 comes from a pleasant and functional 
 work environment.  According to 
 Sylvester, “It does make a difference 
 and we’re a living example.”  Even the 
 few employees who have left for the

 A Fine Balance      34 A Fine Balance      34



 tÜáäÉ ïÉ Ü~îÉ çåäó ÇÉ~äí ïáíÜ íÜÉ ~ÉëíÜÉíáÅ 
 éÜóëáÅ~ä ÉäÉãÉåíë áå íÜÉ ïçêâéä~ÅÉI íÜÉêÉ áë 
 Åçãé~ê~íáîÉäó ãçêÉ êÉëÉ~êÅÜ çå íÜÉ 
 ÉåîáêçåãÉåí~ä Åçåíêçäë áå íÜÉ ïçêâéä~ÅÉK 
 s~êá~ÄäÉë ëìÅÜ ~ë êççã íÉãéÉê~íìêÉI äáÖÜíáåÖI 
 åçáëÉ ~åÇ çÅÅìé~åí ÇÉåëáíó Å~å ~äëç ~ÑÑÉÅí ~å 
 áåÇáîáÇì~äÛë äÉîÉä çÑ éÉêëçå~ä Åçåíêçä ~åÇ ëÉåëÉ çÑ 
 ïÉääJÄÉáåÖK

 cçê Éñ~ãéäÉI çåÉ ëíìÇó äççâÉÇ ~í íÜÉ ÉÑÑÉÅí 
 íÜ~í íÜÉ áåíêçÇìÅíáçå çÑ íÜÉêãçëí~íë ~ÅÅÉëëáÄäÉ íç 
 ÉãéäçóÉÉë áå íÜÉáê çÑÑáÅÉë Ü~Ç çå éÉêëçå~ä 
 ÅçãÑçêíK ^äíÜçìÖÜ íÜÉ íÜÉêãçëí~íë ïÉêÉ åçí 
 ÅçååÉÅíÉÇ íç ~åóíÜáåÖI é~êíáÅáé~åíë ÄÉäáÉîÉÇ íÜÉó 
 Ü~Ç ãçêÉ Åçåíêçä çÑ íÜÉáê êççã íÉãéÉê~íìêÉ ~åÇ 
 ~ë ~ êÉëìäí ÄÉäáÉîÉÇ íÜ~í íÜÉáê ÉåîáêçåãÉåí ï~ë 
 ãçêÉ ÅçãÑçêí~ÄäÉK

 s~êá~ÄäÉë íÜ~í Ü~îÉ ÄÉÉå ÑçìåÇ íç ÄÉ 
 ~ëëçÅá~íÉÇ ïáíÜ åÉÖ~íáîÉ çìíÅçãÉë ~êÉW

 √  eáÖÜ çÅÅìé~íáçå ÇÉåëáíó áå íÜÉ 
 ïçêâéä~ÅÉX

 √  qÜÉ ~ÄëÉåÅÉ çÑ éêáî~ÅóX
 √  mççê ~áê èì~äáíóX

 private sector have later admitted that 
 they regret their decision.

 If you’re worried about the cost of 
 the new approaches, you needn’t be.  
 The change process doesn’t necessary 
 have to cost very much. Most 
 innovative office components do not 
 cost much more. In some cases, APID 
 has simply refurbished, repurposed, or 
 rearranged existing furniture and 
 fixtures.  A bit of experimentation with 
 inexpensive materials, such as lighting 
 and wall surfaces, has also served the 
 group well.

 When the group helps other 
 government organizations with their 
 officing, the key challenge is usually 
 integrating new office designs with the 
 connectivity infrastructure; that is, the 
 telecommunications and computing 
 “plumbing” within your office.  Some 
 buildings have less than ideal 
 infrastructures, while others rely on 
 difficult to change legacy systems.

 This challenge shouldn’t stop you from 
 changing your office environment 
 since this infrastructure will ultimately 
 have to be modernized anyways.  
 Nonetheless, it is a complicating factor.

