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INTRODUCTION

Time is a scarce resource.

Mackenzie

cludes that few people have enough time;
has an equal amount of time available.

(1972)

con

yet everyone
As administrators,

individuals are faced with the constant increase in
responsibilities within the same limits of available
time.

Increased attention is therefore being paid to

more effective management of time in the wo r k environ
ment, with an overall objective of more productive job
performance.
Historically,

a very crucial restraint on one's

ability to accomplish organizational objectives has been
the time available to carry out the n ecessary management
tasks ; yet,

the basic problem is not time per se, but

h ow one manages time.

Most agree that time controls all

of us, but many n ow believe we must learn to control time,
at least more effectively than we have in the past.

The

growing complexity of the world we live in demands more
efficient utilization of time.

Drucker

(1961) agrees

that time is indeed our scarcest resource and unless it
is managed,
It is,

nothing else can be managed.
therefore, not surprising that educational

administrators express concern at the increased demands

1
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placed on their time.

Comments such as "My time is no

longer my own," or "I attempt to plan m y day construc
tively but something always seems to interrupt," or "My
time is increasingly taken up by others to the extent
that I am unable to carry out my daily responsibilities"
are becoming commonplace.

This concern is indicative of

a need for professional training,

research,

and theory

development in the field of time management as it speci
fically applies to educational administration.
Mackenzie

(1972) further notes that w hen asked to

identify their major time wasters, managers invariably
list external causes first.

Managers tend to feel time

management is beyond their control because of the many
individuals impacting on job performance.
wasters may,

Many time

in fact, be generated by the manager and

thus new practices in time regulation may increase
production within existing job time frames.

Statement of the Problem

The purpose of this study was to investigate the
relationships that existed between certain demographic
characteristics of university community education center
directors and their perceptions concerning the management
of time.

Results may generate time saving recommenda

tions for both those currently in the field and those
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planning to enter coiranunity education at the university
level as administrators.

Specifically,

this study

proposed to:
1.

Identify current time management needs
in community education administration,
leading to the development of training
methods whic h w ould impact on the
current conditions existing in the field.

2.

Serve as a basis for preparing future
community education administrators
through the development of training
methods prior to these individuals
entering the field.

3.

Serve as a basis for future research on
time management in community education
as it applies to levels other than
center directors.
Building directors,
district directors, and state depart
ment community education officials
could benefit from similar research.

4.

Feasibly suggest that if community
educators learned how to better manage
their time, considerable savings could
occur by decreasing time wastage and
thus increasing to some extent effective
job performance.

Questions To Be Investigated

The following questions were formulated to provide
a basis for investigation concerning the existing
problems in time utilization of the university community
education center director.
1.

What activities of community education
center directors at the university
level are perceived as time wasters?
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2.

To what degree do specific time wasters
inherent in community education center
direction at the university level limit
job performance?

3.

Which are the more critical time wasters
that limit job performance of the university
community education center director?

4.

Do certain demographic factors inherent in
the position of community education center
directors at the university level influence
the organization of time or the wasting of
time?

5.

Do community education center directors at
the university level view the majority of
time wasters as intrinsic or extrinsic?

6.

To what degree do center directors at the
university level feel certain time wasters
are intrinsic or extrinsic?
Percentages
will be the measurement of intrinsic or
extrinsic degree.

7.

Do certain demographic factors inherent in
the position of a university community
education center director influence the
decision of whether the m a j ority of time
wasters are intrinsic or extrinsic?

Research Hypotheses

The following research hypotheses were tested in
an attempt to analyze and answer the above questions.
The rationale for this study helped to clarify the demo
graphic factors to be studied as related to time wasters
identified by Mackenzie
1.

(1972).

The longer the university community
education center has been in existence,
the less impact specific time wasters
will have on the job performance of
the center director.

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.

2.

The longer the university community
education center director has occupied
this position, the less impact specific
time wasters will have on the job
p erformance of the center director.

3.

The larger the number of staff members
employed at the university community
education center, the greater impact
specific time wasters will have on the
job performance of the center director.

4.

The larger the number of schools in the
service area of the university community
education center, the greater impact
specific time wasters will have on the
job performance of the center director.

5.

The larger the number of graduate interns
at the university community education
center, the greater impact specific time
wasters will have on the job performance
of the center director.

6.

The more years of community education
experience the university community
education center director has compiled,
the less impact specific time wasters
w ill have on the job performance of the
center director.

7.

Specific time wasters will have less
impact on a university community education
center director if the director has had
any previous time management training.

8.

University community education center
directors will report specific time wasters
as being extrinsic as opposed to intrinsic.

9.

University community education center
directors will identify certain specific
time wasters as having more impact on
their job performance than others.

10.

The degree of extrinsic influence on
specific time wasters will be greater
than the degree of intrinsic influence
on specific time wasters as identified
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by the university community education
center director.
11.

The longer the university community
education center has been in existence,
the less the center director will identify
specific time wasters as being extrinsic.

12.

The longer the university community
education center director has occupied
this position, the less the center
director will identify specific time
wasters as being extrinsic.

13.

The larger the number of staff members
employed at the university community
education center, the more the center
director will identify specific time
wasters as being extrinsic.

14.

The larger the number of schools in
the service area of the university
community education center, the more
the center director will identify
specific time wasters as being extrinsic.

15.

The larger the number of graduate interns
at the university community education
center, the more the center director
will identify specific time wasters as
being extrinsic.

16.

The more years of community education
experience the university community
education center director has compiled,
the less the center director will
identify specific time wasters as being
extrinsic.

17.

The university community education center
director will identify specific time
wasters as being intrinsic if the director
has had any previous time management training.

Definition of Terms

The following terms are defined to create common
understandings :
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Community E d u c a t i o n :

M inzey and LeTarte

(1972)

defined community education as a philosophical concept
w hi c h serves the entire community by providing for all
of the educational needs of all of its community members.
It uses the local school to serve as a catalyst for
bringing community resources to bear on community
problems in an effort to develop a positive sense of
community,

improve community living,

and develop the

community process toward the end of self-actualization.
Adult education,

continuing education,

enrichment,

and

recreation are examples of community education activities.
Community Education University Center D i r e c t o r ;
The chief administrator of the regional centers for
community education in the United States.

There are

currently 57 such centers located at major universities
w i t h the general purpose of serving the community
educators in their region.
Time M a n a g e m e n t :

A n attempt to better manage y o u r 

self in relation to the limited time available for your
use (Mackenzie,

1972).

Time W a s t e r s :
of operations.

Interruptions to the normal schedule

If something is wasting time,

something more important is not getting done

then
(Mackenzie,

1972).
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Intrinsic Time W a s t e r s :

Those interruptions during

job performance which are the fault of the worker h i m 
self.

An example would be personal disorganization.
Extrinsic Time W a s t e r s :

Those interruptions during

job performance which are caused by others.

An example

would be an unexpected visitor.

Rationale

More efficient use of any resource demands
elimination of waste.

The practical elimination of

time wasters is the key to more constructive use of
available time.

Time management problems are not unique.

Similarities exist in problems wi t h time at virtually
all levels of administration,
organizations,

in nearly all types of

and in virtually every organizational

activity.
In the decision-making process,

activities that

are considered to be time wasters are very apparent.
Duplication of effort, being understaffed,
to say no,
izing,

attendance at meetings,

the inability

unnecessary social

and telephone misuse are all examples of the

activities which,
wasters.

if not managed, may become time

Mackenzie

(1972) has shown that time is

wasted in each phase of the decision-making process
and specifically identifies 37 common time wasters.
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McCay

(1959) believes that time wasters can provide

energy loss in relation to output from the individual
and the organization.

Thus,

in order to increase the

output there must be a clear impression of wha t is
going on around you.

MeCay feels you must first locate

these energy losses or time wasters.

To save energy

you need to k now where you are losing it.
If an individual could identify these time wasters
and move toward their elimination, hopefully a manager
could concentrate on more critical issues and indeed
make better use of the scarce resource - - t i m e .

Drucker

(1961) is convinced we must be selfish wi t h time and
manage it more precisely if we are to become managers
able to cope with the growing demands on our time.
Time management principles and practices are
appropriate to virtually all levels of management in
nearly all types of enterprise according to Mackenzie
(1972).

Therefore,

successful community education

administration also requires proper utilization of
existing time.

Additional pressure due to the remarkably

rapid growth of community education in our country has
brought w i t h it time management problems.

The community

educator finds difficulty taking on new responsibilities,
adjusting to role expansion,

and meeting new challenges ;

all w ithin the same time frame which itself has not been
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expanded.

Yet given these pressures,

little research

has been done in time management as it directly applies
to community education administration.

It w ould seem

both desirable and rewarding to better understand the
positive effects of specific time management practices.
In analyzing time management in community education,
it is important to identify the major time wasters
inherent in community education administration and then
to look for correlations w hich might exist between
certain demographic factors of these administrators.
In the management of time,

certain demographic

characteristics inherent in the position of a university
community education center director may parallel what
time management experts feel are extremely important
factors that impact on an individual's ability to
effectively utilize time.

Research has been conducted

to identify these factors, but to what extent or degree
this influence occurs has,

for the most part, been

untested in community education administration.
Mackenzie

(1972)

concludes that experience can

play a positive role in more effectively using one's
time.

Thus,

the experience of the center director

measured in terms of tenure in the community education
profession,

the number of years the director has been

in charge of the center,

and the length of time the
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center has been in operation all could be classified as
experience f a ctors.

If one could identify relationships

between experience compiled by the director,
organization,
time,

or the

and the ability of the director to manage

it would provide a basis for identifying and

developing specific time management training relative
to university administration of community education.
This identification would again be bas e d on experience
fa c t o r s .
Most experts in the field of time management
support the view that exposure to time saving techniques
will enhance one's ability to use time more meaningfully
in relation to job performance.

W i t h knowledge of

whether a director of community education had been
exposed to previous time management training,

one could

determine the impact of such exposure and very possibly
the degree of impact in certain specified a r e a s .

This

wou l d assist in building a rationale for the importance
of time management training to those directors currently
in the field and those contemplating this profession.
Drucker (1967)

indicates that the executive's time

tends to belong to everyone else.
time management problems.

More people mean more

Drucker further identifies

overstaffing as a crucial consideration in effective
management of time.

Mackenzie

(1972) argues that time
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wasting often occurs as a result of understaffing,
Increasing the burden on the manager.

thus

It w o u l d certainly

then be of benefit whe n analyzing time management and
the community education director to identify the size
of the support staff and the graduate assistants to
better determine the true impact of such staffing on
the director's ability to utilize time.
McCay

(1959) states that time is related to output

and the size of the service area an organization attempts
to serve w ill influence the time available to effectively
produce the necessary output.

Drucker

(1967)

concurs

with M cCay w hen identifying the increased difficulty
in time management directly related to the size and
growth patterns of the organization.

The size of the

service area in the university community education
center district would then certainly influence the
director's control on available time.
Once it is determined where time is wasted, why
time is wasted,
education,

and who are the wasters in community

available time could be more efficiently

utilized in the future through elimination of time
wasters both in the field where they exist and prior to
entering the field through prevention training for
prospective administrators.

This again is the goal of

this study as outlined in the problem statement.
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Drucker

(1967) emphasizes that effectiveness can be

learned.
practices,

Effectiveness is a habit or complex set of
and practices can be learned.

Delimitations

Time management has been conceptualized by
Mackenzie

(1972) as an attempt to better manage y o u r 

self in relation to the limited time available.

Any

occurrence within our limited framework of time might
assist us in the reaching of our goals or might impede
the completion of these same g o a l s .

The management of

time is a universal problem.
Although time management problems exist in similar
fashion in all organizations,

this study was only con

cerned w ith time management in the setting of community
education administration at the university level.
precisely,

More

the target of this research was the director

of community education centers at the university level,
what factors influenced directors'

time,

and h o w time

management could be improved.
The demographic factors w hich may influence admin
istrative time management in community education at the
university level were identified as:

the amount of time

the university's prog r a m has been in existence,

the

amount of time the administrator has occupied the
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position,

the size,

area

(as measured in the number of

schools served in the district)

the program serves,

number of staff members under the control of the a d m i n 
istrator,

the total years of experience the administrator

has compiled in the field of community education,

the

number of graduate interns working directly w ith the
center,

and the existence of previous time management

training in the administrator's professional past.
The results of this study were generated from the
population of community education university center
directors in the United States.
The identifications of major time wasters were
the perceptions of the community education university
center directors.
The great majority of literature review came from
the field of business and industry.

Little research

has been completed on time management in community
education or in educational administration to date.

Design of the Study

This study was designed to systematically inv e s t i 
gate directors of community education centers at the
university level.

It was anticipated that the results

of this research w ould provide a better understanding
of time management, while developing time management
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principles and practices that w o u l d assist the university
community education center director in better utilizing
time, now and in the future.
The investigation analyzed the relationships which
exist between:
1.

The number of years the university
center for community education has
been in existence and time management.

2.

The number of years the director has
been in charge of the university center
for community education and time m a n a g e 
ment .

3.

The total number of years of experience
the director has compiled in the field
of community education and time m a n a g e 
ment.

4.

The number of individuals on the staff
of the center director and time m a n a g e 
ment .

5.

The number of graduate interns serving
the center director and time management.

6.

The size of the region (as measured in
number of schools served) served by
the university center for community
education and the director's time
management.

7.

The size of the staff of the university
center for community education and the
director's time management.

8.

The previous time management training
experienced by the center director and
time management.

9.

The intrinsic and extrinsic time m a n a g e 
ment perceptions on the part of center
directors.

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.

16

10.

The specific time wasters as identified
by Mackenzie and ranked b y the center
d i r e ctors.

11.

Certain demographic factors related to
center directors and the degree of
intrinsic or extrinsic identification
of time wasters.

Procedures

The first procedural task was the identification of
the community education center directors at the
university level.

This was determined by the latest

published employment information on file at Western
Michigan University's Community Education Development
Center and the pamphlet entitled,

"People Helping People

Help Themselves," published by the Charles Stewart Mott
Foundation.
The second procedural task was to develop a
questionnaire based on the review of literature and
adapt the instrument to community education administra
tion.
The third procedural task was to distribute the
questionnaire to all center directors of community
education at the university level,

57 in number,

to

obtain the data necessary for research procedures to
take place.
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Assumptions

The following assumptions were made in order to
provide a framework of understanding concerning time
management and the university community education
center director.
1.

All center directors face time
i nterruptio n s .

2.

There is a ne e d for time management
in community education center
direction because of current time
wasting.

3.

Basic fundamentals of time m a n a g e 
ment are applicable to all management/
administrative positions.

4.

The basic time wasters are common to
all management/administrative job
pe r f o r m a n c e .

Organization of the Study

This study concerning time management and university
community education center directors was organized in
the following manner :
Chapter I presents the introduction.
Chapter II presents a selected review of related
literature.
Chapter III presents the research methodology and
an in-depth description of the research instrument.
Chapter IV presents the findings obtained from the
research.
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Chapter V presents a summary of the findings,
clusions,

con

and recommendations for future study.
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CHAPTER II

THE REVIEW OF RELATED LITERATURE

Literature in the subject of time management in
community education administration is all but n o n 
existent.

Surprisingly, when researching the broad

category of educational administration,
treatment was given to time management.

only cursory
Even in business

and industry where time management is currently flour
ishing, m uch of the subject is based on the opinions
of many and the empirical research of a few.
The thrust of this chapter is to emphasize the
value of time, review time management as it exists in
community education,

educational administration,

business and industrial management,
fication of time wasters,

and

look at the identi

and examine techniques used

to make more effective use of time.

The Value of Time

The quickening pace of today's society has made
time a treasured resource.
almost without exception,

MeCay

(1959) concludes that

executives have expressed in

one form or another their keen and ever-present awareness
that they haven't time to do all that should be done.
19
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Time management principles and practices m a y be a
recent development, but the recognition that time is
value is not new.
"The reason I beat the Austrians is that they
did not k now the value of five m i n u t e s ."
--Napoleon
Barrett

(1977)

states that until recently one

resource never included in the classical definition of
management is time.

Barrett further states that time

has become as scarce as any other resource, not excluding
energy, minerals,

or money.

Mackenzie

(1972) calls the

situation critical w h e n one realizes a startling fact
about time--there isn't any more of it.
ther eludes to the paradox of time:

Mackenzie fur

few people have

en o u g h ; yet everyone has all there is.
Time is also a unique resource,
explains,

for as Scharf

(1975)

time cannot be retrieved, not can it be stored.

It must therefore be used wisely.

Mackenzie

(1972)

would concur in his statement that time cannot be
accumulated like money or stockpiled like raw materials.
We are forced to spend it at a fixed rate.
Hinrichs

(1976) believes that the value of time and

the attractiveness of appeals to unique time management
in organizations is understandable.

Hinrichs reports the

attractiveness is due to the gradual eroding of relatively
high levels of productivity, which was the hallmark in
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the first half of this century.

Increasing problems

coming from new areas of declining productivity take on
even greater urgency.
Since time is a resource,
efficiently and effectively.
on by Fluet

(1977),

hours per week,

it was

it must be managed
In a recent study carried

concluded that of the 168

approximately 85 of these hours are

spent in sleeping and working.

About five hours are

spent in commuting to jobs and the remainder is referred
to as leisure time.

de Grazia

(1962) has taken the

average working week of 60 hours for a manager and
broken the time down further into four c a t e gories.

The

time spent at the office accounted for 43 hours per week,
while approximately seven hours were utilized working at
home.

Another five hours constituted business enter

taining and the remaining five hours involves commuting
to and from work.
Once one has determined the amount of average work
time,

the next step might be to estimate the monetary

value of this time.

There have been many attempts to

measure the money value of time.

We have all grown up

with the concept that time is money, but relatively
unsure just ho w much.

One attempt on measuring time

value was made by O'Sullivan
salary as the basis.

(1975), who used annual

His formula is as follows :
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Annual Salary X 2 1/2 t 2000 = Hourly Value
O'Sullivan's formula includes 2000 as the average
yearly hours on the job for a manager,

and proposes

2 1/2 to be an adjustment figure bas e d on research and
evaluative activities from past years.

Thus,

an individ

ual making $50,000 per year w ould have an average hourly
value of $62.50.
Another more empirical approach to measuring hourly
time value was proposed by Mason

(1977) in a technique

called the management accountability factor.

This method

was independent of salary and directed toward the worth
of management time related to the amount of organiza
tional dollars one is responsible for and the number of
hours worked per year.

The MAF formula is as follows:

Yearly Budget t Yearly Hours = Hourly MAF
In an example of a $150,000 yearly budget and a
yearly hour estimate of 2000, Ma s o n purports the hourly
management accountability factor to be $75.00
These two methods give some idea of the high price
tag one might put on a manager's time.
managerial responsibility,
making incorrect decisions,

Increased

coupled w i t h the danger of
increases the need to better

manage the valuable resource of time.

