COOL DOWN: Getting Further by Going Slower  - “How To Cool Down” Worksheets 
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Chapter 1: The Road to Burnout: How to Cool Down

The questions below are intended as a self- assessment. They work best if a.) you actually write the answers out rather than just think about them; b.) you be completely honest with yourself; and c.) if you discuss the results with a mentor. 
Please check back regularly to the Bristall Morgan Inc. website (www.bristall.com) for news on our highly productive and time-efficient TeleClass and PodCast series. 

It’s Professional Development on your schedule. As it should be.

STOP! Do you want some professional input from Cool Down author Steve Prentice himself? 
Be sure to read the special offer at the conclusion of this questionnaire on how Steve can review your assessment and provide you with a summary of your work-stress style, as well as real tips on how to make positive  improvements. For a very reasonable fee he will either send you a report, or talk with you by phone. Check the offer on page xxx of this worksheet for details. 
1. 
True Workload
Look back over your past two work-weeks. Add up all the hours you have truly given over to work. 


Do you feel you often work more than the number of hours described
Yes 
 
No 

in your job description? 
Do you take work home and work on it at home more than 1 one day 
per week? 
Yes 
 
No 

Do you take work with you to work on during your commute? 
Yes 
 
No 

How do you define multitasking? 

How productive is multitasking to you? 

How necessary is multitasking to your job?

Do you work on the weekends more than once per month? 
Yes 
 
No 

2.
Identify Your Job: (It’s a good idea to do this regularly, since role definitions tend to drift with time)
What do you do?

What does your business card describe your role as?
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Identify Your Job (Continued) 

How do these differ?

How often do you review your job definition with your manager?


3.
Dealing with Deadlines
Think about a project you had to work on recently, that involved a deadline. 
Did you have to work right up to the deadline? 
Yes 
 
No 

How many times have you found yourself working right up against to the deadlines, e.g. 100%,  percent, 50 percent of the time? 

List the advantages and disadvantages that you perceive in working close to deadlines.

On the whole, how does working to deadlines make you feel? 

What, if anything, would you like to change about this approach? 

How do you think you would do this?

What do you think the reaction would be from managers and co-workers?
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4.
The Pace of Your Work
What percentage of your time do you feel is taken up with satisfying the demands of the immediate?

What percentage of these “immediate” tasks do you rate as being of top priority to your job?

What percentage of your time do you feel is taken up with truly productive tasks?

How does your general pace of work compare with others in your workplace? For instance is it the norm for everyone to work at the same pace as you? Are you faster than most or slower?

What do you do during the first hour of your morning at your workplace? 

Is this the best use of your time? 
Yes 
 
No 

Could you propose an alternative?

5.
The Context of Your Work
Can you perceive changes happening in your own industry?

Has your company or department acknowledged or reacted to changes in your industry?

6.
E-mail
Perform an audit of current e-mail practices, to assess when e-mails are responded to, and why they are responded to at that time.

Count up the number of e-mails that you deal with on a typical day, including those sent, received on computer and wireless, as well as all CC copies both inbound and outbound. If you feel there is no such thing as a typical day, count up the e-mails that you deal with over an entire week and divide by five.

From the totals above, calculate the cost if each e-mail were to cost $5.00. (This $5 price tag better represents the cost of time lost, by factoring in the other tasks that could have been done.)
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TIP: How to Set e-Mail Aside for Later

Use your email software’s rules feature to color code incoming messages so that truly urgent ones can be seen and acted upon immediately.

Inform your team or customers that these truly urgent messages will still be seen, and all others will be responded to promptly.

Use your email software’s rules to divert less important emails such as general announcements, to a subfolder for reading later.

7.
The Phone as a Business Tool:

Do you change your voicemail greeting daily? 
Yes 
 
No 
 

Why, or why not? 

What do you think your clients feel about your current voicemail policy? 

Have you asked any of your clients (either internal or external) about your current voicemail policy? 
Yes 
 
No 
 

How do you deal with returning calls? Do you return them immediately? At set times? After work?

What is your reasoning for your current call-return style?

8.
Wireless PDAs, and Remote e-Mail

Do you own a wireless, e-mail- accessible PDA? (such as a BlackBerry)?
Yes 
 
No 

How often do you check it during business hours?

How often do you check it before business hours?

How often do you check it after business hours?

Are you able to stand still for more than a few seconds, e.g., while in an elevator, without feeling the need to check it your PDA for new messages?

Do you check your e-Mail from home after hours on a weekday?
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9.
Knowing Yourself: Perform a self-assessment: 

When is your best time of day?  When do you feel most energetic, charged up and alert? 

 Morning     Midday    Late afternoon    Evening    Never

When are you least alert during the day? 


How many caffeinated beverages (coffee, tea, caffeinated soft drinks) do you drink in a day?

 0     1    2    3    4   More than 4

How many times in the day have you felt “not in control?” 

What percentage of the day and week does this amount to?

How could this self knowledge be applied in the scheduling of your tasks at work and at home? 

Next Step: Compile this information and discuss with your mentor.
STOP! Do you want some professional input from Cool Down author Steve Prentice himself? 

Cool Down author Steve Prentice will review your Chapter 1 assessment and provide you with a summary of your work-stress style, as well as real tips on how to make positive improvements. 

Simply fax this document to his private fax number at 416.214.2043.

Steve will review your assessment and either send you a report by e-mail, or will set up a 30-minute phone consultation, all for the very reasonable fee of $60. This offer is available only to Cool Down readers, of course. 

This is your chance to truly make real, practical improvements in the way you do things. 

Please  fill out the following details.

Name: 


e-Mail:


Phone: 


 Steve, please send me an e-mail report of my Chapter 1 Worksheet ($60)
 Steve, please arrange a 30-minute phone consultation regarding my Chapter 1 Worksheet ($60)
 Steve, please tell me more about the special “Entire Book” 11-chapter consultation offer ($400)
Prior to report preparation, and for your security, Bristall Morgan Inc. (Steve’s company) will call you to confirm your order and to arrange payment details.
© 2007 Steve Prentice – Bristall Morgan Inc. All rights reserved. This document is for personal use only. For more information on Cool Down and our other professional development courses, visit us at www.bristall.com.
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