 Another challenge is reluctance 
 on the part of those who worry that 
 new office designs will lead to more 
 distractions.  Also, creating 
 unstructured activity space, such as 
 lounge space, implies that staff are 
 given greater responsibility to manage 
 their own time.  Some people find this 
 threatening.

 There is no question that open 
 and interconnected workspaces call 
 for a new office etiquette.  This does 
 not mean modern officing is more 
 conducive to distraction.  To the 
 contrary, studies show that in office 
 environments that are more open, 
 people are more conscious of their 
 neighbours and are more courteous as 
 a result.  Contrast this with cubicle

 spaces where people are presented 
 with the illusion of separate space and 
 feel less obligated to keep noise levels 
 down.

 There is also a misconception 
 about the nature of privacy in modern 
 office environments.  As Sylvester 
 notes, “privacy means different things 
 to different people” and these 
 differences can be accommodated.  
 Special quiet rooms can be set aside 
 for private business. The configuration 
 of work stations can create high levels 
 of privacy even where no walls exist.  
 Moreover, modern officing doesn’t 
 necessarily mean you can’t have a 
 private office. 

 The big office may no longer be 
 the status symbol it once was.  Today’s 
 managers are focusing on how to 
 create an office environment that 
 encourages teamwork, creativity and 
 productivity. Just ask Veronica 
 Sylvester! 

 √  bñÅÉëëáîÉäó äçìÇ åçáëÉ çê ìåÉñéÉÅíÉÇ 
 Äìêëíë çÑ ëçìåÇX ~åÇ

 √  råÅçãÑçêí~Ääó ÜáÖÜ çê äçï 
 íÉãéÉê~íìêÉë E~äíÜçìÖÜ áí áë áåíÉêÉëíáåÖ 
 íç åçíÉ íÜ~í ïÉ ïáää ïáíÜëí~åÇ äçïÉê 
 íÉãéÉê~íìêÉë ÄÉííÉê íÜ~å ÜáÖÜ 
 íÉãéÉê~íìêÉëFK

 qÜÉ çééçëáíÉ ÅçåÇáíáçåë Ü~îÉ ÄÉÉå ÑçìåÇ 
 íç äÉ~Ç íç éçëáíáîÉ çìíÅçãÉëW

 √  içï äÉîÉäë çÑ ÅêçïÇáåÖX
 √  sáëì~ä ~åÇ ~ÅÅçìëíáÅ éêáî~ÅóX
 √  qÜÉ éêÉëÉåÅÉ çÑ éäÉ~ëáåÖ Ñê~Öê~åÅÉëK 

 qÜáë ÇçÉë åçí ãÉ~å éìãéáåÖ áå ~ 
 ÅçÅâí~áä çÑ çÇçêJã~ëâáåÖ ÅÜÉãáÅ~äëK 
 pçãÉ çêÖ~åáò~íáçåë Ü~îÉ íÜÉáê çåJëáíÉ 
 ÇáåáåÖ Ñ~ÅáäáíáÉë Ä~âÉ ÄêÉ~Ç áå íÜÉ 
 ãçêåáåÖI ïÜáÅÜ åçí çåäó ÅêÉ~íÉë ~ 
 ëí~ãéÉÇÉ ~í íÜÉ Ñáêëí ÅçÑÑÉÉ ÄêÉ~âI Äìí 
 ÇáëíêáÄìíÉë çåÉ çÑ íÜÉ ãçëí éäÉ~ëáåÖ ~åÇ 
 Ü~êãäÉëë ~êçã~ë íÜêçìÖÜçìí íÜÉ 
 Ñ~ÅáäáíóX

 √  êÉä~ñáåÖ ëçìåÇëI ëìÅÜ ~ë ~ ëíêÉ~ã çê
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 ~ Ñçìåí~áåX
 √  ãçÇÉê~íÉ íÉãéÉê~íìêÉë 