Kirkpatrick

(1975)

states that the use of time becomes a personal management
p r oblem and proper use of it often spells the difference

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.

23

between accomplishment and failure.
Jackson

(1974)

concludes that management must be

the first to recognize the value of time; yet v ery few
managers know exactly ho w they actually spend their time
and do not know how efficiently they use it.
clusion has been shown by literature,

This con

studies,

and

management training sessions on the subject of time
ma n a g e m e n t .
Mackenzie
Schwab,
time.

(1972) relates a story concerning Charles

President of Bethlehem Steel,
Schwab presented Ivy Lee,

unusual challenge.

"Show me a way to get more things

done with my time," he said,
within reason."

and the value of

a consultant, w i t h an

"and I'll pay you any fee

Lee offered the time management tech

nique of prioritizing and then said,

"Send a check for

whatever you think the plan is w o r t h . "
Some weeks later,

Schwab sent Lee a check for

$25,000 with a note saying that the lesson was the most
profitable he had ever learned.

In five years,

this

plan was credited as being largely responsible for
turning Bethlehem Steel Corporation into the largest
steel producer in the world.
Concern for the effective use of management of time
is mounting.

Adcock

(1971) feels that executive time

has become so important that many companies are now
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considering time as the decision criteria for entering
ne w ventures,
Barrett

rather than return on investment,
(1977) believes timing is the ultimate

executive skill,

and Jones

(1968) states that good invest

ments in executive time can improve the rate of return
from all scarce resources.
According to Reddin

(1973),

the manager's only job

is to be effective and the management of time is one of
the most important skills a manager needs to acquire.
The timing of a decision is just as important as the
accuracy in making a right decision.
Newman

(1977) goes one step further when stating

that proper time management can make life more fruitful,
and Lakein (1973) concurs when stating that time is life.
To waste time is to waste your life, but to master time
is to master your life.
Lakein,

The real payoff,

according to

is having control over your time and thus your

life.
Dost thou love life?
Then do not squander time.
For that's the stuff life
is made of.
--Benjamin Franklin

Time Management in Community Education

Although studies w i t h empirical data on time m a n a g e 
ment in community education administration are literally
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non-existent,

community educators,

other management professions,

similar in nature to

are recognizing the value

of time and the rewards of effective time management.
The personal and professional qualifications of a
director of community education demand the efficient and
effective management of time.

Totten and Manley

(1969)

describe the community education director as a person
possessing excellent health and vigor and capable of
sustained physical and mental activity.

The demands on

the director's time from countless areas denotes dedica
tion and a missionary zeal to succeed.
Alluding to time management,
state that although quite busy,
director can,
happy,

Totten and Manley

(1969)

the community education

through careful scheduling,

full, but not leisurely life.

lead a very

The director can

plan a satisfactory amount of time for personal use.
According to Whitt

(1971), who developed a handbook

for community school directors,

the position requires an

uncommon number of hours per week.

It has been estimated

that many directors spend in excess of 60 hours per week,
including weekends,

developing and administering programs.

Whitt relates that in past years,

the policy was to have

the director teach part time and administer during the
remaining time.

Because of the growth and acceptance of

community education and the increased responsibilities
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corresponding to this growth,

the trend quickly changed

to place the director in a full time position.
Minzey and LeTarte

(1972) make reference to time

constraints in community education administration.

They

emphasize personal contact as the most effective means of
communicating with the public.

The great pro b l e m wi t h

face-to-face contact is that extensive time and money
must be expended.
Minzey and LeTarte further emphasize the large
amount of time it will take to staff a program,
this staff,

coordinate

and delegate responsibilities while making the

staff aware of the community education concept and their
part in it.

They conclude that the director's job is

task-oriented,

and must be carried out, regardless of the

time involved or schedule required.
In discussing the role of the coordinator,
(1973)

Berridge

says that the tasks assigned to the coordinator

seem almost overwhelming and appear to be too large for
one person.

This would draw the conclusion that the

coordinator is just possibly the busiest person in the
community.

Success depends on the ability of the

coordinator to assess the relationship between the time
element and the involvement element.

Both are equally

important and the relationship is functional.
When listing the full time administrative responsi
bilities of a community education director,

Seay (1974)
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brings into sharp focus the time pressures existing in
this position.

The following are two of these p o s i 

tional requirements :
1.

The director programs, w ith the assistance
of the school administration, all community
activities relating to the s c h o o l .

2.

The director accepts responsibility for
all activities of the school n o r mally
designated as community related.

When examing the relevant training required for
effective community education administration,
Stark,

and West

(1977),

Berridge,

stress the development of a time

line in the planning and implementation of a community
education program.
responsibilities,

Because of this and other complex
the director must put forth a Herculean

effort on a full time basis for the job of the community
educator takes all available time plus a little more.
The aforementioned statements accentuate the need
for time management ; yet very little has be e n done to
meet this obvious need.
In a booklet developed at the University of Oregon,
time management for community school coordinators is
examined.

The tasks performed by the coordinators are

recognized and categorized with the goals of objectively
looking at activities,
effectively using time.

setting priorities,

and more

Practical tips on saving time

evolve from coordinators analyzing their day,

tagging
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the time wasters w h i c h impede job performance,

and

evaluating the time management process as it aids the
community education administrator.
Rohrer

(1978) has presented numerous seminars on

time management as it applies to community education.
The presentations are patterned after the wor k of
Mackenzie

(1972) and are currently the only time m a n a g e 

ment training techniques initiated from w ithin the p r o 
fession.

Rohrer primarily concentrates on identifying

the more critical time wasters in community education
and offers suggestions on reducing their impact or
eliminating them altogether.

Time Management in Educational Administration

Weldy

(1974),

in a report concerning time and the

school administrator,

refers to one of the earliest

studies of h ow secondary school principals used time.
A total of 324 participants logged their time for one
week under 15 major types of administrative duties.
Heading the list was Organization,
Improvement of Instruction,
the principals'
14.24 percent;

time.

Administrative Routine took

Organization,

ment of the Guidance Program,
Relations,

Administration and

taking up 26.56 percent of

9.53 percent;

Administration and Improve
13.83 percent ; Community

Organization and Administration
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of the School Staff,
the School Plant,

8.53 percent; Administration of

5.69 percent;

Board of Education and

Administrative Responsibilities,

5.33 percent.

The

remaining 16 percent included Business Administration,
Professional Duties,
Personal Business,
Institutions,

Teaching,

Planning the School Year,

Transportation,

Relations With Higher

and Personal Improvement.

Weldy (1974) also reports on a study conducted in
1958 by Harold V. McAbee writing for the NASSP Bulletin.
This study compared ho w principals used their time and
how the principals and "authorities" believed time
"should" be spent.

The results showed principals spent

more time in "office routine," on the "activity pro g r a m, "
and in "teaching" than the principals and authorities
felt they should.

M u c h less time was being spent on

"supervision of teachers and improvement of instruction"
and on "pupil personnel" than the authorities believed
they should.
Weldy

(1974)

then draws attention to a survey

carried on in 1965 of h o w principals use time.

This

survey was part of NASSP's "Senior High School Principalship."

The single most time-consuming activity was

found to be administrative planning,
subordinate administrators.

alone and/or wi t h

This was followed by meetings

with students on matters other than discipline, wo r k with
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teachers individually regarding teaching proficiency,
meetings with teachers on matters of curriculum or
instruction,

and the broad category of correspondence,

Cunningham (1969) gave early attention to time
management in his writing.

Cunningham mentioned the

importance of time management in higher education when
discussing the concept of school principalship.
In a booklet for educators designed to increase
administrative effectiveness through effective time
management,

Halverson

(1974) outlined basic principles

and the process for saving time.

Halverson states that

time management requires an understanding of time,
knowledge of where time goes,
the avoiding of time barriers,

the

the ability to prioritize,
and the dedication to

utilizing the tools offered by time management.
Halverson's study discovered that, based on a 50
hour average work week for superintendents and principals,
30 percent were devoted to what was termed input,
as conferences, writing other schools,

such

and reading.

Thirty-five hours per w eek we r e left for operations.
Two of these 35 hours should be devoted to planning in
six critical areas of management:
1.

Goals and objectives

2.

Programs or delivery systems

3.

Staff development
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4.

Team building

5.

Evaluation

6.

Community support building

This would leave 23 hours per we e k left for crisis
management and general o p e r a t i o n s .

Halverson warns that

the most ineffective executives spend too much time in
the area of crisis management or putting out fires.
Halverson also offers some practical methods of time
management which not only apply to general administration,
but specifically relate to school and district operations.
These methods include a pre-test and a post-test on time
management and forms designed for identification and
reduction of time wasters.
Weldy

(1974),

in studying time as a resource for

school administrators,
misused.

analyzes h o w time is used and

As a result of his research, Weldy recommends

one should practice the following techniques :
1.

Analyze specifically w here time goes.

2.

Establish p r i o r i t i e s .

3.

Budget time by appointing time.

4.

Delegate with discretion.

5.

Set deadlin e s .

6.

Develop enthusiasm.

7.

Concentrate totally.

8.

Be courteous.
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9.

Control time imposed by others.

10.

Recognize and respond to fatigue.

11.

Save time in meetings.

12.

Read with discrimination.

13.

Help your memory.

14.

Use clerical services judiciously.

15.

Plan work to save time.

16.

Use time to improve skills.

According to McGill

(1975),

more important than the quantity.

quality of time is m uch
Most attempts at

increasing the quantity of time only serves to diminish
the existing quality.

McGill feels the aim of effective

time utilization should be to use our time in ways which
we feel are more satisfying by criteria we impose.

He

offers the following seven step process designed for
more effective time management :
Step I

Announce to all associates that you
are beginning a time management program.

Step II

Take a time inventory.

Step III
categories of time utilization.
Step IV

Carry out a time value analysis
exemplified in the diagram below:
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High
Time
A

Time
B

High
Value

-Reading
-Reflecting

Value

-Meetings
-Appearances

-Recognition of
Others

C

Step V

Lewis

D
-Mail

Make the following choices :
1.

If the activities fall in Categories
A or B, continue as you have been.

2.

If the activity falls in Category
C, reduce the time needed or
increase the value.

3.

If the activity falls in Category
D, eliminate it.

(1976) carried on research concerning how

department chairpersons and deans in a major university
manage their time.

This included eight chairpersons and

directors and four deans.
staff development,

In the project,

designed for

10 dimensions were described and the

participants were tested to discover their behavior
related to these dimensions and time management.

The

dimensions ranged from functional administrative tasks
to job satisfaction and stress.
Significant results helped to identify certain
activities and attitudes w hich impact on time usage.

The

study discovered that meetings accounted for 68.6 percent
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of all physical activities of the participants.

44.2

percent of all available time was taken up by functional
administrative tasks.

The administrators felt that

78.8 percent of their time was planned and 82.9 percent
of the work was judged to be not delegable.

The p a r t i c i 

pants felt that they were productive with 86 percent of
their time, while they reported stress in the w o r k e n viron
ment 16.1 percent of the time and a 10.6 percent dislike
for the administrative tasks they performed.
Change was institutionalized through a process of
communication, commitment,

and motivation and concluded

that 25 percent of a manager's time could be cleared
without a loss of productivity.

The study p r o vided the

necessary information for realization of these goals.
Mackenzie
istrators,

(1976) purports that educational a d m i n 

like business executives, must learn to

effectively set priorities and better manage their time.
Mackenzie eludes to a seminar of college presidents
charged with keeping a log of the time spent in various
activities.

They found their greatest time wasters to

be meetings,

b oth scheduled and unscheduled,

and listening

to too many views in the process of decision making.
As a result of the findings,

the presidents made an

effort to avoid insignificant meetings, but plan to be
available to attend important matters.

To help control
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time,

timed agendas we r e used for meetings and the

meetings were stacked back-to-back.

Time Management in Business and Industry

Business and industry has long been equating time
and profit.

Webber

(1972) states that the first citizens

in Europe to customarily carry personal timepieces were
businessmen in the seventeenth century.
Carlson

(1951) is recognized by most in business

management as being the fore-runner in time management
study.

Carlson concluded that although much time ut i l i 

zation was beyond the control of managers,

there we r e many

cases where proper time management training could extend
the quality of available time related to job performance.
Uris

(1957) followed Carlson and adapted his theory

to include a practical implementation of time saving
devices to management a c t i v i t i e s .
Today,

the ma i n objective of time management is to

identify those activities w hich impede productive job
performance and subsequently offer techniques to reduce
the impact of these time wasters.

Time wasters

"Time is what we want most,
but alas!
We use worst."
--William Penn
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The initial step in any time management plan is to
take a close look at h o w you actually spend your time.
This self-analysis on time utilization quickly identifies
the fact that all time spent is not quality time.

We

waste or allow others to waste many valuable hours of the
day.
Radius

(1976) reports that we instinctively know

that time should not be wasted,

yet we constantly let

time fly by without accomplishing the things we set out
to do.

An individual must be sensitive to time.

Mackenzie

(1972) has shown striking similarity in

problems w ith time at virtually all levels of management
in nearly all types of enterprise in every country.

In

identifying time w a s t e r s , Mackenzie has found them to be
not only similar, but very often identical for all types
of managers.

From his research, Mackenzie has compiled

37 time wasters common to management throughout the world.
These provide the basis for further research and are
specifically identified in Chapter III of this project.
One of the fundamental problems resulting in time
loss,

according to Webber

(1972),

is too much job.

Webber also believes having too much time can cause
wastage.

Radius

(1976) w ould agree and states that the

first question we must ask is,
time?"

"Do I really want more

W e b b e r 's last two fundamentals of time loss
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include too much secrecy and too muc h fear of mistakes
or losing control,
Danielson (1963) believes most managers spend the
greatest amount of time on activities w hich interest
them,

followed by ones they do well,

are pleasurable,

are forced to do, and save the least interesting for last.
This brings about a loss of quality in time utilization.
The least interesting or m ost difficult should be
attacked first when energy levels are high.
Me Cay (1959) believes

the greatest cause of time

wasting is the habits we have developed over the years
in both our work and home environment.

If we act

habitually, we are not free to manage our time,

Drucker

(1966) would agree, but adds the statement that indeed
time management is a skill and time wasting is caused by
bad habits and as a result there is hope, because skills
can be learned and habits can be changed,
Drucker

(1966) has long recognized that time wasters

abound in the life of every executive;
are no exception,
position,

and nonmanagers

Drucker feels that in every executive

a large part of the time must be wasted on

things which,

although apparently must be done,

contri

bute nothing or at best very little.
According to Engstrom and Mackenzie

(1967),

ciency may rank first among all time robbers.

ineffi

Tension
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and the work environment also are tagged as major con
tributors to time loss.

Also,

in looking at general

categories where time is wasted,

E n strom and Mackenzie

include overcommunication, meetings and conferences,
telephone, mail,
efficiency,

and the casual visitor.

Gibbons

(1972) cites specific negative management

traits which will invariably waste time.
making excuses,
emotions,

the

overconcern or preoccupation w it h

indecisiveness,

excessive tension,

These include

perfectionism,

and insecurity.

negative
This would

lead Gibbons to the conclusion that time management is
largely a matter of self discipline whe n dealing with
these negative factors.
Oncken

(1974) has explored time management as it

relates to the interaction of the manager and his or her
boss, peers,

and subordinates.

Boss-imposed time and

system-imposed time is very difficult to deal with since
the requirements by the boss and the system are backed by
penalties.

Self-imposed time is the m ajor area of con

cern and an area where time can be utilized more effec
tively.

By increasing discretionary time in the self-

imposed area,

the manager can use some of this increased

time to control the timing and content of both bossimposed and system-imposed time.
Wallack

(1977) tells us that the really effective
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supervisors are those who kn o w the difference between
w here their time goes and where it should go.

The super

visors should not get bogged dovm in low value activities.
Wallack cites the following as major time wasters :
1.

Lack of planning.

2.

T e l ephoniti s .

3.

Interruptions.

4.

Paperwork.

5.

Meetings.

6.

Delegation.

Albrecht

(1977) states that crisis management is the

real culprit in the wasting of valuable time.

He con

cludes that managers operate on a crisis solving basis,
because it is the n o r m in business and it is also self
reinforcing.

If things run too smoothly in today's work

environment, people become suspicious.

Albrecht believes

individuals operate in the crisis situation and thus waste
time as a result of not having efficient objectives, not
having an effective plan,
over time.

and having virtually no control

Getting out of the "fire department" means

getting into the performance mode.
more challenging and,

This move is vastly

according to Albrecht, more fun.

Lack of knowledge, not lack of time,
time waster based on an article by Bliss
do not think ahead or plan,

is the real
(1977).

People

and beyond this mistake.
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people do not review or follow through after the activity
has occurred.

To eliminate waste,

knowledge in such areas as PERT,
and communication methodology.
when he states,
Mackenzie

one m ust have more

delegation techniques,
Lakein

"We must work smarter,

(1973) wo u l d concur
not harder !"

(1972) has taken a close look at who

actually generates these time wasters.

He has n oted that

many time wasters are internally generated.

Managers

will invariably list most time loss as caused by external
f orc e s , but in reality they have muc h m o r e control over
these wasters than they think or are w i lling to admit.
Mackenzie states that it is human nature to look to others
and conditions outside ourselves as the causes for our
misfortunes.

It takes a sometimes painful reassessment,

a willingness to be self-critical,

to see h o w much of our

ineffectiveness is caused by ourselves.
McArthur

(1976) w ould agree with M ackenzie in con

cluding that most time wasters are intrinsic in nature
and thus can be controlled by internal time management
techniques.

McArthur found that in analyzing 12 major

contributors to lost time,

only two of the items were

things which individuals could not directly control.
They were:

waiting for information and u nplanned

requests b y boss/subordinate.
Wallack

(1977) also believes time m a nagement is a
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recognition that you have control over many of the
factors which tend to waste valuable time.

He suggests

that the manager should organize these controllable
factors and the essential principle of time management
is to master oneself.
Advice from Jackson

(1974) specifically emphasizes

the need to eliminate the non-essential activities and
thus reduce time waste.

Jackson's studies have dis

covered most managers spend 25 percent of their time on
the phone and one-third of this is waiting.

This

example brings into clear focus the need to tag and
reduce the activities that deplete the scarce resource
of time.
Penfield (1974) adheres to the theory that managers
themselves can provide insight into the issue of m a n a g e 
ment effectiveness b y describing the way they actually
spend their time and the importance of each of the
identified functions has to be success in job performance.
Time management techniques are available to assist
the individual in becoming more effective,

but the

impetus must come from a commitment on the part of the
manager to control his or her time and recognize it is
not an easy task.
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Time saving techniques

"Observe a method in the distribution of
your time.
Every hour will then kn o w
its proper employment, and no time will
be lost."
--Bishop Horne
Gibbons

(1972) reports the characteristics of a good

time use are a good memory,
bility,

self-confidence,

a good filing system,

flexi

ability to get along wi t h others,

frankness and directness,

and good physical vitality.

