Manager checklist: protecting time to work

A weekly 10-minute routine to keep a team's weeks workable.

Monday

(J Check the team's week: who is over 90% booked?

(J cancel or shorten one recurring meeting that has nothing on the agenda.

(J Make sure each person has at least one focus block in the calendar.

Midweek

(J Ask one person what could move to next week.

(J Check messages sent after hours, starting with your own.

Friday
@) Say what the team got done this week.
(J Name what moves to next week, so it does not carry over the weekend.

(J Finish on time yourself.

Every month
(J Run the meeting load audit for one week.
(J Ask the team which meeting or report they would stop.

(J Check leave: has everyone taken time off recently?
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