 ~ÇàìëíÉÇ Ñçê ÇáÑÑÉêÉåí 
 ëÉ~ëçåëX ~åÇ

 √  ï~êã ïÜáíÉ ÑäìçêÉëÅÉåí 
 äáÖÜíáåÖ ê~íÜÉê íÜ~å Åççä 
 ïÜáíÉK

 båîáêçåãÉåí~ä éëóÅÜçäçÖáëí 
 oçÄÉêí _~êçå ÑçìåÇ áå ~ êÉîáÉï 
 çÑ êÉëÉ~êÅÜ çå íÜÉ éÜóëáÅ~ä 
 ÉåîáêçåãÉåí íÜ~í áåÇáîáÇì~äë ïÜç 
 ÉñéÉêáÉåÅÉÇ ãçêÉ éçëáíáîÉ 
 éÜóëáÅ~ä ÅçåÇáíáçåë ïÉêÉ ãçêÉ 
 äáâÉäó íçW

 √  ëÉí ÜáÖÜÉê éÉêëçå~ä Öç~äë 
 ~åÇ Ü~îÉ ÖêÉ~íÉê 
 ãçíáî~íáçåX

 √  ÄÉ ãçêÉ Åçää~Äçê~íáîÉ 
 ~åÇ ÇÉãçåëíê~íÉ 
 äÉ~ÇÉêëÜáé èì~äáíáÉëX

 √  Éî~äì~íÉ ÅçääÉ~ÖìÉë ~í ~ 
 ÜáÖÜÉê äÉîÉäX

 √  ÖÉåÉê~íÉ ÖêÉ~íÉê 
 ÅêÉ~íáîáíó áå éêçÄäÉã 
 ëçäîáåÖX

 √  ~ÅÅÉéí ÖêÉ~íÉê äÉîÉäë çÑ 
 êáëâX ~åÇ

 √  êÉëçäîÉ áåíÉêéÉêëçå~ä 
 ÅçåÑäáÅí íÜêçìÖÜ ãçêÉ 
 éçëáíáîÉ ãÉíÜçÇë ëìÅÜ ~ë 
 ÅççéÉê~íáçå ~åÇ 
 Åçää~Äçê~íáçå ê~íÜÉê 
 íÜ~å ~îçáÇ~åÅÉ ~åÇ 
 ÅçãéÉíáíáçåK

 pçI ïÜáäÉ áí áë áãéçêí~åí íç 
 ÅçåëáÇÉê Üçï íÉ~ã ãÉãÄÉêë 
 áåíÉê~Åí ïáíÜ É~ÅÜ çíÜÉêI ~åÇ Üçï 
 ã~å~ÖÉêë ëíêìÅíìêÉ íÜÉáê 
 çêÖ~åáò~íáçåI íÜÉ ïáëÉ ã~å~ÖÉê 
 ïáää ~äëç ÅçåëáÇÉê íÜÉ éÜóëáÅ~ä 
 ÉåîáêçåãÉåí áå çêÇÉê íç ÅêÉ~íÉ ~ 
 ïçêâéä~ÅÉ íÜ~í ëìééçêíë éçëáíáîÉ 
 êÉëìäíëK
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 H
 ow high are your 
 armrests? Is your seat 
 pan enabling your 
 knees to bend for the 

 optimum angle? Are you getting 
 enough ventilation through your 
 chair? Who would have thought so 
 much consideration needs to be 
 given to the chair that we sit in?

 Well, in light of the fact that 
 most individuals will spend about 
 one third of their day sitting, 
 leaning over a keyboard, straining 
 to view a flickering CRT monitor, 
 it’s no wonder so many office 
 workers have sore wrists and 
 backs, neck pain and headaches.

 How we physically position 
 ourselves during our workday has 
 a dramatic influence upon how we 
 feel. Posture is an important 
 component of workplace health 
 a n d  c e n t r a l  t o  t h e  s t u d y  o f  

 ergonomics.
 Ergonomics is the “applied 

 science concerned with the human 
 physical characteristics that need 
 to be considered in designing the 
 objects (tools and environments) 
 used by people. The goal of 
 ergonomic design is to achieve a fit 
 between people and objects, such 
 that these objects can be used 
 efficiently and safely. In office 
 seating, the ergonomic goal is to 
 minimize the fatigue and 
 discomfort associated with long 
 periods of sitting.” 