All of these must be coordinated in terms of specific
goals and objectives.
Certain skills for managing time are proposed by
HcCay

(1959) when he analyzes h o w to locate your energy

losses, while increasing your output.

M eCay suggests :

1.

Knowing w he n to stop.

2.

Using words as your principal tools.

3.

Keep in contact.

4.

Insure your

investment in time.

5.

Diagramming

your a c t i v i t i e s .

6.

Compare and

save time.

7.

Read for growth.

Drucker

(1966) observes that executives do not start

with their tasks, but

rather they start with their time.

They start by finding

out where their time actually

goes

and manage time to cut back unproductive demands on their
time.

Finally,

they consolidate their discretionary time
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into the largest possible continuing units.

This is a

three-step process :
1.

Recording time.

2.

Managing time.

3.

Consolidating time.

A tough-minded approach to time management is
necessary according to Jones

(1968) if one is to be

successful at increasing the rate of return on this
scarce resource.
1.

He gives the following approach:

Analyze your decision making process.

2.

Develop time coefficients for your activities.

3.

Decisions should be based on qualifying
time dimensions.

4.

Reduce future demands by investing time
now.

5.

Experiment with different time allocations.

6.

Break down the decision m aking processes
demanding most time to seek improvements.

A dcock

(1971) offers 10 principles of time m anage

ment and tested them on a group of 64 managers.

These

principles are:
1.

Time analysis :

2.

Daily planning

a prerequisite

3.

Budget by priority

4.

Flexibility in plan selection

5.

Delegation

6.

Activity segmentation
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7.

Control of interruptions

8.

Minimizatio n of routine

9.

Follow-up

10.

Repeated analysis

Mackenzie

(1972)

is today the most w e ll-known con

sultant and author in the field of time management.

His

research has brought specific suggestions to literally
all time wasters identified by the field.

His overall

theory on the management of time is based on a nee d to
understand the resource of time and to manage yourself
in relation to available time.

The time log is an

essential tool for appraising one's time usage.
M ackenzie recommends step-by-step planning of your
work which involves the setting of priorities and mentally
and physically getting yourself and your wor k space
organized.

He offers suggestions on blocking interrup

tions and the value of handling decisions p r o mptly and
without fear.

Mackenzie is very high on delegation as

the secret to successfully meeting time problems and
allowing a person to carry on the process of managing and
not just operating.
Webber

(1972) works with the expansion of d iscre

tionary time and believes the proper techniques to
accomplish this should be insulation,

isolation,

delega

tion, and simplification.
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Templeton (1972) is a proponent of the schedule
approach.

Any effective manager will have a master

schedule usually for one year according to Templeton,
They are revised,

compared to other schedules,

and based

on individual and system-generated priorities.
Moses

(1973)

concludes that the three most important

areas where managers must keep up-to-date are time
management and organization,
making,

and people skills.

delegation and decision
If a manager cannot find time

to perform his or her managerial duties, he or she is no
longer a manager,

but a supervisor.

managers can multiply efforts.

Through delegation,

To be successful,

manager must work with and through people.

a

Time man a g e

ment is thus a total staff commitment.
Time management starts with a heightened awareness
of just how much time is available and ho w it is spent,
according to Reddin

(1973).

Lakein (1973) has followed

this basic idea and developed one of the more well-known
approaches to dealing w ith time management.

Lakein calls

his process the ABC Priority System.

Write a capital

letter "A" next to those activities,

on an established

list of priorities,

that have high value.

list may be either long, middle,

The priority

or short range.

A "B"

is assigned for those items w i t h m e dium value ; and a "C"
for those with low value.

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.

46

You get most out of your time by doing A's first,
and saving the B ’s and C's for later.

You may also

break the activities down further into categories of A-1,
A-2, A-3.

Although the ABC Priority System is relative,

only by good planning w ill one reap m a x i m u m benefits from
any system.
Tactics are helpful, but Mackenzie

(1974) believes

that few people in management have a time management
strategy made up of a combination of tactics.

Mackenzie

is convinced the most effective strategy is a combination
of principles and techniques,

and time management must be

personalized for each individual manager.
(1975) w ould agree.

Kirkpatrick

He believes time shortages are the

fault of the individual and each person,

in his or her

own way, must control time and organize it so it is on
our side.

Kirkpatrick also warns us not to go overboard.

Go about time management purposefully.
Many believe time management is common sense.
may be true, but with one important addition.
management is "organized" common sense,

This

Time

and many managers

in today's hectic world simply do not have time to
organize common sense approaches to better use time.
Roseman

(1975) defines time management as a matter of

attitudes which have led you into time wasting habits.
Hinrichs

(1976) offers some interesting recommenda

tions on time analysis methodology b ased on a study
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utilizing 142 non-supervisory people,
supervision,
employees.

three levels of

and several levels of "technical ladder"
Hinrichs proposes the random,

self-recording

work sampling method as a means to overcome problems
resulting from other accepted methods of finding lost
time.

Diaries were found to be cumbersome and inefficient,

questionnaires subjective and distorted
conceived),

(unless carefully

and direct observations to be expensive and

promote the idea that "big brother" is watching.

Most

experts in the field feel some form of logging time is
a necessity.
Radius

(1976) states that conserving time

First, you must be

sensitive to time;

is simple.

and second,

you

must really want to use your time more productively.
key question to ask is,
spend it?"

A

"If I had more time, ho w w ou l d I

Radius believes many people really do not

want m ore time,

and this will surely inhibit effective

time management.
Preston (1976) gives some specific suggestions for
more effective time management.
1.

First you must analyze yourself.
a.
What is important?
b.
What is to be accomplished?
c.
What are the goals and priorities?
d.
What s h o u l d n ’t I be doing?
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2.

Put
a.
b.
c.
d.
e.
f.

first things first.
A list of objectives.
Prioritize objectives.
List required actions.
Prioritize required actions.
Make use of your established blueprint.
Perform as scheduled.

Preston further offers time saving techniques such
as:

be an early bird, become clock c o n s c i o u s , bug y o u r

self, move off the dime, use a tickler system, be a
quarterback, keep an open mind,
yourself,
stances,

run a tight meeting,
and keep it clear,

McArthur

spend more time with
avoid unusual circum

concise and simple.

(1976) offers a system of setting priorities

b y the categorization of management activities according
to time usage and obtained value.

The following is a

pictorial representation of this method :
______ 65 %

Value

20 %

10 %

Activities

Time
Mclnnis

10%

(1977)

20 %

supports the concept that time m a n a g e 

ment is planning for the future,
setting goals,

STT"

developing people,

thinking creatively and innovâtively,

delegating authority,

sustaining a program of continuous

self-development, team building,

and leading a balanced

life w ith adequate rest and relaxation.

Mclnnis believes
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good time managers concentrate on doing the right things
and not always on doing things right.
The PAD technique of time management was proposed
by Bailey

(1977).

PAD stands for preparation,

ment, and delegation.
the day,

arrange

An individual should prepare for

arrange how the w ork should be done,

and

delegate jobs that can be done by others.
Bittel

(1977) believes time management techniques

are fine, but most supervisors do not really kno w what is
expected of them during a normal wor k day.

The problem

is to determine when a task should be done and the amount
of time needed to accomplish the task.

Bittel is in favor

of individualized work scheduling to solve this problem.
This involves effective job design and performance objec
tives .
Friedman

(1977) proposes a selection process to

allocate managerial time among different tasks in order
to achieve maximum return on total available time.

Top

management has to be more aware that the size of the
potential outcome may overshadow the relative contribu
tion to the organization.

Friedman is in favor of nor m a 

tive criteria for the allocation of time.

This study

implies that while optimal strategy can be prescribed
for ad hoc management,

larger benefits are available to

organizations which anticipate decision problems and
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schedule the decision making process according to plans.
Newman (1977) warns that we m ust be realistic with
the potential of time management.

One should take a bit-

by-bit approach and begin by concentrating on m i n u t e s .
One should be honest, but not offensive and work to make
plans actually happen.

Make sure yo u allow time for the

unforeseeable and periodically check your progress.
A new method of time allocation is gaining attention
b ased on the work of Vilfredo Pareto.
from Stanton (1977) and Scharf

Recent writings

(1975) have combined

Pareto's Law and time management.

Pareto was a pioneer

in applying the statistical methods of the physical
sciences to the social sciences, n o w termed econometrics.
The methodology can be adapted to identify the important
activities and reduce time wasting on the less important.
The application of this technique to control time o rigi
n ated as a pragmatic solution when,

in 1971,

a major

industrial state reorganized the regulation of occupa
tional health.
Scharf

(1975) makes further suggestions on time

saving w orth mentioning at this point.

He tags p a p e r 

wo r k as a large waster of time and recommends using the
telephone instead.
by emphasis,

Scharf believes in using management

or do the right things first.

Other tech

niques include throwing everything possible out every
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day,

stop doing things you do best first, mechanize

regularly,

and learn to make decisions and not create

research projects.
Toomey

(1977) has developed the following time

saving techniques :
1.

Shift reading responsibilities to others.

2.

Hide in the office until the work is done.

3.

Stroll through the organization once a day.

4.

Use an egg timer for telephone calls.

5.

Avoid internal calls.

6.

Allocate incoming and outgoing calls to
two hours a day.

7.

Utilize travel time.

8.

Eat in your own building.

9.

Know the important from the u r g e n t .

Among the many principles to help use time more
effectively.

Cooper

(1971) offers the following w hich

have not been mentione d previously:
1.

Get off to fast starts.

2.

Simplify and organize your work.

3.

Motivate yourself.

4.

Set immediate and final deadlines.

5.

Do not get excessively involved.

6.

Learn how to concentrate.

Management,

it has been said,

is a series of

interruptions interrupted by other interruptions.

Yet
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Hill

(1977)

tells us there is still discretionary time

available during the day, w hich is usually unstructured
for most managers.
productive.

Being b usy is not necessarily being

Barrett

(1977) states that good managers

cannot be measured by the hours they put in, but for
what they put into the h o u r s .
Hill

(1977) further believes that concentration and

creativity should be used in saving time.

He states

that those who use time w i sely focus on results, not
tasks or a c t i vities.

They structure their environment

so that it is conducive to concentration and,
(1970) has stated,

as Townsend

"they must be able to recognize the

important from the truly important."
Barrett

(1977)

contends that the best manager is the

one who gets the most done wi t h the best resources,
time may be easier to manage than people.

and

Barrett states

that time scarcity is demand reduced rather than supply
produced,

so one should reexamine and clarify objectives,

reexamine delegation patterns and the secretarial service,
and become a forward-looking, future-oriented individual.
Barrett

(1977)

also stresses the quality aspect of

time used and not the quantity of time saved.

He advises

that hurrying is not the answer ; for people who hurry can
not reflect.

Working longer hours is not the answer,

it results in fatigue,

tension,

and bad j u d g m e n t .

for

Barrett
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lias developed what he has termed the Time Management
Moxle.

It recognizes the stages one goes through as one

becomes a more effective time manager.
Stage One

Managers are time s a v e r s .

Stage Two

Time is budgeted.

Stage Three

The dynamic nature of time
realized.

Stage Four

Goal orientation;
reactor.

Stage Five

Fluet

Innovation;
future.

(1977)

is

actor, not

creation of the

summarizes by stating that the key to

successful time management is to achieve more effective
use of time,

and not just increased efficiency.

The

measurement of successful time management is results.
Through careful planning,

setting priorities,

persistence in following through,

and

disciplined and orderly

w ork habits can be developed.
As a final note,

Barrett

(1977) and White

(1977)

have discovered that even though workshops and seminars
have b een developed, business schools still do not
teach time management as an essential executive skill.
It is only a matter of time I
"Time stays long enough
for those who use i t ."
--Leonardo da Vinci
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Summary

The preceding paragraphs have discussed the value of
time,

time management in community education,

ment in educational administration,

time m a n a g e 

and the identifica

tion of time wasters and techniques for reducing wasters
in business and industry.
These studies provide the basis for understanding
of time management and assist in analyzing and suggesting
recommendations

to problems currently existing in the

utilization of time by the university community education
center director.
The literature revealed similarity in time wasting
in all three review areas.

Since similarity also exists

in management activities in each area,

the techniques

discussed show universal application.
Chapter III will outline the research methodology
used to solve the problems of time management in u n i v e r 
sity community education center direction.
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CHAPTER III

RESEARCH DESIGN

This chapter will focus on the research design of
the study and provide a description of the methodology
used to conduct it.

A review of the problem,

development of a research instrument,
makeup,

the

the population

and the procedures for data collection and

analysis will provide the specific discussion in this
chapter.

Review of the Problem

It was the purpose of this study to investigate and
report relationships between certain identified demo
graphic characteristics of university community education
center directors and their perceptions concerning the
management of time as it may impact on job performance.
Specifically,

this study proposes to:

1.

Identify current time management needs
in community education administration,
leading to the development of training
methods whi c h w ould impact on the current
conditions existing in the field.

2.

Serve as a basis for preparing future
community education administration
through the development of training
methods prior to these individuals
entering the field.
55
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3.

Serve as a basis for future research on
time management in community education
as it applies to levels other than center
directors.
Building directors, district
directors, and state department community
education officials could benefit from
similar research.

4.

Feasibly suggest that if community educators
learned h o w to better manage their time,
considerable savings could occur by decreasing
time wastage and thus increasing to some
extent effective job performance.

In order that data could be obtained for analysis,
research questions were posed.

Answers to these questions

could serve as a basis for more effective u t i lization of
time in community education center administration at the
university level.

Although the research hypotheses to

be investigated are put forth in Chapter I, it w o u l d be
appropriate to review them at this time,

for these h y p o 

theses provide a base for the research design and m e t h o d 
ology.

The m ain hypotheses to be tested are:
1.

The longer the university community
education center has been in existence,
the less impact specific time wasters
will have on the job performance of
the center director.

2.

The longer the university community
education center director has occupied
this position, the less impact specific
time wasters will have on the job
performance of the center director.

3.

The larger the number of staff members
employed at the university community
education center, the greater impact
specific time wasters will have on the
job performance of the center director.
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4.

The larger the n u mber of schools in the
service area of the university community
education center, the greater impact
specific time wasters will have on the
job performance of the center director.

5.

The larger the number of graduate interns
at the university community education
center, the greater impact specific time
wasters will have on the job performance
of the center director.

6.

The more years of community education
experience the u n iversity community
education center director has compiled,
the less impact specific time wasters
will have on the job performance of the
center director.

7.

Specific time wasters wi l l have less
impact on a university community education
center director if the director has had
any previous time management training.

8.

University community education center
directors will report specific time wasters
as being extrinsic as opposed to intrinsic.

9.

University community education center
directors will identify certain specific
time wasters as h a ving more impact on
their job performance than others.

10.

The degree of extrinsic influence on
specific time wasters will be greater
than the degree of intrinsic influence
on specific time wasters as identified
by the university community education
center director.

11.

The longer the university community
education center has been in existence,
the less the center director will identify
specific time wasters as being extrinsic.

12.

The longer the university community
education center director has occupied
this position, the less the center
director will identify specific time
wasters as being extrinsic.
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13.

The larger the number of staff members
employed at the university community
education center, the more the center
director will identify specific time
wasters as being extrinsic.

14.

The larger the number of schools in
the service area of the university
community education center, the more
the center director w ill identify
specific time wasters as being extrinsic.

15.

The larger the number of graduate interns
at the university community education
center, the more the center director
will identify specific time wasters as
being extrinsic.

16.

The more years of community education
experience the university community
education center director has compiled,
the less the center director will
identify specific time wasters as being
extrinsic.

17.

The university community education center
director will identify specific time
wasters as being intrinsic if the director
has had any previous time management training.

The Research Questionnaire

Research concerning time management in community
education is extremely limited.

As a result, no a ppro

priate instrument exists that wo u l d correspond to the
questions listed above.

In order to obtain relevant

data it was necessary to develop and refine an i n stru
ment for data collection.

After examining alternative

data collection methods,

it was determined that a qu e s 

tionnaire would be appropriate.

This decision was based
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on the type of data requested,
respondents,

the location of the

and cost concern.

Conceptual support for

the development of the quesionnaire was obtained from
the research of Alex Mackenzie, who has done extensive
w ork in identifying those factors whi c h w aste time in
job performance and who,

in reality,

the occurrence of such time wasters.

is responsible for
Mackenzie

(1972)

summarized his research and that of others in the field
to propose 37 major time wasters common to most managers
regardless of profession.

These time wasters are :

1.

Attempting to do too mu c h at once.

2.

Having too m any bosses.

3.

Socializing.

4.

A staff wit h problems.

5.

Trying to cope w i t h change.

6.

Inability to say no.

7.

No d e adline s .

8.

Confused responsibility.

9.
10.

Understaffed.
Lack of teamwork.

11.

Overlooking poor performance.

12.

Failure to listen.

13.

Dealing wit h crisis.

14.

Duplication of effort.

15.

Overstaffed.
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16.

Lack of motivation.

17.

Mistakes.

18.

Snap decisions.

19.

Under communication.

20.

Leaving tasks unfinished.

21.

Personal disorganization.

22.

Untrained staff.

23.

Delegating authority.

24.

Over control.

25.

Meetings.

26.

Shifting priorities.

27.

Routine details.

28.

No progress reports.

29.

No objectives or daily plan.

30.

Doing things yourself.

31.

The telephone.

32.

Incomplete information.

33.

Visitors.

34.

Not managing conflict.

35.

Committees.

36.

Wanting all the facts.

37.

Indecision.

These time wasters provided a basis for both the
identification of time wasters by the university commun
ity education center directors and to what degree these
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time wasters impacted on the directors' job performance.
A Likert score for each w a ster was adopted to provide
for the measurement of degree of impact.
The next step was to develop a means of measuring
whether center directors perceived the time wasters
existed as a result of their own actions or by the
actions of others and to w hat degree the time wasters
were intrinsic or extrinsic.
with King and Van Voorhees

As a result of discussion

(1977),

a percentage scale

was devised that w ould measure the intrinsic or extrinsic
nature of the time wasters and the degree of intrinsic
or extrinsic causation.
The remaining section of the questionnaire consisted
of obtaining data relevant to the required demographic
information about university center directors.

The

specific demographic information requested was :
1.

The number of years the center has
been operating.

2.

The number of years the current director
has held the position.

3.

The number
has had in

4.

Whether the director has had any previous
time management training.

5.

The number

6.

The number of graduate interns or
graduate assistants at the center.

of years experience the director
the field of community education.

of staff members in the center.
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7,

The number of schools in the center's
district.

The last question on the instrument was formulated
to provide an opportunity for the respondent to include
any data on time management they p e rceived appropriate,
but was not included in the formal design.
Finally,

a direction page was developed to assist

in insuring a comprehensible and uncomplicated question
naire.

This section included a brief statement of p u r 

pose, procedures for insuring confidentiality,

and

directions on h o w to answer the different kinds of
questions.
It was determined that a mailed questionnaire w ould
be appropriate mainly because of the geographic disper
sion of community education university centers through
out the United States.

