Steps for Creating and Managing Your Calendar126
1. Populate your calendar with known commitment dates such as meetings or training workshops.  Typically these dates offer less flexibility with scheduling. 

2. Integrate additional calendar schedules into your calendar to create one overall management calendar.  Some examples to consider are:
· In-country holidays that may alter operational hours or available staff
· External quality assurance proficiency testing schedule
· Equipment scheduled maintenance performed by vendors
3. Populate your calendar with weekly, monthly, yearly, as-needed managerial tasks. Try to minimize scheduling managerial tasks on your heaviest testing volume days.  Remember, your first priority as a manager is to ensure the timely reporting of quality patient results. 

a.  If several steps are required for the completion of a task, then first plan and organize the task. Schedule each step of the task into your calendar.  Use this plan/organize/schedule approach to address larger projects such as improvement projects, clinician handbook, and quality assurance and safety manuals.

b. Use notations and abbreviations to speed entries and keep the calendar organized and legible. For example, ‘ST Meet’ or “SM” could be used to indicate a staff meeting. “RR” could indicate when the regular review of all logs must be performed and documented. 

c. WEEKLY TASKS: Even though these tasks are performed each week, note them into your calendar to ensure these essential functions are not overlooked.  These notations will serve as a reminder and assist you with coordinating and scheduling new entries or entries requiring rescheduling.

d. MONTHLY TASKS: Many monthly tasks must be scheduled towards the end of the month (preparation for the upcoming months) and the beginning of the month (review/statistical compilation/reporting of the previous month).  Use the calendar to assist you with balancing and coordinating all your monthly tasks.  For example, choose to prepare and post your duty roster during the second or third week instead at the beginning or end of the month.

e. ANNUAL TASKS: Tasks performed on a yearly basis can easily pile up as the fiscal or calendar year draws to a close. By staggering these tasks throughout the year, such as March-to-March or October-to-October time periods, they can be accomplished more reliably and less hurriedly.

f. AS-NEEDED TASKS: As needs arise within the laboratory, they must also be planned and scheduled.  Remember an effective calendar ensures that no task, large or small, is overlooked.  If a task is performed sometime during the month and not on a specific date, write the entry in the top margin of the calendar to serve as a reminder.  As large tasks are broken down into smaller steps, the deadlines for each step can be noted on the specific date. 

4. Keep the calendar current and effective by immediately updating your calendar with new entries, additional information, or changes. Some suggestions to accommodate schedule changes/updates/ongoing activities quickly and easily are:  

a. Circle the entry and draw an arrow to the rescheduled date. For example, the District Medical Officer called to reschedule the meeting. Circle the entry and draw a line pointing to the rescheduled date.  Remember to include a notation if the routine meeting time has changed. Another example is mailing the hematology (Heme) survey a day early to accommodate decrease in available personnel due to training or vacations. 

b. Strike through an entry and add a notation if needed, to indicate a change or update. For example, the laboratory did not receive the AFB Survey as expected. Slash the entry and add the notation “Call” to remind you to follow-through. 

c. Note agenda topics to be discussed for an upcoming meeting under the meeting’s calendar entry. This reminder ensures the topic will be included in the agenda.  For example, upon weekly review the manager discovered incomplete documentation on the Acid Fast Bacilli (AFB) Stain QC Log.  The manager adds the notation, “AFB Stain QC” under the upcoming staff meeting entry.  Staff can also add topics for discussion.  For example, the person assigned to the store room workstation wants a discussion regarding the disorganized storeroom.

5. Consult the previous year’s calendar.  Last year’s calendar can serve as a reminder and organizer when planning for the upcoming year.

Suggestions to use the calendar effectively

1. Visit the calendar daily for current commitments. 

2. Scan the upcoming days, weeks, and months routinely so you are always aware of upcoming tasks. This will enable you to think ahead as well as to better accommodate and coordinate last-minute changes or additions. 

3. Use the calendar to organize and communicate staff responsibilities. When assigning tasks to specific personnel, write the task and the staff name on the calendar. The date of the entry provides the deadline for the task and a reminder for you to follow up. Additionally, if a staff member is on vacation, the person assigned to take over his responsibilities can review the calendar and know what activities must be performed.

4. Invite the staff to help manage the calendar to facilitate a smooth and productive laboratory.   Frequently, staff members will mention ideas, suggestions, or needs in passing that should be entered on the calendar.  Having staff directly update the calendar reduces your load, while simultaneously encourages staff to participate and contribute with overall duties from a managerial perspective.