 The tricky part about posture 
 and ergonomics is that the effect of 
 poor design is cumulative. We may 
 not sense discomfort from the way 
 we are positioning ourselves until it 
 is too late. Then we require more 
 aggressive remedies than just 
 c h a n g i n g  t h e  w a y  w e  s i t .

 Physiotherapy and chiropractics, as 
 well as braces and tensors, then 
 become the means to reducing our 
 discomfort.

 The health care cost and lost 
 productivity due to posture-related 
 illness (a.k.a. musculoskeletal 
 injury, for the ergonomically savvy) 
 has steadily increased for the past 
 twenty years. And it’s no 
 coincidence that the increase 
 parallels the advent of computers 
 in our workplace.

 Interestingly enough, many 
 individuals already have the right 
 chair for their work. Organizations 
 have realized the cost-effectiveness 
 of buying the proper chairs for 
 their employees.

 However, because chairs are 
 more complex to adjust than the 
 settings on a VCR, many users do 
 not take the time to ensure their

 Ergonomics Ergonomics

 The shape of your workstation 
 and office furniture  can 
 shape you .  Some minor 
 tweaking of your workspace 
 can help you  ward off the 
 aches and pains .

 Please Be

 Seated  ...
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 seat is properly positioned.
 Business furnishing manu-

 facturers are also supplying new 
 users with interactive software and 
 videos in the hopes of better 
 acquainting customers with all the 
 adjustment features of their chair. 
 But it still remains up to the user to 
 make the proper adjustments.

 Of equal importance is the 
 need for users to realize that they 
 should vary the position of their 
 chair throughout the day. No single 
 setting is optimum for extended 
 periods. Fine tuning, or making 
 regular adjustments to your chair 

 for different tasks to maintain 
 variety in your posture, is a key 
 component to reducing strain. 

 As a result of improper use of 
 chairs and failure to adjust the 
 settings, many users are no better 
 off than if they were to use a dance 
 hall stacking chair for their task 
 chair. In an attempt to change this, 
 we provide the following 
 ergonomics guide.

 This guide has been created to 
 assist you in understanding what 
 an appropriate setting should be 
 for your chair. You will discover 
 how the intricacies of your office

 chair impact  on your body.  You 
 will also learn something about 
 your chair’s optimal settings.

 Since manufacturers have 
 varying ways of setting their 
 product ,  the following cannot 
 instruct you on exactly  how  to 
 make the adjustments to your 
 chair. So please refer to your 
 m a n u a l  f o r  p r o p e r  
 a d j u s t m e n t   controls; there are 
 likely controls on your chair that 
 you’re not aware of.

 Whatever you do,  do not
 remain seated for the entire 
 performance.

 ERGONOMIC  COMPONENT  STRESSOR  MINIMIZED  FRIENDLY  ADVICE

 Seat Pan Height Range

 Seat Pan Tilt 

 Back Rest Angle Adjustment

 Lumbar Curve for Lower Back 
 Support

 Seat Cushion Thickness

 Seat Covering

 Seat Pan Shape

 Armrest 

 Sore legs, lower back strain, and
 premature fatigue

 Leg strain, lower back strain, and 
 premature fatigue

 Back muscle strain and lower back 
 fatigue

 Lower and middle back strain, plus 
 back muscle strain

 Soreness of buttocks and premature 
 fatigue

 Soreness of buttocks and premature 
 fatigue

 Premature fatigue and limited fit

 Shoulder, arm, elbow and wrist 
 strain

 The seat height should support a knee angle of 90 degrees.

 Optimal posture is maintained when your legs extend so that the inside 
 of your knee creates an angle of about 135 degrees (about 45 degrees 
 beyond a right angle). Allow your seat to tilt forward about five degrees 
 to comfortably engage in work that requires you to lean forward.