A copy of the complete research

questionnaire appears in Appendix A, p.

156.

Although reliability is not absolute,
result,

difficult to establish,

and as a

an attempt was m ade to

determine the reliability of the instrument through a
pilot study.

The pilot was conducted at Western Michigan

University in November of 1977.

Nine doctoral students

studying community education were m a iled a copy of the
instrument to test the reliability of the initial
questionnaire to receive recommendations as to the
appropriateness of wording,

arrangement of items,

and
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understanding of the important aspects of the instrument.
The doctoral students were M ott Fellows at Western
Michigan University's Center for Community Education
Development and have extensive backgrounds in the field
of community education at many different levels.

These

interns are aspiring to administrative positions in
community education and provided a realistic test of the
research instrument.
naire,

Upon the return of the question

comments were evaluated concerning design and

methodology in relationship to the research questions
and several changes we r e made to provide greater clarity
and relevance of instrumentation.

The data compiled from

the pilot was treated to judge the appropriateness of the
proposed data analysis and also provide information
concerning time manage m e n t and the pilot population.

Population Source

The population for this study was composed of all
university level community education center directors in
the United States.

The total population consists of 57

directors employed at universities during the 1977-1978
academic year.

The membership of the population was

determined by the latest employment records currently
on file at Western Mic h i g a n University's Center for
Community Education Development in conjunction with the

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.

64

published data from the Charles Stewart Mott Foundation
entitled,

"People Helping People Help Themselves."

This

information was validated through a telephone inquiry if
any questions arose concerning the present center
director.

Data Collection Procedures

On February 8, 1978, materials w ere mai l e d to the
57 center directors who constituted the total study
population.

Each director was sent a cover letter

(Appendix B, p. 162),

the research instrument,

stamped, pre-addressed envelope.

and a

Community Education

Development Center, Western Michigan University letter
head stationery was used for the cover letter w hich was
signed by the investigator and endorsed by the chairman
of the investigator's doctoral research committee and
West ern Michigan University's center director.

The

cover letter outlined the basic purpose of the study,
emphasized the value of participation,

and mentioned

the observation of confidentiality.
Code numbers were placed at the upper right hand
corner of each questionnaire for follow-up purposes.
questionnaires were returned,

As

corresponding identification

numbers were removed and destroyed.

This procedure was

carefully explained in the direction section of each
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questionnaire.

A separate list of directors requesting

a summary of results was compiled.

The procedures for

assuring respondent confidentiality w ere supported by
Western Michigan University's Department of Educational
Leadership Human Subjects Review Committee.

The Committee

analyzed the instrument design and data collection
methodology to provide protection of human subjects
implicated in the research.
On March 5, 1978,
respondents.

a follow-up was sent to n o n 

This consisted of a letter

(Appendix B)

seeking participation in the study.
On March 24,

1978,

a second package of materials

was forwarded to nonrespondents.
sisted of a cover letter

These materials con

(Appendix B ) , a questionnaire,

and a stamped, pre-addressed envelope.
On April 3, 1978,

telephone calls were made to the

remaining directors in a final effort to increase the
percent of return.

Each nonrespondent was contacted and

their cooperation solicited.
On April 20,

1978,

the decision was reached to

accept no further returns as the returns ha d dropped off
markedly and a high rate of return ha d been successfully
generated.

At this date,

54 (97.4 percent)

of the

respondents had returned the questionnaire.
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Data Analysis

The information contained on each questionnaire was
coded to facilitate computer analysis.

A computer

operator was employed to transfer the coded data to
computer discs so the reported data w o u l d exist in a
form appropriate for analysis on Wes t e r n M i c higan
University's PDF 10 computer.
Figure 1 outlines the techniques u tilized in the
data analysis.

The research questions are stated,

corresponding research hypotheses are given,

along with

the appropriate treatment and rationale for such treat
ment.

The Pearson product-moment correlation was used to

show the relationship between each of the 37 time wasters
and the demographic information about centers and center
directors,

as the measurement scales we r e both interval.

In the case of comparing the dichotomized demographic
question of whether a director had experienced any
previous time management training and the relationship
between the 37 time wasters,

the point biserial correla

tion was used for treatment.
When examining the relationships bet w e e n intrinsic
and extrinsic time wasting and the demographic data,

the

point biserial correlation and the phi coefficient were
considered most appropriate.

Specifically,

in examining

whether directors perceived time was w a s t e d by themselves
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RESEARCH
QUESTIONS :
accivicies
of comiir.icy ed
ucation center
directors on the

RESEARCH
HYPOTHESES :
University ccnmunity
education center
directors will iden
tify certain specihaving more impact
on their job per
formance than others

SELECTION
ANALYSIS :

Means and Standard
Deviations will
indicate general
opinions of the
group. Rankings
will indicate the
relative impor
tance and using a
confidence inter
val of 95%, will
help determine
significant dif
ferences in re
sponses based on

Pearson prod
uct moment'
correlation
coefficient.

PPM will shew the
relationship be
tween demographic
data (interval)
and time wasters
(interval).

wasters inherent
in community ed
ucation center
direction at the
university level
limit job per
formance?
3.

RATIONALE :

Means, Stan
dard Devia
tions. and
Mean Rankings,
(a 95% confi
dence inter
val will be

Vltiich are the more
wasters that limit
job performanc

4.

Do certa-’n demoinherent in the
position Ilf center
directors influ
ence the organis,
ticn of time or
the wasting of

The longer the uni
versity community
education center has
been in existence,
the less impact
specific time wast
ers will have on the
job perfoimance of
the center director.

significance

The longer the uni
versity community
education center
director has occu
pied this position,
the. less impact
specific time w.
ers will have oi
•job performance
the director.
The larger the nr
her of staff nanbers employed by Che
university community
education center,
the greater imp-act
specific time wast
ers will have on tl
job performance of
the center director.

Kigurs 1.

An organizational chart of research methodology.
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RESEARCH
QUESTIONS ;

RESEARCH
HYPOTHESES :

SELECTION
ANALYSIS:

RATIONALE :

The larger che
number of schools
in the service area
of the university
community education
center, the greatei
impact specific
time wasters will
have on the job
performance of the
center director.
The larger the
number of graduate
interns at the unithe greater impact
specific time \n ~
ers will have or
the job performance
of the center
director.
The more years of
community educatic
experience the uni
versity community
education center
director has com
piled, the less
impact specific
time wasters will
have on the job
performance of th‘
center director.

Specific time wast
ers will have less
impact on a univai
sity community
education center
director if the
director has had
any previous tine
management training

Point hicorrelation
coefficient,
(the test of
significance

Used to show a
relationship when
yields dichotomou:
data and the othei
variable is eithef
interval or ratio;

Figure 1 (Coiiclnued) .
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RESEARCH

SELECTION

RESEARCH
HYPOTHESES :

RATIONALE;

Do coETiunitiy édu
cation center
directors at the
university level
view the majority
of tine wasters
as intrinsic or
extrinsic?

University community
education center
directors will re
port specific Cirr.e
wasters as being
extrinsic as opposed
to intrinsic.

This will tabulate
data to show
opinions on
whether tine wi
ers are perceived
to be caused by
the directors or
by others.

To what degree do
center directors
feel certain time
wasters are in
trinsic or extrin

The degree of ex
trinsic influence
on specific tine
wasters will be
greater than the
degree of intrinsic
influence on speci
fic time wasters as
identified by the
university corcnun:t;
education center
director.

QUESTIO::S :

Do certain demo
graphic factors
inherent in the
position of a
university com
munity education
center director
influence the
decision of
whether the major
ity of time w;
ers are intrinsic
or extrinsic?

The longer the uni
versity community
education center
has been in exis
tence, the less
the center director
will identify
specific time wa
ers as being extrin

dard deviatior
and percentage
rankings.
(a 951, confi
dence inter
val will be

Point biseria]
coefficient^
significance

Percentage means,
standard devia
tions and rankings
will indicate the
general opinions
UsiagV937.°confidance interval
will help deter
mine significant
differences in
response based on
overlap.

Used to sho-w a
relationf,hip when
one variable
yields dichotomoi
data (nominal) a:
Che other variable
is either inverval
Glass and Stanley
(1970), pp 15S.

The longer the uni
versity community
education center
director has held
the position, the
less the center
director will iden
tify specific time
wasters as being

Figure 1 (Continued).
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RESEi\?.CK
QUESTIONS ;

SELECTION

RESEARCH
HYPOTHESES :

ANALYSIS:

RATIONALE:

The larger Che num
ber of staff nanbar
employed at the uni
versity community
education center,
the more the center
director will iden
tify specific tine
wasters as being
The larger the n'naber of schools in
the service area of
the university
community education
center, the more
the director will
identify specific
time wasters as
being extrinsic.
The larger the num
ber of graduate
interns at the uni
versity coLTmunity
education center,
the more the direc
tor will identify
specific time wast
ers as being exThe more years of
community education
experience the uni
versity community
education center
director has com
piled, the less the
director will iden
tify specific time
wasters as being
extrinsic.
The university
community educatior
center director
will identify spe
cific time wasters
as being intrinsic
if the director
has had any pre
vious time manage-j
ment training.

coefficient,
(the test of
significance

Will show a re
lationship be twee:
variables of
dichotomous (nom
inal) data and
other dichotomous
data ( yes,/no ) .
Glass and Stanley
(1970), pp 133.

I (Concinued).

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.

71

or others

(dichotomous data),

and comparing these

responses to the 37 time wasters

(interval d a t a ) , the

point biserial correlation was administered.

When com

paring intrinsic or extrinsic decisions to whether the
director has experienced any previous time management
training

(dichotomous d a t a ) , the phi coefficient was

administered.

Critical values

(N-Z) wi t h a .05 level of

significance were compared to each coefficient to deter
mine the existence of significant relationships,
and Stanley

(1970).

Glass

In all cases, one tailed testing was

used to correspond wit h the directional research h y p o 
theses .
When analyzing,

(1) which activities were viewed as

time wasters by center directors,

(2) wh i c h of these

time wasters limit job performance and to what degree,
and (3) do directors view the wasting of time to be
intrinsic or extrinsic and to what degree,
mined that means,

percentages,

it was deter

standard deviations,

frequency counts were most appropriate.

and

In looking at

means and percentage r a n k i n g s , a confidence interval of
95 percent was adopted to help alleviate differences
that could occur by accident in data analysis and thus
limit significance of the conclusions.
According to Glass and Stanley

(1970),

the above

parametric methods of data anlysis are appropriate and
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offer sound measurement techniques,

given the information

needed to provide answers to the research questions and
the scales of measurement appearing on the questionnaire.
Western Michigan University's Computer Center
utilized the Statistical Package for the Social Sciences
(SPSS), version 6,028,

to analyze the Pearson product-

moment correlations and the phi coefficients.

Treatment

of the point biserial correlation coefficient was a ccom
plished using the Center's Statistical Package
program number 114,

(STATPACK),

calling name STP.

In an attempt to provide respondents the opportunity
to express their thoughts on issues they felt w ere rele
vant to time management,

an open-ended question was

included on the questionnaire.

Responses to item 45

were content analyzed and those categories resulting in
three or more responses are reported in Chapter IV.

Summary

This chapter offered a review of the p r o b l e m wi t h a
list of questions providing the basis for data collection
and analysis.

The methodology utilized for instrument

design was outlined and the procedures for data collec
tion and analysis were reported.

The population was

clearly defined and specific population parameters were
given.
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Chapter IV will report the outcome of the survey
activities and the analysis of the findings.
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CHAPTER IV

ANALYSIS OF THE RESULTS

This chapter will report and analyze briefly the
results of this study concerning time management and the
university community education center director.
a review of the probl e m will be stated,

.First,

followed by a

presentation of the survey response.

Finally,

the

research findings will be presented.

These findings will

be based on the 17 research hypotheses proposed in Chap
ter 1.

Review of the Problem

It was the purpose of this study to investigate and
report relationships between certain identified demo
graphic characteristics of university community education
center directors and their perceptions concerning the
management of time as it ma y impact on job performance.

Survey Response

The data collection period from February 7, 1978 to
April 20, 1978 yielded 54 usable responses out of 57, or
a 94.7 percent return.
to M arch 5, 1978,

During the period from February 7

31 responses were received.

letters sent on March 5, 1978,

Follow-up

elicited another 12

74
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responses through M ar c h 24.

On Mar c h 24, 1978, another

complete package of materials was forwarded to n o n 
respondents and generated an additional 4 responses.
a final effort to collect data,

In

telephone calls were

made to the remaining 10 non-respondents.

The calls

were made on April 3, 1978 and resulted in the collection
of 7 final responses.
Figure 2 contains a graphical display of the
response rate by daily return.

A very high return rate

was evident following the initial mailing, particularly
during the first 8 to 13 days.

Figure 3 consists of a

map of the United States w h i c h identifies the geographic
dispersion of those community education center directors
at the university level who returned the survey instru
ments .

The map indicates a fairly even spread of

respondents throughout the United States and the results
presented are considered to be representative of univer
sity center direc t o r s ’ perceptions of time management
country-wide.

Findings

Each research hypothesis is formally stated,
followed by the data us e d for testing and the results of
the analytical techniques applied to the data.
tion,

In addi

a conclusion on each statistical significance is
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(2)
(3)
(4)
(5)

I

Figure 2.

February 7, questionnaires sent.
March 5, followup letter forwarded.
March 24, second package sent.
April 3, telephone reminders made.
April 20, no further returns accepted.

A graph of response rate by daily return.
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presented at this time.
Each correlation coefficient was compared to a
corresponding critical value at the

.05 level of signi

ficance to determine significance in each case.

When

analyzing differences between means and subsequent mean
rankings,

a 95 percent confidence interval was adopted

to offset possible differences caused by accident.

The

small population m ay have decreased the p r o bability of
significant results ; but nevertheless,

the findings

reveal valuable information concerning time management
and the community educator.

Each statistically signi

ficant relationship is marked w ith an asterisk on each
table for ease in identification.

Hypothesis 1:
The longer the university community educa
tion center has been in existence, the less impact
specific time wasters will have on the job performance
of the center director!

A Pearson product-moment correlation was performed
to determine the existence of a relationship between the
number of years the university center has been operating
and 37 specific time wasters common to management.
results of this treatment are shown in Table 1.
values,

The

Critical

determined through computer analysis during the

data treatment phase,

are compared to the .05 level of

significance in each case.
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Pearson Product-lloment Correlations Between How Many Years the Center
Has Been in Operation and Specific Time Wasters

PPM

Time Waster

Critical Values
at .05

1.

Attempting to do
too much at once.

54

-.0045

.2264

2.

.Having too many
bosses.

54

-.1028

.2264

3.

Socializing.

54

-.1185

.2264

4.

A staff with
problems.

54

-.0478

.2264

5.

Trying to cope
with change.

54

-.0686

.2264

54

-.0964

.2264

54

-.1342

.2264

6.

Inability to

7.

No deadlines.

8.

Confused
responsibility.

54

-.1791

.2264

9.

Understaffed.

54

-.2387

.2254

10,

Lack of teamwork.

54

-.0430

.2264

11.

Overlooking poor
performance.

52

-.0475

.2310

12.

Failure to listen.

54

. -.1581

.2264

13.

Dealing with

14.

Duplication of

-.0853

.2264

54

-.1447

.2264

Overstaffed.

53

-.2173

.2287

motivation.

54

-.0578

.2264

17.

Mistakes.

54

-.0406

.2264

18.

Snap decisions.

54

-.0853

.2264

54

15.

•

16.
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TABLE 1 (Continued)

Time Waster

N

PPM

Critical Values
at .05

19.
20.

communication.

53

-.0747

.2287

Leaving tasks
unfinished.

53

-.1733

.2287

21.

Personal
disorganization.

53

-.1696

.2287

22.

Untrained staff.

52

-.1884

.2310

23.

Delegating
authority.

53

-.1177

.2287

24.

Over control.

53

.1267

.2287

25.

Meetings.

53

.1110

.2287

26.

Shifting
priorities.

53

.1230

.2287

27.

Routine details.

53

-.0033

.2287

23.

No progress
reports.

52

-.0251

.2310

29.

No objectives or
daily plan.

52

-.1760

.2310

30.

Doing things
yourself.

53

-.2427

.2287 *

31.

The telephone.

53

-.1646

.2287

32.

Incomplete
information.

53

-.1963

.2287

33.

Visitors.

53

-.1934

.2287

34.

Not managing
conflict.

53

-.1036

.2287

35.

Committees.

53

-.0376

.2287

36.

Wanting all
the facts.

53

-.2362

,2287 *

Indecision.

53

-.1320

.2287

37.

* Significant results
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Significant results indicate that the longer the
center has been in existence the less being understaffed
impacts on job performance.

This same inverse r elation

ship was found to be true between the number of years
and doing things y o u r s e l f .

It was also determined that

the longer the center has been in existence the less the
director felt wanting all the facts impacted upon the
job performance.

These three cases w ould support the

stated hypothesis ; but in the remaining 34 cases the
hypothesis was rejected at the

.05 level of significance.

Hypothesis 2;
The longer the university community educa
tion center director has occupied this position, the li¥s
impact specific time wasters will have on the job p e r foînnance of the center d i r e c t o r .

Table 2 is the result of a Pearson product-moment
correlation between the number of years the center
director has held this particular position and 37 specific
time wasters.
The treatment resulted in significant inverse
relationships in 6 different cases.

The longer the

director had been in this position,

the less impact

dealing with cris i s , leaving tasks u n f i n i s h e d , delegating
a u t h ority, v i s i t o r s , and wanting all the facts had on the
directors' job performance.
of leaving tasks unfinished

In particular,

the problem

(.007) was diminished to a

great degree the longer the center director occupied the

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.

Pearson Product-Moment Correlations Between How Many Years the Center
Director Has Occupied This Position and Specific Time Wasters

Critical Values
at .05

Time Waster
1.

Attempting to do
too much at once.

54

.0158

.2264

2.

Having too many
bosses.

54

-.0663

.2264

3.

Socializing.

54

.0100

.2264

4.

A staff with
problems.

54

.0420

.2264

Trying to cope
with change.

54

-.0620

.2264

5.
6.

Inability to
54

-.0125

.2264

7.

Wo deadlines.

54

.0332

.2264

8.

Confused
responsibility.

54

-.1549

.2264

9.

Understaffed.

54

-.1262

.2264

10.

Lack of teamwork.

54

-.0318

.2264

11.

Overlooking poor
performance.

52

-.0128

.2310

12.

Failure to listen.

54

-.1028

.2264

13.

Dealing with
54

-.2318

.2264 *

14.

Duplication of
54

-.1300

.2264

Overstaffed.

53

-.1563.

.2287

motivation.

54

-.1136

.2264

17.

Mistakes.

54

-.1624

.2264

18.

Snap decisions.