 Adjust your seat pan and back rest so that your feet touch the floor.  A 
 forward angle will help stabilize work that requires you to lean forward.  
 The seat back should be set to minimize interference with elbows.

 You chair should have a hump (no more than 5 cm) at the bottom of 
 the back rest.  This supports the natural curvature of the back and 
 lessens pressure on the spine.

 The seat cushion should be about 2 1/2 cm thick with an appropriate 
 density.

 The fabric should be permeable and not slippery to allow for ventilation 
 and the absorption of perspiration.

 The seat pan should have a waterfall edge that is slightly concave.

 The armwrests should be low enough to fit under your desk.  
 Detachable armrests are preferrable.  You should be able to wrest your 
 elbows on armrests while working.
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 Health Check Up
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 Many of us experience a “sleep deficit;”  we 
 don’t get enough deep sleep at night.  
 Among other things, this reduces our 
 resistance to disease, increases the 
 likelihood of making mistakes, and can make 
 us  irritable.  If you find yourself nodding 
 off or drinking too much coffee, perhaps 
 you could get to bed earlier.   And if you 
 have a couch in your office, catch a brief nap 
 to reinvigorate yourself. 

 Sleep Tight 1

 Besides increasing the risk of heart disease 
 and other ailments, eating too many 
 processed and junk foods throws our 
 hormones out of balance.  This leads to 
 mood swings, depression, fatigue, poor 
 memory and diminished concentration.  
 “Bio-energetic whole foods” are the answer.  
 These natural, unrefined foods are 
 particularly effective at rejuvenating and 
 revitalizing our bodies.  Examples include 
 colourful vegetables, legumes, whole grains,  
 fruit, herbs, berries, and nuts.  Ask the 
 people in your workplace cafeteria to keep 
 these foods on hand and if they can’t, bring 
 your own. 

 Eat Right 2

 g
 In your workspace, is it too hot, too cold, or 
 too noisy?  If so, look into making changes in 
 your work environment.  A fan, portable 
 heater, or music player with head phones can 
 help if you can’t control these things directly.  
 Make sure that your office furniture is 
 adjusted to reduce repetitive strain injuries.  

 Work in Comfort 3

 f
 As the saying goes, an ounce of prevention is 
 worth a ton of cure.  Flu shots are a 
 worthwhile investment.  To avoid colds, 
 regularly wash your hands in warm, soapy 
 water.  Since cold viruses can live on 
 surfaces for several hours, don’t touch items 
 that cold sufferers come in contact with. 

 Illness Prevention 4

 People who build intimate bonds with friends 
 and family are more likely to achieve health 
 and longevity.  If you feel that you’re 
 neglecting your loved ones, remember that 
 an investment in your personal relationships 
 pays dividents in health and happiness.

 Building Bonds 5  1

 A  - a Simple Things
 Health Improvement Tips

 Ten
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 Water helps regulate many of our bodily 
 processes and we usually don’t drink 
 enough.  Ideally, we should be drinking water 
 throughout the day.  Among other things, 
 water helps our body synthesize hormones 
 and neurotransmitters that help us think.  So 
 whenever you hold a meeting, make a point 
 of bringing a pitcher of water and some 
 glasses.

 H 2 O 9

 Over-eating has become a major problem in 
 our society.  Most of us consume about 50 
 percent more than our bodies need.  There is 
 always room for comfort food on those days 
 when you feel a little stressed.  However, 
 there is plenty of room to cut down in 
 general.  And don’t forget, the more physical 
 exercise you get, the more calories you can 
 consume.  Food lovers should hit the gym.

 Many busy people starve themselves during 
 the day and then pig out in the evening.  You 
 should pace yourself, with breakfast, lunch 
 and dinner.  Throw in a mid-morning and 
 mid-afternoon snack.  And try not to eat late 
 in  the evening.  By doing this, your body is able to 
 produce enough growth hormones, which boosts 
 your immune system, decrease body fat, and 
 provide a greater sense of well-being.