54

-.2224

.2264

15.
16.
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TABLE 2 (Continued)

Time Waster

N

PPM

Critical Values
at .05

19.
communi cation.

53

-.0644

20.

Leaving tasks
unfinished.

53

-.3346

.2287 *

21.

Personal
disorganization.

53

-.1372

.2287

22.

Untrained staff.

52

-.2149

.2310

23.

Delegating
authority.

53

-.3105

.2287 *

24.

Over control.

53

-.1480

.2287

25.

Meetings.

53

.0427

.2287

26.

Shifting
priorities.

53

-.1206

.2287

.2287

27.

Routine details.

53

-.0210

.2287

28.

Ho progress
reports.

52

.0626

.2310
.2310

29.

No objectives or
daily plan.

52

-.1016

30.

Doing things
yourself.

53

-.2138

.2287

The telephone.

53

-.2283

.2287

31.
32.

Incomplete
information.

53

-.1698

.2287

33.

Visitors.

53

-.2497

.2287 *

34.

Not managing
conflict.

53

-.1086

.2287

35.

Committees.

53

-.0809

.2287

36.

Wanting all
the facts.

53

-.2420

.2287 *

37.

Indecision.

53

-.0916

.2287

' Significant results
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position.

Because of the lack of statistical signifi

cance in the remaining 31 relationships,

the hypothesis

was rejected at the .05 level.

Hypo thesis 3:
The larger the number of staff members
employed at the university community education c e n t e r ,
the greater impact specific time wasters will have on
the job performance of the center director^

The Pearson product-moment correlation uncovered
two significant relationships between the number of staff
members at the university community education center and
specific time wasters.
ships.

Table 3 indicates these relation

The more staff members in the center the less

attempting to cope with change and not having deadlines
impacts upon job performance by being identified as time
wasters.

The remaining 35 cases reject the research

hypothesis at the .05 level of significance.

Hypothesis 4:
The larger the number of schools in the
service area of the university community education c e n t e r ,
the greater impact specific time wasters will have on
job performance of the center d i r e c t o r .

Table 4 identifies strong inverse relationships
between the numbers of schools in the center service
area and specific time wasters.

The more schools in the

service area the less impact having too many b o s s e s ,
trying to cope w ith c h a n g e , having no d e a d l i n e s , lack of
te amwork, overlooking poor p e r f o r m a n c e , personal disor
g a nization, and having no progress reports have on the
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Pearson Product-Moment Correlations Between the Number of Staff Ilembers
in the Center and Specific Time Wasters

Time Waster

Critical Values
at .05

N

PPM

54

.0372

.2264

1.

Attempting to do
too much at once.

2.

Having too many
54

-.1977

.2264

3.

Socializing.

54

.0190

.2264

4.

A staff with
problems.

54

.1530

5.

Trying to cope
with change.

6.

Inability to

.2264

54

-.2728

.2264 *

54

-.0532

.2264

-.2529

.2264 *

7.

No deadlines.

54

8.

Confused
responsibility.

54

-.0360

.2264

9.

Understaffed.

54

-.1528

.2264

10.

Lack of tearnjork.

54

.1743

.2264

11.

Overlooking poor
performance.

52

.1495

.2310

12.

Failure to listen.

54

.1914

.2264

13.

Dealing with
54

-.0437

.2264

14.

Duplication of
54

-.0106

.2264

15.

Overstaffed.

53

.0275

.2287
.2264

16.
motivation.

54

-.1262

17.

Mistakes.

54

-.0046

.2264

18.

Snap decisions.

54

.0726

.2264
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TABLE 3 (Continued)

Critical Values
at .05

Time Waster
19.
53

.0525

20.

Leaving tasks
unfinished.

communication.

.2287

53

.0726

.2287

21.

Personal
disorganization.

53

.0349

.2287

22.

Untrained staff.

52

-.0729

.2310

23.

Delegating
authority.

53

-.0210

.2287

24.

Over control.

53

.0314

.2287

25.

Meetings.

53

.1075

.2287

26.

Shifting
priorities.

53

.1115

.2287

27.

Routine details.

53

.1196

.2287

28.

Ho progress
reports.

52

-.1737

.2310

29.

No objectives or
daily plan.

52

-.1197

.2310

30.

Doing things
yourself.

53

-.1995

.2287

31.

The telephone.

53

-.1542

.2287

32.

Incomplete
information.

53

-.0197

.2287

33.

Visitors.

53

-.1174

.2237

34.

Not managing
conflict.

53

.0030

.2287

35.

Committees.

53

.0005

.2287

36.

Wanting all
the facts.

53

.0426

.2287

37.

Indecision.

53

-.1286

.2287

* Significant results
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Pearson Product-Koment Correlations Between the Number of Schools
in the Center Service Area and Specific Time Wasters

Time Waster

N

PPM

Critical Values
at .05

1.

Attempting to do
too much at once.

45

-.1854

.2486

2.

Having too many
bosses.

45

-.3672

.2486 *

3.

Socializing.

45

-.2051

.2486

4.

A staff with
problems.

45

-.1262

.2486
.2486 *

5.

Trying to cope
with change.

6.

Inability to

45

-.4101

45

-.2445

.2486

45

-.4003

.2486 *

7.

No deadlines.

8.

Confused
responsibility.

45

-.0723

.2486

9.

Understaffed.

45

-.0213

.2486

10.

Lack of teamwork.

45

-.2611

.2486 *

11.

Overlooking poor
performance.

44

-.2562

.2406 *

12.

Failure to listen.

45

-.2148

.2486

13.

Dealing with
45

.0801

.2486

14.

Duplication of
45

-.2045

.2486

15.

Overstaffed.

44

-.0752

.2406
.2486

16.
motivation.

45

-.2484

17.

Mistakes.

45

-.1757

.2486

18.

Snap decisions.

45

-.0178

.2486
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TABLE 4 (Continued)

Time Waster

N

PPM

Critical Values
at .95

19.
44

-.0014

.2406

20.

Leaving tasks
unfinished.

44

-.0985

.2406

21.

Personal
disorganization.

44

-.2735

.2406 *

22.

Untrained staff.

43

-.1415

.2542

23.

Delegating
authority.

44

-.0080

.2406

communication.

24.

Over control.

44

-.1536

.2406

25.

Meetings.

44

-.1342

.2406

26.

Shifting
priorities.

44

.0665

.2406

27.

Routine details.

44

.0265

.2406

28.

No progress
reports.

44

-.3262

29.

No objectives or
daily plan.

43

-.2405

.2542

30.

Doing things
yourself.

44

.1579

.2406

31.

The telephone.

44

-.1692

.2406

32.

Incomplete
information.

44

.0250

.2406

33.

Visitors.

44

-.1567

.2406

34.

Not managing
conflict.

44

.0720

.2406

35.

Committees.

44

-.2029

.2406

36.

Wanting all
the facts.

44

-.2202

.2406

37.

Indecision.

44

-.0538

.2406

.2406 *

* Significant results
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directors’ job performance.

These significant results

would be in direct opposition to the stated hypothesis
using Pearson product-moment correlations as the treat
ment.

The remaining 29 cases w o u l d support the r ejec

tion of the hypothesis at the

.05 level.

Hypothesis 5:
The larger the number of graduate interns
at the university comnunity education center, the
greater impact specific time wasters will have on the
job performance of the center d i r e c t o r .

In an attempt to determine a significant relation
ship between the number of center graduate interns and
the impact on job performance of specific time wasters,
a Pearson product-moment correlation was again utilized.
The results,

contained in Table 5, indicate that as the

number of graduate interns increase,

the time wasters

doing things yourself and using the telephone have less
influence on job performance.

It wo u l d seem to follow

that as the center increases the staff support through
intern assistance,
herself;

the director will do less by himself/

and in the specific example of the telephone,

spend less time answering it because of this assistance.
Nevertheless,

the results of this treatment w ould provide

the basis for rejection of the hypothesis at the .05
level of significance.
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Pearson Product-Moment Correlations Between the Number of
Graduate Interns in the Center and Specific Time Wasters

Time Waster

N

1.

Attempting to do
too much at once.

49

2.

Having too many
bosses.

3.

Socializing.

4.

A staff with
problems.

5.

Trying to cope
with change.

PPM

Critical Values
at .05

-.0290

.2382

49

-.2130

.2332

49

-.1540

.2382

49

.1053

.2382

49

-.1776

.2382

6.

Inability to
49

.0386

.2382

7.

No deadlines.

49

-.1486

.2382

8.

Confused
responsibility.

49

-.1583

.2382

Understaffed.

49

-.1628

.2382

10.

Lack of teamwork.

49

.1584

.2382

11.

Overlooking poor
performance.

47

.0703

.2430

12.

Failure to listen.

49

-.1109

.2382

13.

Dealing with

14.

Duplication of

9.

49

-.1920

.2382

49

-.1559

.2382

Overstaffed.

48

-.1592

.2406

motivation.

49

-.1204

.2382

17.

Mistakes.

49

-.0224

.2382

18.

Snap decisions.

49

.0979

.2382

15.
16.
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TABLE 3 (Continued)

Critical Values
at .05

Time Waster
19.
communication.

48

20.

Leaving tasks
unfinished.

48

.0720

.2406

21.

Personal
disorganization.

48

-.0334

.2406

22.

Untrained staff.

47

-.1059

.2430

23.

Delegating
authority.

48

-.0589

.2406

24.

Over control.

48

.1049

.2406

25.

Meetings.

48

.1633

.2406

26.

Shifting
priorities.

48

.0884

,2406

.0047

.2406

27.

Routine details.

48

.1148

.2406

23.

No progress
reports.

47

-.2364

.2430

29.

No objectives or
daily plan.

47

-.1393

.2430

30.

Doing things
yourself.

48

-.3085

.2406 *

31.

The telephone.

48

-.2496

.2406 *

32.

Incomplete
information.

48

-.1447

.2406

33.

Visitors.

48

.0587

.2406

34.

Not managing
conflict.

48

.1179

.2406

35.

Committees.

48

.0855

.2406

36.

Wanting all
the facts.

48

-.2159

.2406

37.

Indecision.

48

-.0314

.2406

■ Significant results
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Hypothesis 6:
The more years of community education
experience the university community education center
director has compiled, the less impact specific time
wasters will have on the job performance of the center
director!

Table 6 reports the Pearson product-moment correla
tions between the directors' years of community education
experience and specific time wasters whi c h may impact on
the directors' job performance.

It was determined that

as the years of experience increase,

attempting to do too

m uch at o n c e , b eing u n d e r s t a f f e d , leaving tasks un f i n i s h e d ,
personal disorganization, hav i n g incomplete information,
not managing conflict , and want i n g all the facts decrease
in impact on job performance.

These correlations would

support the stated hypothesis.

The reduction of leaving

tasks unfinished as experience increases is particularly
significant with a factor of
correlations,

.001.

In the remaining 30

the hypothesis was rejected at the .05

level.

Hypothesis 7:
Specific time wasters will have less impact
on a university community education center director if the
director has had any previous time management tra i n i n g .

A point biserial correlation was utilized to determine
significant relationships betw e e n a center director having
any previous time management training and the impact of
specific time wasters on job performance.

Table 7 sum

marizes these correlations and compares them to critical
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Pearson Product-IIoment Correlations Between the Director's Years
of Experience in Community Education and Specific Time Wasters

Time Waster

N

PPM

Critical Values
at .05

1.

Attempting to do
too much at once.

54

-.2855

.2264 *

2.

Having too many
bosses.

54

-.0482

.2264

3.

Socializing.

54

-.0614

.2264

4.

A staff with
problems.

54

-.0878

.2264

5.

Trying to cope
with change.

6.

Inability to

54

.0793

.2264

54

-.0019

.2264
.2264

7.

No deadlines.

54

.0325

8.

Confused
responsibility.

54

-.1966

.2264

Understaffed.

54

-.2358

.2264 *

9.
10.

Lack of teamwork.

54

-.0150

.2264

11.

Overlooking poor
performance.

52

-.2079

. .2330

12.

Failure to listen.

54

-.1016

.2264

13.

Dealing with
54

-.1293

.2264

54

-.0552

.2264

53

-.1795

.2287

14.

Duplication of

15.

Overstaffed.

16.
motivation.

54

-.1336

.2264

17.

Mistakes.

54

-.2231

.2264

18.

Snap decisions.

54

-.1365

.2264
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TABLE 6 (Continued)

Time Waster

N

PPM

Critical Values
at ..05

19.
communication.

53

-.1008

.2287

Leaving tasks
unfinished.

53

-.4256

.2287 *

21.

Personal
disorganization.

53

-.2307

.2287 *

22.

Untrained staff.

52

-.1073

.2310

23.

Delegating
authority.

53

-.2246

.2287

24.

Over control.

53

-.0462

.2237

25.

Meetings.

53

.1977

.2287

26.

Shifting
priorities.

53

-.0246

.2287

27.

Routine details.

53

-.0078

.2287

28.

No progress
reports.

52

.1692

.2310

29.

No objectives or
daily plan.

52

-.1295

.2310

20.

30.

Doing things
yourself.

53

-.1437

.2237

31.

The telephone.

53

-.1323

.2287

32.

Incomplete
information.

53

-.2593

.2287 *

33.

Visitors.

53

-.0807

.2287

34.

Not managing
conflict.

53

-.2690

35.

Committees.

53

.1208

36.

Wanting all
the facts.

53

-.2770

37.

Indecision.

53

.0903

.2287 *
.2287
.2287 *
.2287

* Significant results
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Point Biserial Correlations Between Whether a Center Director
Has Had Any Previous Time Management Training and
Specific Time Wasters

Time Waster

N

PBC i-pb

Values
at .05

1.

Attempting to do
too much at once.

54

-.200801

2.

Having too many
bosses.

54

-.075263

.2264

3.

Socializing.

54

.072601

.2264

4.

A staff with
problems.

54

.102638

.2264

5.

Trying to cope
with change.

54

6.

Inability to
54

.014533
-.06466

.2264

.2264
.2264

7.

No deadlines.

54

.109241

.2264

8.

Confused
responsibility.

54

.255125

.2264 *

Understaffed.

54

-.179913

.2264

10.

Lack of teamwork.

54

.187044

.2264

11.

Overlooking poor
performance.

52

.168944

.2231

12.

Failure to listen.

54

-.168196

.2264

13.

Dealing with
54

.009918

.2264

14.

Duplication of
54

-.011125

.2264

15.

Overstaffed,

53

.103482

.2237

9.

16.
motivation.

54

.160431

.2264

17.

Mistakes.

54

-.047789

.2264

18.

Snap decisions.

54

-.00805

.2264
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TABLE 7 (Continued)

Time Waster

N

PBC rpb

Critical
Values
at .05

19.
communication.

53

.090704

.2237

20.

Leaving tasks
unfinished.

53

.054108

.2287

21.

Personal
disorganization.

53

-.090784

.2287

22.

Untrained staff.

52

.095168

.2231

23.

Delegating
authority.

53

.067745

.2287

24.

Over control.

53

-.010506

.2287

25.

Meetings.

53

-.029528

.2287

26.

Shifting
priorities.

53

-.050581

.2287

27.

Routine details.

53

-.060961

.2287

28.

No progress
reports.

52

.140192

.2231

29.

No objectives or
daily plan.

52

.060272

.2231

30.

Doing things
yourself.

53

.063173

.2287

31.

The telephone.

53

-.072012

.2287

32.

Incomplete
information.

53

-.181811

.2287

33.

Visitors.

53

-.152438

.2287

34.

Not managing
conflict.

53

-.015371

.2287

35.

Committees.

53

-.109651

.2287

36.

Wanting all
the facts.

53

.044687

.2287

Indecision.

53

.179158

.2287

37.

* Significant results
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values.
values,

If the correlations are greater than the critical
significance is determined.

treatment,

In this particular

confused responsibility increased as a time

waster when the number of directors who have had no
previous time management training i n c r e a s e s .
support the stated hypothesis;

This would

although in the remaining

36 correlations the hypothesis was rejected at the .05
level.

Hypothesis 8:
University community education center
directors will report specific timie wasters as being
extrinsic as opposed to i n t r i n s i c .

The literature on time management concludes that
most individuals place the blame for wasting time on
others.

Table 8 involves the reporting of frequency

counts to support the hypothesis

that center directors

will also blame others for causing time wasters that
impact on the directors' job performance.
although close,

The results,

show that of the total 1,115 responses,

569 support time wasters as being extrinsic and 546 are
intrinsic in nature.

Seventeen of the 37 time wasters

were reported to be intrinsic and 19 extrinsic, wi t h one
reported equal.

The top 5 time wasters with an intrinsic

response were :
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Frequency Counts on VJhether Center Directors Consider Specific
Time Wasters as Intrinsic or Extrinsic

Time Waster

N

Intrinsic

Extrinsic

1.

Attempting to do
too much at once.

44

38

6

2.

Having too many
bosses.

28

4

24

3.

Socializing.

30

15

15

4.

A staff with
problems.

29

5

24

5.

Trying to cope
with change.

6.

Inability to

28

8

20

46

45

1

7.

No deadlines.

20

13

7

8.

Confused
responsibility.

25

8

17

Understaffed.

43

4

39

10.

9.

Lack of teamwork.

17

4

13

11.

Overlooking poor
performance.

33

20

13

12.

Failure to listen.

34

21

13

13.

Dealing with
29

6

23

24

6

18

12

6

6
13

14.

Duplication of

15.

Overstaffed.

16.
motivation.

29

16

17.

Mistakes.

27

20

7

18.

Snap decisions.

26

21

5
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TABLE 8 (Continued)

Time Waster

N

Intrinsic

Extrinsic

19.
communication.

28

20.

Leaving tasks
unfinished.

21.

Personal
disorganization.
Untrained staff.

22,

13

15

43

29

14

45

40

5

24

9

15

23.

Delegating
authority.

28

24

4

24.

Over control.

25

14

11

25.

Meetings.

38

3

35

26.

Shifting
priorities.

24

8

16

27.

Routine details.

36

12

24

28.

No progress
reports.

18

8

10

29.

No objectives or
daily plan.

24

18

6

30.

Doing things
yourself.

37

30

7

31.

The telephone.

40

8

32

32.

Incomplete
information.

35

4

31

33.

Visitors.

35

5

30

34.

Not managing
conflict.

25

21

4

35.

Committees.

35

3

32

36.

Wanting all
the facts.

23

17

6

37.

Indecision.

28

20

8

TOTALS

1115

546

569
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1.
2.
3.
4.
5.

(6)
(21)
(1)
(30)
(23)

Inability to say no.
Personal disorganization.
Attempting to do too much at once.
Doing things yourself.
Delegation of authority.

The top 5 time wasters w i t h an extrinsic response

1.
2.
3.
4.
5.

(9)
(25)
(35)
(32)
(33)

Understaffed.
Meetings.
Committees.
Incomplete information.
Visitors.

Hypothesis 9 : University community education center
directors w ill identify certain specific time wasters
as having more impact on their job performance than
others.