 Cutting Calories 10

 _
 So you thought you could be healthy while 
 maintaining bad habits like smoking?  Dream 
 on.  Now is the time to quit.  

 Kick the Habit 8

 ~
 Most Canadians (63 percent) are not active 
 enough to maintain an optimal level of 
 health.  In fact, the desire to exercise more 
 is the number one thing employees cite as a 
 health priority.  This is for good reason.  A 
 commitment to exercise can reduce the risk 
 of stroke, heart disease, diabetes, 
 osteoperosis, obesity and depression.  If 
 you’re sure you can’t spare a large chunk of 
 time for exercise, look for other ways of 
 increasing your physical activity.  Perhaps 
 you could park your car further away from 
 your office and enjoy the walk.  A few 
 minutes of stretching exercises could be 
 added to your routine, perhaps while you’re 
 waiting for your computer to boot up in the 
 morning.

 Work Out 6

 Your state of mind affects the health of your 
 body.  Too much stress can lead to all sorts 
 of unwanted physical side-effects.  Take 
 some time out to relax and meditate.  This 
 will give you better “body awareness” and 
 help you tidy your mind.

 Chill Out 7  x
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 Stress Test Stress Test
 Would you describe yourself  Would you describe yourself 
 as stressed or satisfied while  as stressed or satisfied while 
 at work?  Do you feel that  at work?  Do you feel that 
 you are treated fairly?  What  you are treated fairly?  What 
 about your staff?  How  about your staff?  How 
 confident are you that your  confident are you that your 
 leadership style promotes  leadership style promotes 
 the productivity and well- the productivity and well-
 being of your staff? being of your staff?

 If you’re struggling to answer  If you’re struggling to answer 
 these questions, we have  these questions, we have 
 some simple tools that can  some simple tools that can 
 help you assess the way you  help you assess the way you 
 manage stress and stress  manage stress and stress 
 risks.  These tools draw from  risks.  These tools draw from 
 the renowned work of Martin  the renowned work of Martin 
 Shain of the Centre for  Shain of the Centre for 
 Addiction and  Mental  Addiction and  Mental 
 Health and his Business  Health and his Business 
 Health Culture Index. Health Culture Index.

 Stress & Satisfaction Stress & Satisfaction
 This is a simple, four-question self- This is a simple, four-question self-
 assessment that helps reflect on your own  assessment that helps reflect on your own 
 work life. (Pages 44-45) work life. (Pages 44-45)

 Health & Productivity Health & Productivity
 This is a slightly longer assessment of your  This is a slightly longer assessment of your 
 leadership style.  It will help you reflect on the  leadership style.  It will help you reflect on the 
 health and productivity in your work  health and productivity in your work 
 environment, at least insofar as it is influenced  environment, at least insofar as it is influenced 
 by your management. (Pages 46-47) by your management. (Pages 46-47)

 Feel free to share these tools  Feel free to share these tools 
 with your colleagues and  with your colleagues and 
 staff.  Perhaps you can meet  staff.  Perhaps you can meet 
 as a group and use these  as a group and use these 
 instruments as the starting  instruments as the starting 
 point for a dialogue on  point for a dialogue on 
 workplace stress.  Don’t  workplace stress.  Don’t 
 forget to ask yourself what  forget to ask yourself what 
 you’re going to do about your  you’re going to do about your 
 findings.  Perhaps its time to  findings.  Perhaps its time to 
 think about creating an  think about creating an 
 action plan for stress risk  action plan for stress risk 
 management. management.

 1

 2
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 Measuring Up

 Stress & Satisfaction
 A Self Assessment

 I am satisfied with the amount of 
 involvement I have in decisions 
 that affect my work.

 1  2  3  4  5  6
 I feel I am rewarded  (in terms of 
 praise and recognition) for the 
 level of effort I put out for my job.

 1  2  3  4  5  6
 In the last 6 months, too much 
 time pressure at work has caused 
 me worry, “nerves” or stress.

 1  2  3  4  5  6
 In the last 6 months, I have 
 experienced worry, “nerves” or 
 stress from mental fatigue at work.

 1  2  3  4  5  6

 Not At
 All

 Once
 In A 

 While
 Some-
 times  Often

 Most
 Of The 
 Time  Always

 step 1  Circle the number that best 
 describes how you feel about  
 the following statements.

 step 2  Score yourself.
 If 1, 2 or 3, then 
 enter 0 in the box.
 If 4, 5 or 6, then 
 enter 1 in the box.

 Score

 Add the first 
 and second 
 scores ...

 subtract 
 the third 
 score ...

 subtract 
 the forth 
 score.

 Enter total
 in the 
 bottom box. Total

 step 3

 Tally the scores.
 (Your total 
 should be 
 between -2 and 
 +2.)

 step 4
 If total score 
 is positive ...

 If your score is positive, then you 
 experience more satisfaction than 
 stress at work and, on the whole, 
 you feel you are being treated fairly.  
 If your score is above +1, chances 
 are that you experience superior 
 health and a sense of well-being.

 If total score 
 is negative ... If your score is negative, you 

 experience more stress than 
 satisfaction at work and may feel 
 that you are treated unfairly.  If your 
 score is below -1, you are at risk for 
 a wide variety of health and 
 capacity ailments. 

 Employees who consistently experience 
 high stress and low satisfaction at work 
 suffer the following consequences.

 Health Consequences  Capacity Consequences

 3x    Heart problems
 3x  Back pain
 5x  Certain types of cancer
 2-3x  Injuries
 2-3x  Infections
 2-3x  Conflicts
 2-3x  Mental health problems
 2-3x  Substance abuse 

 Reduced adaptability
 Reduced ability to cope with

 change
 Impaired learning
 Impaired memory
 Increased helplessness
 Increased passivity or

 aggression and conflict 

 C
on

tr
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d

 D
em
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d
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t
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 Measuring Up

 step 5  Fill out this checklist for improvement. 
 Research has established that demand, 
 effort, control and reward determine, in 
 large part, the experience of stress and 
 satisfaction at work

 Control
 Amount of say over how the work is done.

 Generally speaking, I have an adequate amount of 
 control and influence over my work.

 I take advantage of opportunities to give my opinion on 
 issues that affect my work.

 I create opportunities to give my opinion on issues that 
 affect my work

 If I have not been consulted and think I should have 
 been, I let the person to whom I report know.

 I actively look for and create choices and options for 
 myself at work rather than seeing myself as a victim.

 Reward
 Amount of recognition and appreciation for work.

 Generally speaking, I feel adequately rewarded for the 
 work that I do.

 I know what makes me feel rewarded and appreciated 
 for my work.

 I share this information with person to whom I report 
 and with my coworkers.

 I show my appreciation for the work of others.

 I reward and appreciate myself for a job well done.

 Demand
 Amount of time to do the work.

 Generally speaking, I have enough time to get my work 
 done.

 Each day, I prioritize my work and do the most important 
 tasks first.

 If I have too much work, I check with the person to 
 whom I report to clarify priorities.

 I manage my time effectively.

 I ensure my work is organized as efficiently as possible.

 Effort
 Emotional and psychological requirements of work.

 Generally speaking, I think that the amount of mental 
 energy required to do my work is reasonable.

 I think of ways to reduce the mental fatigue from my 
 work.

 I have effective ways of managing my stress at work.

 I have effective ways of managing my stress outside of 
 work.

 I let go of things that are beyond my control. 

 These self-assessments are based 
 on the research of Martin Shain 
 from the Centre for Addiction and
 Mental Health, as well as the work 
 done by Human Resources 
 Development Canada’s (HRDC) 
 Organizational Development 
 Services and Wellness Program.  
 Learn more from the following: 

 •  Martin Shain, 1999. “Stress &
 Satisfaction: The Role of Occupational 
 Health &  Safety,” in  Occupational 
 Health &  Safety Canada , 15, 3 :  38-47.