When examining which time wasters are perceived by
the directors as having more impact on job performance,
the 37 time wasters were rated on a scale from not at all
limiting to extremely limiting.

Table 9 contains an

ordering of these time wasters according to ranking of
means by directors.
A 95 percent confidence interval was established for
each mean to help alleviate the possibility of mean
differences occurring by accident.

When the confidence

intervals of time wasters did not overlap,

differences

could be determined wi t h a certain amount of confidence.
Being understaffed was given as the number one time
waster for center directors.

Being overstaffed was

determined to be the least limiting to job performance.
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Ranking of Specific Time Wasters
According to Means

Time Waster

Mean

Ranking

SD

95% Confidence
Inteirval

Understaffed.

54

3.315

1

1.315

3.666-2.964

Meetings.

53

3.189

2

1.178

3.506-2.872

1.

Attempting to do
too much at once.

54

3.167

3

.927

3.434-2.900

6.

Inability to
54

3.056

4

1.172

3.369-2.743
3.130-2.568

9.
25.

35.

Committees.

53

2.849

5

1.045

27.

Routine details.

53

2.698

6

1.011

2,970-2.426

31.

The telephone.

53

2.660

7

1.108

2.958-2.362

33.

Visitors.

53

2.660

7

1.073

2.949-2.371

communication.

53

2.585

9

1.027

2.861-2.309

53

2.585

9

.949

2.840-2.330

54

2.519

11

.926

2.766-2.272
2.823-2.159

19.
20.

Leaving tasks
unfinished.

13.

Dealing with

32.

Incomplete
information.

53

2.491

12

1.234

21.

Personal
disorganization.

53

2.415

13

1.027

2.691-2.139

17.

Mistakes.

54

2.407

14

.962

2.664-2.150

30.

Doing things
yourself.

53

2.350

15

1.076

2.643-2.063

12.

Failure to listen.

54

2.296

16

1.093

2.588-2.004

14.

Duplication of
54

2.222

17

1.239

2.553-1.891

5.

Trying to cope
with change.

54

2.111

18

.945

2.363-1.859
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TABLE 9 (Continued)

Time Waster

N

Mean

Ranking

SD

95% Confidence
Interval

34.

Not managing
conflict.

53

2.094

19

1.131

2,398-1.790

11.

Overlooking poor
performance.

52

2.077

20

1.007

2.351-1.803

26.

Shifting
priorities.

53

2.075

21

.937

2.327-1.823

A staff with
problems.

54

2.074

22

1.163

2.334-1.764

4.
8.

Confused
responsibility.

54

2.056

23

1.323

2.409-1.703

2.

Having too many
bosses.

54

• 2.019

24

1.251

2.353-1.685

Socializing.

54

2.019

24

.981

2.281-1.757

3.
16.

motivation.

54

2.000

26

1.289

2.344-1.656

10.

Lack of teamwork.

54

1.963

27

1.228

2.291-1.635

18.

Snap decisions.

54

1.944

28

.856

2.172-1.716

37.

Indecision.

53

1.943

29

1.134

2.248-1.638

22.

Untrained staff.

52

1.904

30

1.089

2.200-1.608

23.

Delegating
authority.

53

1.387

31

1.050

2.170-1.604

24.

Over control.

53

1.887

31

1.204

2.211-1.563

29.

No objectives or
daily plan.

52

1.827

33

1.024

2.105-1.549

No deadlines.

54

1.778

34

.833

2.014-1.542

28.

No progress
reports.

52

1.750

35

1.135

2.058-1.442

36.

Wanting all
the facts.

53

1.736

36

.902

1.979-1.493

Overstaffed.

53

1.245

37

.648

1.420-1.075

7.

15.
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leading one to conclude that staffing plays a very
important role in time management as applied to u n i v e r 
sity community education center direction.

Hypothesis 10:
The degree of extrinsic influence on
specific time wasters will be greater than the degree of
intrinsic influence on specific time wasters as identified
b y the university community education center d i r e c t o r .

Tables 10 and 11 separate intrinsic and extrinsic
time wasters into two groups based on the center directors'
perceptions.

The directors were asked to judge the degree

that a time waster is intrinsic or extrinsic on a p e r cent
age continuum question.
Table 10 reports the means of perceived intrinsic
time wasters along w it h mean rankings and the correspond
ing percentage.

The inability to say no was determined

to have the greatest intrinsic impact on job performance
and having no deadlines was reported as having the least
intrinsic impact.
Table 11 reports the means of the perceived extrinsic
time wasters along w i t h mean rankings and corresponding
p erc en t a g e s .

Being understaffed was perceived as having

the greatest extrinsic impact on job performance, while
not using progress reports was reported as having the
least extrinsic impact.
Confidence intervals

(95 percent) were again

utilized to help alleviate difference in means that

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.

104

Ranking of Intrinsic Time Wasters According to Means and
Including Corresponding Percentages

Time Waster
6.
21.
1.
30.

N

Mean

Ranking

%

95% Confidence
Interval

Inability to
Personal
disorganization.

52

13.019

1

80

13.534-12.504

51

13.569

2

74

14.212-12.926

Attempting to do
too much at once.

53

14.302

3

67

14.302-13.802

Doing things
yourself.

47

14.489

4

65

15.168-13.810
15.542-14.140

23.

Delegating
authority.

44 ■

14.841

5

67

34.

Not managing
conflict.

42

14.881

6

61

15.457-14.305

18.

Snap decisions.

45

14.978

7

60

15.512-14.444

29.

No objectives or
daily plan.

38

15.000

8

60

15.661-14.339

20.

Leaving tasks
unfinished.

50

15.100

9

59

15.763-14.432

37.

Indecision.

42

15.238

10

50

15.972-14.504

36.

Wanting all
the facts.

43

15.302

11

57

15.050-14.754

17.

Mistakes.

51

15.412

12

56

15.900-14.923

12.

Failure to listen.

49

15.429

13

56

16.103-14.755

motivation.

43

15.442

14

56

16.354-14.530

16.
7.

No deadlines.

42

15.476

15

55

16.078-14.874

24.

Over control.

39

15.590

16

54

16.358-14.822

11.

Overlooking poor
performance.

42

15.667

17

53

16.400-14.933

15.

Overstaffed.

35

15.329

18

52

16.422-15.236

3.

Socializing.

47

15.894

19

51

16.526-15.262
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Ranking of Extrinsic Time Wasters According to Means and
Including Corresponding Percentages

Time Waster
9.

Understaffed.

2.

Having too many

H

95% Confidence
Interval

Mean

Ranking

13.460

1

39

18.000

2

70

13.808-17.192

48

17.917

3

69

18.517-17.317

50

7.
75

19.121-17.799

33.

Visitors.

25.

Meetings.

51

17.804

4

68

18.342-17.266

35.

Committees.

50

17.800

5

68

18.360-17.240

4.

A staff with
problems.

43

17.465

6

65

18.081-16.848

31.

The telephone.

49

17.286

7

63

17.917-16.655

32.

Incomplete
information.

47

17.255

8

63

17.867-16.643

13.

Dealing with
17.406-16.438

14.

Duplication of

51

16.922

9

59

46

16.348

10

58

17.436-16.261

27.

Routine details.

50

16.740

11

57

17.348-16.132

10.

Lack of tearatrork.

44

16.727

12

57

17.277-16.177

Confused
responsibility.

42

16.595

13

56

17.360-15.831

Shifting
priorities.

45

16.556

14

56

16.972-16.140

8.
26.
22.
5.

Untrained staff.

40

16.475

15

55

17.045-15.905

Trying to cope
with change.

47

16.463

16

54

17.011-15.925

communication.

43

16.271

17

53

16.789-15.753

No progress
reports.

38

16.158 ,

18

52

16.850-15.466

19.
28.
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might occur by accident.
In attempting to prove that the degree of extrinsic
time wasters would be reported as being greater than the
degree of intrinsic time wasters,

the average intrinsic

percentage was compared to the average extrinsic per c e n t 
age.
In support of the stated hypothesis,
extrinsic percentage was

the average

61 percent as compared to a

59.789 percent intrinsic percentage.

Hypothesis 11:
The longer the university community
education center has been in existence, the less the
center director will identify specific time wasters as
being e x t r i n s i c .

Decisions were made by the center directors as to
whether they perceived specific time wasters as being
caused by others or by themselves.

These dichotomous

responses were compared to demographic factors inherent
in center direction through the use of point biserial
correlations.
Table 12 contains data to determine whether time
wasters are more extrinsic in nature as the amount of
time the center has been in existence increases.

Critical

values are compared to each correlation to determine
significance.
The data wou l d indicate that as the years of center
existence increase,

duplication of e f f o r t , the tele p h o n e .
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Point Biserial Correlations Between the Number of Years the Center
Has Been in Operation and IVhether Specific Time Wasters
are Intrinsic or Extrinsic

Critical
Time Waster
1.

Attempting to do
too much at once.

N

PBC rpb

44

.176302

.2514

at .05

2.

Having too many
28

.044004

.3170

3.

Socializing.

30

.000000

.3060

4.

A staff with
problems.

29

.172926

.3110

5.

Trying to cope
with change.

28

.188805

.3170

46

-.037973

.2474

20

-.203505

.3780

6.

Inability to

7.

No deadlines.

8.

Confused
responsibility.

25

-.213959

.3370

9.

Understaffed.

43

-.062782

.2542

10.

Lack of teamwork.

17

.040024

.4120

1Î.

Overlooking poor
performance.

33

.103006

.2918

12.

Failure to listen.

34

-.150596

.2876

13.

Dealing with
29

-.059502

.3110

14.

Duplication of
24

-.456746

.3440 *

15.

Overstaffed.

12

-.266685

.4970

motivation.

29

-.149181

.3110

17.

Mistakes.

27

-.132456

•.3230

18.

Snap decisions.

26

.005649

.3300

16.
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TABLE 12 (Continued)

Critical
Time Waster

N

PBC rpb

at .05

19.
communication.

28

-.093264

.3170

20.

Leaving tasks
unfinished.

43

-.113135

.2542

21.

Personal
disorganization.

45

-.201299

.2486

22.

Untrained staff.

24

.188771

.3440

23.

Delegating
authority.

28

-.008946

.3170

24.

Over control.

25

-.166310

.3370

25.

Meetings.

38

-.009091

.2714

26.

Shifting
priorities.

24

-.19138

.3440

27.

Routine details.

36

.000000

.2703

28.

No progress
reports.

18

-.267252

.4000

29.

No objectives or
daily plan.

24

-.119821

.3440

30.

Doing things
yourself.

37

-.295637

.2750 *

31.

The telephone.

40

-.350337

.2642 *

32.

Incomplete
information.

35

-.335483

.2334 *

33.

Visitors.

35

-.235127

.2834

34.

Not managing
conflict.

25

.234658

.3370

35.

Committees.

35

-.288671

.2834 *

36.

Wanting all
the facts.

23

-.341246

.3520

Indecision.

28

-.138434

.3170

37.

* Significant results
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having incomplete inf o r m a t i o n , v i s i t o r s , and committees
will become less extrinsic in nature.

The remaining 34

relationships are concluded to be not significant and
in each case the hypothesis is rejected at the

.05 level.

Hypothesis 12:
The longer the university community
education center director has occupied this p o s i t i o n ,
the less the center director will identify specific time
wasters as being e x t r i n s i c .

Table 13 contains relationships existing between the
years the center director has occupied the position and
whether the director perceives time wasters as intrinsic
or extrinsic.

The point biserial correlation treatment

reveals significant relationships between years and
extrinsic perception concerning having no d e a d l i n e s ,
untrained s t a f f , visitors and co m m i t t e e s .

In each case,

an increase in years will result in less extrinsic time
wasting.

These correlations support the stated hypothesis.

In the remaining 33 cases,

the hypothesis is rejected at

the .05 level of significance.

Hypothesis 13:
The larger the number of staff members
employed at the university community education c e n t e r ,
the more the center director will identify specific time
wasters as being e x t r i n s i c .
'

The point biserial correlation coefficient was again
selected as the treatment wh e n attempting to demonstrate
the relationship that as the staff of a center increases
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Point Biserial Correlations Between How Many Years the Center
Director Has Occupied this Position and Whether Specific
Time Wasters are Intrinsic or Extrinsic

Critical
Time Waster
1.

Attempting to do
too much at once.

N

PBC rpb

44

.151823

.2514

28

-.243312

.3170

30

.075138

.3060

at .05

2.

Having too many

3.

Socializing.

4.

A staff with
problems.

29

-.014847

.3110

5.

Trying to cope
with change.

28

.250706

.3170

6.

Inability to
46

.031731

7.

Wo deadlines.

20

-.413667

8.

Confused
responsibility.

25

.209803

9.

Understaffed.

43

.111640

.2542

10.

Lack of teamwork.

17

.301246

.4120

11.

Overlooking poor
performance.

33

.210461

.2918

12.

Failure to listen.

34

-.078314

.2876

29

.113674

.3110
.3440

13.

Dealing with

14.

Duplication of

15.

.2474
.3780 *
.3370

24

-.048485

Overstaffed.

12

.161335

.4970

16.
motivation.

29

.258912

.3110

17.

Mistakes.

27

.139840

.3230

18.

Snap decisions.

26

-.179159

.3300
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TABLE 13 (Continued)

Time Waster

N

MC rpb

Critical
Values
at .05

19.
communication.

28

-.105030

.3170

Leaving tasks
unfinished.

43

-.072722

.2542

21.

Personal
disorganization.

45

-.100303

.2486

22.

Untrained staff.

24

-.380554

.3440 *

20.

23.

Delegating
authority.

28

-.158004

.3170

24.

Over control.

25

-.248528

.3370

25.

Meetings.

30

-.146562

.2714

26.

Shifting
priorities.

24

-.124326

.3440

27.

Routine details.

36

.174087

.2708

28.

Wo progress
reports.

18

.371315

.4000

29.

No objectives or
daily plan.

24

-.251280

.3440

30.

Doing things
yourself.

37

-.131043

.2750

31.

The telephone.

40

-.156615

.2642

32.

Incomplete
information.

35

.208300

.2834

33.

Visitors.

35

-.359433

.2834 *

34.

Not managing
conflict.

25

-.047471

.3370

35.

Committees.

35

-.377151

.2834 *

36.

Wanting all
the facts.

23

.153985

.3520

37.

Indecision.

28

-.008433

.3170

' Significant results
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in number the extrinsic identification of specific time
wasters by directors wi l l increase.

Table 14 contains

the results of these correlations,
A significant relationship exists between the number
of staff members and the directors'

perceptions concerning

confused responsibility and the telephone as being time
wasters caused by others.
increases,

As the number of staff members

extrinsic causation decreases.

This w ould not

support the stated hypothesis.
A second significant relationship was determined to
be in support of the hypothesis.

An increase in staff

members at the center results in an increase in wanting
all the facts as an extrinsic time waster.
ship represents a positive correlation.

This r elation

And in all other

cases the hypothesis was rejected at the .05 level of
significance.

Hypothesis 14:
The larger the number of schools in the
service area of the university community education c e n t e r ,
the more the center director will identify specific time
wasters as being e x t r i n s i c .

When examining Table 15,

consisting of point biserial

correlations of the number of schools in the center
district and the extrinsic or intrinsic nature of time
wasters,

significant relationships in support of the

stated hypothesis could be ascertained in two cases.
Shifting priorities and routine details became more
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Point Biserial Correlations Between the Number of Staff Members
Working in the Center and VJhether Specific Time Wasters
are Intrinsic or Extrinsic

Time Waster
1.

Attempting to do
too much at once.

2.

Having too many

3.

Socializing.

4.

A staff with
problems.

5.

Trying to cope
with change.

' ^pb

Values
at .05

44

-.091253

.2514

28

-.243812

.3170

30

.111582

.3060

29

.240577

.3110

28

-.196709

.3170

46

-.086586

.2474

20

-.190097

.3780
.3370

6.

Inability to

7.

No deadlines.

8.

Confused
responsibility.

25

-.496174

9.

Understaffed.

43

.096822

.2542

10.

Lack of teamwork.

17

-.095130

.4120

11.

Overlooking poor
performance.

33

-.009169

.2918

12.

Failure to listen.

33

-.092010

.2918

13.

Dealing with
29

.187395

.3110

14.

Duplication of
24

-.100037

.3440

. 12

.357307

.4970

motivation.

29

-.042263

.3110

17.

Mistakes.

27

-.020815

.3230

18.

Snap decisions.

26

-.113416

.3300

15.

Overstaffed.

16.
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TABLE 14 (Continued)

Critical
■Values

Time Waster
19.
communication.

28

-.195818

.3170

Leaving tasks
unfinished.

43

.240787

.2542

21.

Personal
disorganization.

45

.122573

.2486

22.

Untrained staff.

24

.322889

.3440

23.

Delegating
authority.

23

-.068752

.3170

24.

Over control.

25

-.015712

.3370

25.

Meetings.

38

-.022803

.2714

26.

Shifting
priorities.

24

-.045868

.3440

27.

Routine details.

36

.000000

.2708

28.

No progress
reports.

18

.072597

.4000

29.

No objectives or
daily plan.

24

.024809

.3440
.2750

20.

30.

Doing things
yourself.

37

.004359

31.

The telephone.

40

-.291115

.2642 *

32.

Incomplete
information.

35

-.010395

.2334

33.

Visitors.

35

-.250924

.2834

34.

Not managing
conflict.

25

-.003277

.3370

35.

Committees.

35

-.119394

.2334

36.

Wanting all
the facts.

23

.452841

37.

Indecision.

28

-.174597

.3520 *
.3170

* Significant results
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Point Biserial Correlations Between the Number of Schools in the
Center Service Area and Whether Specific Time Wasters
are Intrinsic or Extrinsic

N

PBC rpb

1.

Attempting to do
too much at once.

35

-.084545

2.

Having too many
bosses.

24

-.040613

.3440

3.

Socializing.

23

.170875

.3520

4.

A staff with
problems.

26

-.080093

.3300

5.

Trying to cope
with change.

24

-.321470

.3440

Time Waster

6.

Inability to

7.

No deadlines.

8.
9.

at^'^ol
.2834

40

-.199125

.2642

15

-.200999

.4410

Confused
responsibility.

20

-.060939

.3780

Understaffed.

36

.017193

.2708

10.

Lack of teamwork.

15

-.074375

.4410

11.

Overlooking poor
performance.

27

.297050

.3230

12.

Failure to listen.

28

-.008183

.3170

21

.165599

.3690

20

.035102

.3780

11

.123091

.5210

13.

Dealing with

14.

Duplication of

15.

Overstaffed.

16.
motivation.

24

.109449

.3440

17.

Mistakes.

23

-.048088

.3520

18.

Snap decisions.

21

-.156305

.3690
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TABLE 15 (Continued)

Time Waster

N

PBC rpb

.Values
at .05

.3440

19.
communication.