 •  Martin Shain, Helen Suurvali, Eddy Ross, 
 2000. “Stress, Satisfaction &  Fairness at 
 Work:  Implications for Health.”  Hull:
 HRDC, Organization Development 
 Services.

 Learn
  More
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 Measuring Up

 Health & Productivity
 Assessing Your Management Style

 Some-
 times Usually  Never  Score Boxes

 C
on

tr
ol

 I am concerned about whether my employees have enough 
 time to get their work done within regular hours.
 I act as a workload coach to my employees by assisting them 
 to prioritize their work.
 My employees would agree that I try to ensure they are able to 
 accomplish their work within regular working hours.

 2

 2

 2

 1

 1

 1

 0

 0

 0

 R
ew

ar
d

 I consider it important to involve my employees in decisions 
 and changes which affect their work.
 I consult with my employees on decisions and changes which 
 affect their work.
 My employees would agree that I consult with them on 
 decisions and changes which affect their work.

 2

 2

 2

 1

 1

 1

 0

 0

 0

 D
em

an
d

 I consider it important that the amount of mental and 
 emotional effort required by my employees is reasonable.
 I take steps to reduce the amount of mental and emotional 
 effort required by my employees when work is extensive.
 My employees would agree that I help to manage the amount 
 of mental and emotional effort required to do thier work.

 2

 2

 2

 1

 1

 1

 0

 0

 0

 E
ff

or
t

 I know what makes each of my employees feel rewarded and 
 appreciated for their efforts.

 I appreciate and reward my employees for their efforts

 My employees would agree that I appreciate and reward them 
 for their efforts.

 2

 2

 2

 1

 1

 1

 0

 0

 0

 Concern  The degree to which you consider the impact of your decisions 
 on key aspects of employee job satisfaction and stress.

 Action  How much importance you attached to this impact in terms of 
 what you are prepared to do about it.

 Validation  The extent to which you get feedback from you employees 
 about your actions.

 Total  Score  An indicator of the probable impact that your leadership style 
 has on the mental health and productivity of your staff.

 step 1  Circle the number that 
 best describes how often 
 the following apply in 
 your role as a manager.

 step 2  Write your score for 
 each question in the 
 corresponding box 
 to the right.

 step 3

 Tally the scores 
 for each 
 column and the 
 grand total.

 A Fine Balance      46 A Fine Balance      46



 Measuring Up

 Control
 Amount of say over how the work is done.

 Delegate decision-making to individuals.

 Allow people to decide how they will accomplish their 
 work.

 Be a good workload management coach to establish 
 boundaries between essential work and things which 
 can wait.

 Allow people to use and manage external contractors to 
 assist with high demand activities.

 Reward
 Amount of recognition and appreciation for work.

 Demand
 Amount of time to do the work.

 Effort
 Emotional and psychological requirements of work.

 Monitor perfectionist tendencies.

 Ensure staff are taking holidays and are working towards 
 a healthy work/home balance.

 Engage staff and clients in the redesign of work 
 processes to reduce effort and strain.

 Invest in technology and high quality training and 
 development to augment staff competencies.

 Equip people with skills and processes for conflict 
 resolution.

 Provide new learning opportunities.

 Offer interesting assignments.

 Give promotions.

 Establish external representation roles.

 Give positive feedback on work well done.

 Be clear on what each employee in your work unit finds 
 rewarding.

 Clarify priority work for employees.

 Set realistic service delivery standards with clients.

 Encourage client investment in results which must 
 exceed standards.

 Get out of some businesses and roles.

 Help people to say “no” without guilt.

 step 4
 If total score is 
 12 or above ...

 If total score is 
 below 12 ...

 step 5  Fill out this checklist for improvement. 
 If there is a set of questions where your score is low, 
 take a look at the suggestions below.

 If your total score ranges from 12 to 24, this indicates 
 a leadership style that contributes to (or supports) 
 employee mental health and productivity.  This also 
 indicates a high level of fairness and trust.

 If your total score is below 12, this indicates a 
 leadership style that contributes to (or perpetuates) 
 employee mental health problems and performance 
 deficits.
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