24

.188684

20.

Leaving tasks
unfinished.

36

-.160140

.2703

21.

Personal
disorganization.

37

-.190894

.2750

22.

Untrained staff.

22

.038321

.3600

23.

Delegating
authority.

22

-.253660

.3600

24.

Over control.

20

.167725

.3780

25.

Meetings.

32

.118065

.2960

26.

Shifting
priorities.

21

.389311

.3690 *

27.

Routine details.

31

.323160

.3010 *

28.

No progress
reports.

16

-.434755

.4260 *

29.

No objectives or
daily plan.

20

-.241171

.3780

30.

Doing things
yourself.

22

.037086

.3600

31.

The telephone.

34

-.220267

.2376

32.

Incomplete
information.

31

-.065831

.3010

33.

Visitors.

29

.199563

.3110

34.

Not managing
conflict.

23

-.090268

.3520

35.

Committees.

20

-.199589

.3170

36.

Wanting all
the facts.

20

.060486

.3760

37.

Indecision.

22

-.093551

.3600

* Significant results

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.

117

extrinsic as the number of schools increased.

It was

also determined that as the number of schools increased,
having no progress reports becomes less extrinsic.

This

finding would not support the stated hypothesis and was
rejected at the .05 level of significance as were the
remaining 34 cases.

Hypothesis 15:
The larger the number of graduate interns
at the university community education center, the more
the center director will identify specific time waster's
as being extrinsic.

No significant positive relationships were found to
support the hypothesis that as the number of interns
increased the perceived extrinsic time wasting w ould
also increase.

The point biserial correlations in Table

16 generate four significant relationships.

The data

reveal that as the num b e r of graduate interns increases,
the time wasters having too m any b o s s e s , confused
responsibility, the t e l e p h o n e , and incomplete information
decrease in extrinsic causation.

The data would provide

the basis for rejection of the hypothesis at the .05 level.

Hypothesis 16;
The more years of community education
experience the university community education center
director has compiled, the less the center director w i l l
identify specific time wasters as being extr i n s i c .

Table 17 indicates six significant point biserial
correlations supporting the hypothesis that as the years
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Point Biserial Correlations Between the Number of Graduate Interns
Working in the Center and % e t h e r Specific Time Wasters
are Intrinsic or Extrinsic

Time Waster

N

PBC rpb

at .05

1.

Attempting to do
too much at once.

40

-.071107

2.

Having too many
bosses.

25

-.352797

3.

Socializing.

26

.120455

.3300

4.

A staff with
problems.

26

.213900

.3300

5.

Trying to cope
with change.

26

-.209769

.3300

.2642
.3370 ’

6.

Inability to
42

-.057501

.2570

7.

No deadlines.

19

-.274018

.3890

8.

Confused
responsibility.

22

-.550597

.3600 ■>

9.

Understaffed.

41

-.167529

,2542
.4580

10.

Lack of teamwork.

14

-.017035

11.

Overlooking poor
performance.

26

-.126930

.3300

12.

Failure to listen.

30

-.292052

.3060

13.

Dealing with

14.

Duplication of

15.

26

-.157169

.3300

22

-.092620

.3600

Overstaffed.

12

-.003651

.4970
.3300

16.
motivation.

26

-.245904

17.

Mistakes.

25

-.191737

.3370

18.

Snap decisions.

26

-.109390

.3300
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TABLE 16 (Continued)

Time Waster

N

PBC rpb

• Values
at .05

19.
communication.

24

.134187

.3440

Leaving tasks
unfinished.

39

-.063963

.2678

21.

Personal
disorganization.

41

-.114032

.2542

22.

Untrained staff.

22

-.055073

.3600

23.

Delegating
authority.

25

.130260

.3370

24.

Over control.

23

-.071010

.3520

25.

Meetings.

36

.000000

.2708

26.

Shifting
priorities.

22

-.336402

.3600

27.

Routine details.

34

-.173862

.2876

28.

No progress
reports.

17

-.297643

.4120

29.

No objectives or
daily plan.

23

-.266595

.3520

30.

Doing things
yourself.

34

.121284

31.

The telephone.

38

-.460220

.2714 *

32.

Incomplete
information.

32

-.351135

.2960 *

33.

Visitors.

32

.014536

.2960

34.

Hot managing
conflict.

21

. .051917

.3690

35.

Committees.

33

-.057279

.2918

36.

Wanting all
the facts.

21

-.096065

.3690

Indecision.

23

-.145058

.3520

20.

37.

.2876

* Significant results
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Point Biserial Correlations Between the Director’s Years of
Experience in Community Education and I-Jhether Specific
Time Wasters are Intrinsic or Extrinsic

Critical
Time Waster

N

PBC rpb

44

-.054071

.2514

at .05

1.

Attempting to do
Coo much at once.

2.

Having too many
bosses.

28

-.015810

.3170

3.

Socializing.

30

-.194068

.3060

4.

A staff with
problems.

29

.000000

Trying to cope
with change.

28

-.360234

.3170 *

5.

.3110

6.

Inability to
46

-.006561

.2474

7.

No deadlines.

20

-.541184

.3780 *

8.

Confused
responsibility.

26

-.234051

.3300

Understaffed.

43

-.215027

.2542

10.

Lack of teamwork.

17

.183919

.4120

11.

Overlooking poor
performance.

33

-.033894

.2918

12.

Failure to listen.

34

.005241

.2876

13.

Dealing with

14.

Duplication of

9.

29

-.045377

.3110

24

-.103675

.3440

Overstaffed.

12

-.399275

.4970

motivation.

29

.284433

.3110

17.

Mistakes.

27

.044387

.3230

18.

Snap decisions.

26

-.402710

15.
16.

.3300 *
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TABLE 17 (Continued)

Time Waster

N

PBC rpb

Critical
Values
at .05

19.
communication.

28

-.116487

.3170

Leaving tasks
unfinished.

43

-.270425

.2542 *

21.

Personal
disorganization.

45

-.008812

.2486

22.

Untrained staff.

24

.316349

.3440

23.

Delegating
authority.

23

-.015163

.3170

24.

Over control.

25

-.232855

.3370

25.

Meetings.

38

-.308567

.2714 *

26.

Shifting
priorities.

24

-.120614

.3440

27.

Routine details.

36

-.080508

.2708
.4000

20.

28.

No progress
reports.

18

.135750

29.

No objectives or
daily plan.

24

-.400694

.3440 *

30.

Doing things
yourself.

37

-.233039

.2750

31.

The telephone.

40

-.442230

.2642 *

32.

Incomplete
information.

35

-.205687

.2834

33.

Visitors.

35

-.434613

.2834 *

34.

Not managing
conflict.

25

-.319090

.3370

35.

Committees.

35

-.448543

.2834 *

36.

Wanting all
the facts.

23

.203142

• .3520

Indecision.

28

.010595

.3170

37.

* Significant results
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of experience in community education increase,
tendency to blame others
wasters will decrease.

the

(extrinsic) for specific time
The correlations between

experience and trying to cope wi t h c h a n g e , having no
deadlines, making snap d e c i s i o n s , leaving tasks u n f i n i s h e d .
m e e t i n g s . having no objectives or daily p l a n , the tele
phone , vi s i t o r s , and committees are negatively correlated
and are therefore in support of the general hypothesis.
The remaining 28 cases provide rejection of the stated
hypothesis at the .05 level of significance.

Hypothesis 17:
The university community education center
director will identify specific time wasters as being
intrinsic if the director has had any previous t i m ë m a n a g e ment training.

In order to establish significant relationships
between the dichotomous variable intrinsic or extrinsic
and the dichotomous variable yes or no I have ha d previous
time management training,

the phi correlation coefficient

was selected.
Table 18 contains the results of these correlations
and the determination of significance by comparing the
phi coefficients to the .05 critical v a l u e s .

It was

determined that directors who have had previous time
management training will perceive the time waster
attempting to do too mu c h at once as being extrinsic,
which is in contradiction to the stated hypothesis.

In
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Phi Coefficient Correlations Between Whether a Center Director
Has Had Any Previous Time Management Training and VIhether
Specific Time Wasters are Intrinsic or Extrinsic

Time Waster

Critical Values
at .05

N

Phi ^

44

.32330

.2514 *

1.

Attempting to do
too much at once.

2.

Having too many
28

.00000

.3170

3.

Socializing.

30

.21322

.3060

4.

A staff with
problems.

29

.12677

.3110

Trying to cope
with change.

28

.12500

.3170

5.
6.

Inability to
46

.23751

.2474

7.

No deadlines.

20

.09390

.3780

8,

Confused
responsibility.

25

.33585

;3370

Understaffed.

43

.00427

.2542

9.
10.

Lack of teamwork.

17

.09945

.4120

11.

Overlooking poor
performance.

33

.04385

.2918

12.

Failure to listen.

34

.04843

.2376

13.

Dealing with
29

.08918

.3110

14.

Duplication of
24

.33333

.3440

Overstaffed.

12

.16903

.4970

motivation.

29

.15504 ■

.3110

17.

Mistakes.

27

.20917

.3230

18.

Snap decisions.

26

.19599

.3300

15.
16.
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TABLE 18 (Continued)

Critical Values
at .05

N

Phi ^

19.

Under
communication.

28

.09608

.3170

20.

Leaving tasks
unfinished.

43

.12094

.2542

21.

Personal
disorganization.

45

.21320

.2486

22.

Untrained staff.

24

.18257

.3440
.3170

Time Waster

23.

Delegating
authority. •

28

.23570

24.

Over control.

25

.01436

.3370

25.

Meetings.

38

.16310

.2714

26.

Shifting
priorities.

24

.07255

.3440

27.

Routine details.

36

.13608

.2708

28.

No progress
reports.

18

.20386

.4000

29.

No objectives or
daily plan.

24

.00000

.3440

30.

Doing things
yourself.

37

.01224

.2750

31.

The telephone.

40

.08183

.2642

32.

Incomplete
information.

35

.19960

.2834

33.

Visitors.

35

.02778

.2834

34.

Not managing
conflict.

25

.24525

.3370

35.

Committees.

35

.18014

.2334

36.

Wanting all
the facts.

23

.01308

.3550

Indecision.

28

.09673

.3170

37.

f Significant results
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the remaining 36 cases, no significant relationships were
found and the hypothesis was rejected in total.

Content Analysis

A response analysis, based on frequency of occurrence,
was performed on the center director comments relating to
time management concerns not covered in the question
n a i r e ’s closed-ended format.
by the directors,

Only 13 comments were made

and of these,

only two comments were

repeated.
The two comments repeated were :
1.

Variety of responsibility

2.

Filling out forms

(2)

(2)

The rather disappointing lack of comments could be
attributed to the problems of filling out forms in
g e n e r a l ; for as one director stated,

’’filling out question

naires is a waste of time."

Additional Demographic Data

In order to provide a more concrete framework for
making conclusions and practical recommendations from
the research data,
this time.

supplementary data are introduced at

This data brought about a clearer und e r 

standing of the demographic makeup of the university
community education center d i r e c t o r s .
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The average number of years the university community
education center has been in existence was found to be
4.37 years.

The directors of these centers have held

this position for an average of 2.667 years and have
accumulated an average of 6.185 years in the community
education profession.
The university center serves an average of 101
schools within their district and employ 1.741 staff
members to assist in these service activities as well as
other responsibilities.
The centers work wi t h an average of 1.918 graduate
interns and when asked whether the directors had
experienced previous time management training,

39 of the

54 respondents reported that they had and 15 reported
no prior experience.

Summary

This chapter presented results of the study by
initially stating the research hypothesis followed by the
corresponding treatments.

The results were reported in

table form with a brief summary statement identifying
significant relationships in each situation.

The treat

ments utilized to interpret the data were the Pearson
product-moment correlation coefficient,
correlation coefficient,

the point biserial

the phi coefficient,

frequency
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counts,

and mean analysis.

A content analysis was performed to allow for
increased input by the directors in areas not covered
by the questionnaire.

Additional demographic data was

included to provide a clearer picture of the directors
and the university community education centers.
Chapter V presents conclusions generated from the
data analysis along with a discussion of the practical
aspects of the results and recommendations

concerning

potential usefulness of time management and the university
community education center director.
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SUMMARY,

CONCLUSIONS AN D RECOMMENDATIONS

Chapter V contains a general discussion of the study
and its practical implications to community education
center administration at the university level.

The

basic objectives of the study will be summarized,
by conclusions generated from the findings.
recommendations will be made,

followed

Finally,

if appropriate,

relative to

time management and community education administration.

Summary

The primary purpose of this study was to investigate
relationships that exist between certain demographic
characteristics of university community education center
directors and their perceptions concerning the management
of time.

By identifying w hat factors impact on a

director's job performance and to what degree, while at
the same time identifying the cause of these factors,
considerable savings could result through increased
effectiveness.
A review of related literature from community
education,

educational administration,

and business and

industry revealed consensus on the major factors which
waste time in most management activities.

Recommendations

128
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concerning the reduction or elimination of these time
wasters are quite abundant.

The majority of the studies

in time management were generated from business and
industry.

Little time management research has been done

in education apart from the replication of business
techniques.

In community education literature,

management is all but nonexistent.

time

Regardless of

empirical data on time management and the community
educator,

there is sufficient evidence that time is a

scarce resource in community education administration on
all levels.

To date,

the research has not explored the

extent to which certain factors impact on job performance,
but the search of literature provided a valuable infor
mation base for this study.
A questionnaire was utilized to elicit responses
to specific questions concerning the directors'
tions on time management.

per c e p 

The questionnaire was designed

to identify the time wasters inherent in the position of
a university community education center director,

the

degree these time wasters impact on job performance,

and

whether the time wasters are the fault of the directors
or others w ith w h o m the directors may come in contact.
These data form the basis for the discussion of the con
clusions and recommendations sections of this chapter.
The population of this study was composed of all
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university community education center directors in the
United States.

This included 57 center directors.

the period February 7 through A pril 20,

1978,

During

54 responses,

or 94.7 percent, were received.
Coded data from the survey instrument we r e transferred
to computer tapes at Western Mich i g a n University.

In

order to analyze the relationships existing between the
center directors' demographic data and data on time
management collected by the questionnaire,

specific data

analysis techniques were designed w h e n the questionnaire
was developed.

The techniques included the Pearson

product-moment correlation,
tion,

the point biserial correla

the phi coefficient correlation,

centages,

and means, p e r 

and rank ordering.

Conclusions and Recommendations

Each research question is formally stated,
by the results of the data analysis,

followed

conclusions as to

w hy these results may have been generated,

and recommen

dations relating to the possible solution of problems in
the management of time by university community education
center directors.
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Question 1; What activities of community education
center directors at the university level are perceived
as time wasters?

All 37 time wasters used in this study were p e r 
ceived to have some limiting effect on job performance.
This can be concluded wh e n examining Table 9, pp.
This is understandable for Mackenzie

101-102.

(1972) has identi

fied these 37 time wasters as common to most m a n a g e r s ,
regardless of profession.

These time wasters are very

much a part of the daily activities of the modern
university community education center director and
would therefore impact on the director's job performance
to some degree in each instance.
Mackenzie

(1972)

tells us the first step in the

management of time is an awareness that these time
wasters exist and m ay limit management effectiveness.
After the time wasters were tagged,

the next step was to

determine what degree of impact they had on the job
performance of the director.

Question 2:
To w hat degree do specific time wasters
inherent in community education center direction at the
university level limit job p e rformance?

Table 9, pp.

101-102 includes mean data which exhibits

the degree each of the 37 time wasters impacts on job
performance as perceived by the center directors.

A

Likert scale from 1 to 5 was used with 1 equal to "not
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at all limiting'' and 5 equal to "extremely limiting".
The scores ranged from a high of 3.315 to a low of 1.245.
The overall mean for the 37 time wasters was 2.267, w hich
is nearest to category 2 on the Likert scale, w hich
indicates only "slightly limiting" to job performance.
This is difficult to interpret for many of these time
wasters have been identified in the literature as having
a great degree of negative impact on effective u t iliza
tion of time.

One might conclude the population size

may have affected the data,

the center directors were

somewhat conservative in rating the time wasters,

or

quite possibly university community education center
directors are very proficient in time management.

After

determining the degree of impact each time waster had on
job performance as perceived by the director,
time wasters,

the critical

or those with the greatest impact, were

identified.

Question 3: Miich are the more critical time wasters
that limit job performance of the university community
education center director?

Table 9, pp.

101-102 gives a detailed analysis of

degree of impact and mean rankings of specific time
wasters in community education direction at the university
level.

When directors ranked time wasters,

staffed was ranked number one.

being u n d e r 

Ranked number 37 was
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being overstaffed, w h i c h brings in sharp focus the
importance of staffing in the effective operation of the
center.

Lack of staff is a major problem in most or g a n i 

zations and the increasing labor costs make it difficult
to secure the optimum number of workers.

As a result,

it is paramount that the director receive m a ximum p r o 
ductivity from existing staff.

This would underscore

the importance of staff training and development.

An

effective time manager develops the skills of the staff
for time management is a team concept.
Meetings were ranked second in impact on job p e r 
formance.

Inasmuch as center directors reported meetings

as a prime time waster,

it would appear that they question

the productivity of such meetings.

Based on the extent

to which the center director controls the quality of the
meetings he/she attends,

some changes are indicated.

Meetings can be carefully planned with an agenda and the
application of effective task group leadership techniques.
Meetings can be carefully timed, beginning and ending on
time.
Another alternative open to the center director is
to delegate attendance at meetings to other staff members.
Such a practice may allow more flexibility to the director
and at the same time provide opportunity for staff dev e l o p 
ment .
Attempting to do too mu c h at once was perceived by
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the directors as the third most critical time waster.
The increased responsibilities affecting today's center
director,

coupled with such previously mentioned problems

as being understaffed,

put increased pressure on the

director to do things on his/her otm.

This may relate

to the lack of delegation by the director, w h i c h could
indicate a need to develop delegation skills.
tor cannot be afraid to let go.
developing the existing staff.

The direc

This again involves
The ke y may be planning,

coupled with a system of establishing priorities.
writing dovm of goals and objectives,
priority order,

The

putting them in

and discussing them wi t h subordinates may

result in more efficient time management and avoid the
tendency for the director to attempt to do too much at
once.
Directors perceived the inability to say no as the
fourth most critical time waster.

This may result from

a lack of control of the decision m aking process,
possibly,

as Mackenzie

(1972) has concluded,

or

it may

result from indecision on the part of the manager.

If

organizational authority controls the director's decision
making capabilities, which Oncken

(1974)

imposed time and systems-imposed time,
cult to remedy this situation,

labels boss-

it is very diffi

since the boss and the

system derive their power and/or authority from the same
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source.

If system expectations include acceptance of

all responsibilities directed to the director, he will
have difficulty refusing to accept any assignment.
on the other hand,

If,

the director is expected to make

decisions regarding priorities in his work,

then he will

need to develop the ability to establish priorities and
at times to refuse responsibilities.
Committees were perceived as the fifth most critical
time waster to impact on the directors* job performance.
The problems associated wit h the participation on com
mittees are no doubt similar to those pertaining to
meetings discussed earlier.

The same basic recommenda

tions would therefore apply to attempts to improve com
mittee functioning.

More careful planning and delegation

of responsibility for attendance at committee meetings
are recommended.
In the examination of Table 9, pp.

101-102,

it is

again interesting to note the relatively low mean scores
for the 37 time wasters.

Only the first four time wasters

had a mean of 3.00 or greater, w hich indicates these
activities were considered to be "limiting" or slightly
above this category on the Likert scale.

Mackenzie

(1972)

specifically believes visitors and socializing to be
extreme time wasters for most managers in education and
business.
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This low rating of visitors and socializing could
be attributed to the recognized nature of the community
education profession.

If community education is a

"people helping people" profession,

it might follow that

visitors and socializing may be construed as part of the
job.
The study then proceeded in an attempt to determine
what or who may be the cause of time w a sting in university
community education center direction.

Question 4:
Do certain demographic factors inherent in
the position of the university level community education
center director influence the organization of time or
the wasting of time?

When examining the relationships between certain
demographic characteristics of the center director or
the center itself,

significant conclusions wer e a scer

tained as a result of the data analysis.

These conclu

sions helped to show "what" may effect the center direc
tors'

time management.
The data indicate that the longer the center has

been in operation,

the less the time wasters being u nder

s t a f f e d , doing things y o u r s e l f , and wanting all the
facts are perceived to have an impact on job performance
(Table 1, pp.

79-80).

Years of experience of the director appear to be
a very crucial element in the directors' perceptions of
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time wasters.

Further evidence of the influence of

experience on perceptions of time wasters'

impact on

job performance can be seen in the results relating to
the years of overall experience the director has accrued
in the community education profession.

Table 6, pp.

93-

94, reports on how an increase in overall experience in
community education by the director decreases the p e r 
ceived impact of the time wasters attempting to do too
much at once, u n d e r s t a f f e d , leaving tasks un f i n i s h e d ,
personal d i s organizat i o n , incomplete infor m a t i o n , not
managing conflict, and wanting all the f a c t s .
In all the above cases,

it appears that experience

over time is related to the perceived decrease in impact
of the above mentioned time wasters on center operation.
Such a perceived decrease in impact of time wasters may
result from improvement in the directors'
skills over the years.

time management

This increase in skills could

manifest itself through the directors'

increase in org a n i 

zation of the center in such a w a y as actually to minimize
the impact of certain time wasters.
It may also be possible that services performed by
the center may have b een limited over the years to the
point that the director has accepted these time wasters
and does not,
tors,

therefore,

recognize them as limiting fac

even if they ma y in fact be limiting services of

the center.
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When a center director is able to increase the
number of staff members,

the time wasters trying to cope

w i t h change and having no deadlines are perceived as less
limiting by the director

(Table 3, pp.

85-86).

Similarly,

in a number of c e nter s , an increase in the number of
graduate interns decreased the directors' perceptions of
the impact of the time wasters doing things yourself and
the telephone

(Table 5, pp.

90-91).

In both of these instances,

the reduction of impact

by the wasters is related to the increase in assistance.
It would appear that meetings,
phoning,

reading,

committees, writing,

tele

and other activities previously identi

fied as time wasters can be delegated to the staff or
interns and free the director for other activities of
higher priority.
Table 4, pp.

87-88,

concludes that as the number of

schools in the center service area increases,

the

directors' perceptions of certain time wasters'
on job performance decreases.

impact

These time wasters include

having too many b o s s e s , trying to cope wi t h c h a n g e , no
d e a d l i n e s , lack of te a m w o r k , overlooking poor p e r f o r m a n c e ,
personal disorganization, and no progress r e p o r t s .

These

conclusions would be contrary to the belief of Drucker
(1966), who states that as production increases through
increased demand on the organization,

it will become more
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and more difficult to manage one's time.

Quite possibly,

the pressures of a growing service area have forced the
director to organize the center in such a manner so as
to minimize the impact of the above time wasters, which
appear very vital in coping wi t h organizational growth.
It was also discovered that the time waster confused
responsibility increases in perceived impact if the
directors have had no previous time management training
(Table 7, pp.

95-96).

In at least this instance,

it

might be concluded that time management training ma y be
helpful in reducing or alleviating the impact of certain
perceived time wasters and specifically lessen the con
fusion of what should be done by whom.

Question 5:
Do community education center directors at
the university level view the majority of time wasters
as intrinsic or extrinsic?

An attempt was made in this study to have the direc
tors identify whether they considered themselves to be
at fault for wasting time or whether other individuals
were considered to be at fault.

The degree to which the

directors or others are perceived to cause time to be
w asted was also researched.
The literature reports most managers believe the
majority of time wasters are caused by others.

Only

slightly more than half of the responses from the center
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directors indicated time wasters as extrinsic.
pp.

98-99,

contains 37 time wasters,

indicate time wasters are extrinsic,
17 were identified as intrinsic,

Table 8,

of w h i c h 18 responses
or caused by others,

and two were considered

neither extrinsic nor intrinsic.

Possibly,

center direc

tors are less prone to blame others for time wasting than
are their counterparts in other o r g a n i z a t i o n s .
McArthur

(1976)

tells us that in reality, most time

wasters are intrinsically generated,

and as a result,

could be effectively controlled by the manager,
proper amount of training and effort.
that specific time wasters,

given the

It is possible

identified as extrinsic by

center directors, may in fact be intrinsic and,
can be controlled by the director.

therefore,

The following time

wasters perceived by the center directors as extrinsic
are reported by McArthur

(1976) to be intrinsic :

1.

Lack of teamwork

2.

Dealing with crisis

3.

Duplication of effort

4.

Untrained staff

5.

Meetings

6.

Routine details

7.

Telephone

8.

Committees
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Because each of the above was identified as extrinsic
by the center directors,

it is possible that there is

a need for training among center directors in the area
of time management to permit them better to control time
wasters from within the organization.

For example,

a

number of the above time wasters might be minimized by
a well-planned in-service training program.

Question 6:
To what degree do center directors at the
university level feel certain time wasters are Intrinsic
or extrinsic?

Table 10, p.

104,

ranked the perceived intrinsic

time wasters and the degree,

given in the form of a p e r 

cent value,

that these time wasters were perceived to be

intrinsic.

A director's inability to say no and personal

disorganization were given as the number one and two
intrinsic time wasters.

The p r oblem of a director's

inability to say no was discussed in an earlier section.
Personal disorganization may result from lack of organi
zational skills or pos sibly from too many demands on the
time of the director due to increased responsibility and
the impact of specific time wasters mentioned earlier,
such as meetings,
Table 11, p.

committees,
105,

and being understaffed.

ranked the perceived extrinsic time

wasters and the degree that these time wasters were
perceived by the directors to be extrinsic.

The directors
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perceived being understaffed as extrinsic 75 percent of
the time and having too many bosses as extrinsic 70 p e r 
cent of the time.

These two time wasters we r e ranked

number one and two respectively by the d i r e c t o r s .

The

impact of being understaffed has been discussed p r e 
viously.

Obviously,

one cannot always control the number

of supervisors one must be responsible to in an o r g aniza
tion.

This ma y be true in the case of the center director;

yet attempting to serve too many masters can have definite
drawbacks.

Time management experts,

and Drucker

(1966), believe that simplification and co n 

i.e. Webber

(1972)

solidation are important principles of effective time
management.

Attempting to avoid complicated subordinate-

superordinate relationships within the organization and
practicing proper techniques of organization and c o m muni
cation to insure a more productive relationship are
recommended as means to avoid the confusion resulting
from too many b o s s e s .
Finally,

directors must again recognize that most

time wasters can be self-controlled.

This recognition

that time management is a skill that can be learned is
the first step to the more effective utilization of
administrative time.
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Question 7 : Do certain demographic factors inherent in
the position of a university community education center
director influence the decision of whether the majority
of time wasters are intrinsic or extrinsic?

When examining relationships between certain demo
graphic characteristics of the center directors or the
center itself,

significant conclusions were ascertained

as a result of the data analysis.

These conclusions

helped to show that the directors' perceptions as to
whether time wasters are caused by self (intrinsic) or
others

(extrinsic) may be influenced by certain charac

teristics inherent in the position of the university
community education center director.
The data indicate that the longer the center has
been in operation,

the less the time wasters duplication

of e f fort, doing things y o u r s e l f , the t e l e phone, incom
plete information, and committees are perceived as
extrinsic

(Table 12, pp.

107-108).

It was also found that as the directors accrued
experience in the position,

the less the time wasters

having no d eadlines. u ntrained s t a f f , v i s i t o r s , and
committees are perceived by the director as extrinsic
(Table 13, pp.

110-111).

Related to the results of the above two treatments
were the findings that as the directors'

years of overall

experience in the community education profession

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.

144

increased,

their perceptions of whether they themselves

or others caused certain time wasters to occur were
affected.

Specifically,

the time wasters trying to cope

wi t h c h a n g e , no deadl i n e s , snap d e c i s i o n s , leaving tasks
un f i n i s h e d , m e e t i n g s , no objectives or daily p l a n , the
t e l e p h o n e , v i s i t o r s , and committees we r e perceived as
less extrinsic as the years of experience increased.
These results are contained in Table 17, pp.
In each of the above cases,

120-121.

experience seems to be

a crucial element in the directors' perceptions of time
management.

One,

therefore, might conclude that as the

years of experience increase,

the director is better

able to understand that certain time wasters which
impact on job performance can be controlled b y the direc
tor himself or herself.
When the center director's staff increases in number,
the time wasters confused responsibility and the telephone
are perceived by the directors as being less extrinsic.
This wou l d be contrary to the beliefs of Mackenzie
and Drucker

(1972)

(1966), who state that as the number of sub

ordinates under the responsibility of the manager
increases,

the tendency would be to blame others more

for the time demands impacting on the manager.
finding indicated that as the staff increased,

One
the time

waster wanting all the facts increased extrinsically as
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perceived by the director.
Similar findings to those concerning staff were
generated concerning the number of graduate interns
working in the university conmunity education centers.
It was found that as the number of interns increased,
the time wasters having too many b o s s e s , confused
responsibili t y , the t e l ephone, and incomplete information
were perceived by the director to decrease as extrinsi
cally caused.
Results from the present study indicate that as the
number of schools in the university center's service area
increased,

the directors'

perceived an increase in

extrinsically caused time wasters including shifting
priorities and routine d e t a i l s .

This perception of the

part of center directors w ould be expected based on
current time management literature.

Drucker

(1966)

explains that as production increases, more and more
outside factors will impinge on the manager's time
(Table 15, pp.

115-116).

As managers receive time management training,

it

might logically follow that they w ould begin to perceive
time wasters as being more intrinsic than extrinsic.
There were no significant relationships derived from this
study to support this conclusion with respect to u n i v e r 
sity community education center directors.

In fact,

in
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one case it was determined that as the number of
directors who had previous time management experience
increased,

attempting to do too much at once was p e r 

ceived as being a more extrinsic time waster
pp.

(Table 18,

123-124).
In all cases discussed in this section concerning

the directors' perceptions as to who causes time wasters
to occur and their relationship to certain demographic
factors,
Lakein

the research of Mackenzie

(1973), et al indicates

exceptions,

(1972), McArthur (1976),

that, with very few

time wasters are caused b y and can be con

trolled by the manager himself or herself.

This reali

zation is the first step to m ore effective use of a
center director's time.

Outside factors may influence

the impact of certain time wasters on job performance,
but the director should recognize that in many cases
control is possible and the director should therefore
attempt to develop an effective time management plan.

An overall time management plan

Center directors can approach the management of
time from a three-step plan whi c h involves :
ment,

(2) recording time,

and

(1) commit

(3) managing time.

The initial question each director must ask is,
I really want more time?"

If the answer is yes,

"Do

a sincere
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commitment must be made to develop time management skills
and break old time wasting habits.

This commitment must

be made not only by the director, but by those w o rking
in and w i t h the center.

Time management is a team a ctiv

ity and both superiors and subordinates should be at
least informed as to this commitment and ideally be
actively involved in the process.
The next step is to discover where time is being
spent and to identify those activities that can be
tagged as time wasters.

A self-reported time log is the

most popular method of recording time.

It might be

advisable to allow a staff member to keep a time log on
the director to receive a more unbiased reporting of
time.
Once the director has identified those activities
that w aste time or at best have the lowest return of
investment,

the final step is to manage time.

is not the answer.
reflecting.

Hurrying

There is no time for planning or

Longer hours is not the answer.

can result in bad judgment.

Webber

Fatigue

(1972) offers a

clear and concise process for managing time.

He believes

managing time effectively means insulating oneself from
organizational demands in certain instances.

A more

drastic step may be to isolate oneself from the org a n i 
zation for short periods of time.

Delegation is an
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essential part of Webber's process.
it?

Can anyone else do

The last step is one of simplification,

Drucker

(1966) states,

consolidation.

or as

The director may

accomplish this through the development of personal
organization techniques,
system of prioritizing,

an improved filing system,
expanded communication,

a

and

realistic goals and objectives.

Recommendations for future study

The results of this study provided a series of
questions which.need further investigation.
A similar study could be done concerning different
levels of community education administration.

This wou l d

include assistant or associate directors of university
community education centers,

district community education

coordinators of school systems,

and building directors.

This would identify similarities in time utilization by
community education administrators and also address
specific time management problems inherent at various
administrative levels.
A study investigating community educators in state
and federal positions as well as those in adult and
continuing education wou l d provide valuable insight on
the management of time by individuals who are dedicated
to the concept of "people helping people".
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It is hoped that this study,

the first of its kin d

in community education administration at the university
level, will result in pre-service and in-service training
for individuals seeking positions in community education
better to prepare them to face the growing pressures of
increased responsibilities w i thin a limited amount of
time.
This study attempted to examine those activities
which produced a negative impact on job performance of
the center d i r e c t o r .

For the most part,

the study was

quantitative and did not examine the quality of the time
being expended.

A follow-up study to determine the

relative value of the community education a d m i n i s t r a t o r ’s
time expenditure w o u l d be most interesting;
Barrett

(1977) concludes,

for as

"good managers cannot be

measured by the hours they put in, but for what they put
into the h o u r s ."

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.

REFERENCES

150

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.

151

REFERENCES

Adcock, R. et al.
Time, one more time.
California
Management R e v i e w , 1971, 3^(2), 28-321
Albrecht, K.
Are yo u running a fire department.
visory M a n a g e m e n t , 1977, ^ ( 6 ) , 2-8.

Super

Babbie, E. R.
Survey Research M e t h o d s . Belmont,
California!
Wadsworth Publishing Co., 1973.
Bailey, B. S.
Time management for the community
banker.
Magazine of Bank Administration, 1977,
^ ( 1 1 ) , 14, 16.
Barrett, D.
Making time.
^ ( 9 ) , 94-99.

Canadian Business,

Barrett, F. D.
Can managers manage time.
Quart e r l y , 1977, ^ ( 2 ) , 70-74.

1977,

Business

Berridge, R. I.
The Community Education H a n d b o o k .
Midland, Michigan:
Pendell Publishing Co., 1973.
Berridge, R. I.
Training the Community Educator, A
Case Study A p proac h ! Midland, Michigan:
Pendell
Publishing C o l , 1977.
Bittel, L. R.
Improving supervisory time management.
Training and Development J o u r n a l , 1977, 31 (9),
25-26.
Bliss, E.
Time management for hassled, harried
meeting planners.
Successful Meetings, 1977,
26(9), 53, 134, 136.
Carlson, S.
1951.

Executive Behavior.

Stronberger,

Stockholm,

Cooper, J. D.
How To Get More Done in Less T i m e .
Garden City, New York:
Double Day & C o . , 1971.
Cunningham, H. A.
School Princi p a l s h i p .
New York:
Harper and Row, 1969.

New York,

Danielson, L.
Management of time.
Management of
Personnel Q u a r t e r l y , 1963, spring, l 4 - l S .

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.

152
de Grazia, S.
Of Time, Work and L e i s u r e .
Tiimntieth Century Fund, 1962.
Drucker, P. F.
New York:

The

The Effective E x e c u t i v e . New York,
Harper & Row Publishers, 1966.

Engstrom, T. W. and Mackenzie, R. A.
Managing Your
T i m e . Grand Rapids, Michigan:
Zondervan Publishing
House, 1967.
Fluet, G. V.
Time management or how to have the
time of your life.
Governmental Finance, 1977,
6(1), 16-21.
Friedman, Y.
The decision to decide.
Management S t u d i e s . 1977, 1A(2),

Journal of
159-168.

Gibbons, C. C.
Time--you can make a friend of a foe.
Supervisory Ma n a g e m e n t , 1972, 12(3), 2-11.
Glass, G. V. and Stanley, J. C.
Statistical M e t h o d s in
Education and Psyc h o l o g y . Englewood C l i f f s , N e w
Jersey:
Prentice-HallT I n c . , 1970.
Halverson, D. E.
Time Management R e v i s e d . Redwood,
California:
San Mateo County Superintendent of
Schools, 1974.
Hill, N.
Where does your day go.
1976, 21(5), 25-27.

Supervisory Management,

Hinrichs, J. R.
Where has all the time gone.
1976, 53(4), 44-49.

Personnel,

Jackson, J. H.
Rationing the scarcest resource--a
manager's time.
Personnel Journal, 1974, 53(10),
752-778.
—
Jones, C. H.
The money value of time.
R e v i e w , 1968, 98, 94-101.

Harvard Business

King, M. and V a n V o r h e e s , K.
Discussion on Instrument
Design.
Ann Arbor : University of Michigan,
May 25, 1977.
Kirkpatrick, F . H.
Have you got the time.
J o u r n a l , 1975, ^ ( 9 ) , 473-474.

Personnel

Lakein, A.
How to Get Control of Your Time and Your
L i f e . New York, New York:
Signet Books, The New
American Library, Inc., 1973.

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.

153
Lewis, D.
Time management in higher education
administration:
a case study.
Higher Education,
1976, 4(1), 49-66.
Mackenzie, R. A.
The Time T r a p . Ne w York, New York:
AMACOM, Division of American Management Association,
Inc., 1972.
Mackenzie, R. A.
Toward a personalized time man a g e 
ment strategy.
Management R e v i e w , 1974, 64(2),
10-15.
Mackenzie, R. A.
Educational administrators' time
management--a message for all.
Business Quarterly,
1976, ^ ( 2 ) , 66-74.
-------Mason, J. G.
How m uch is an hour of your time really
worth.
Management R e v i e w , 1977, ^ ( 6 ) , 16-21.
McArthur, J.
Practical ways to manage time.
The
Canadian Banker & ICB R e v i e w , 1976, ^ ( 2 ) , 50-52.
McCay, J. T.
The Management of T i m e . Englewood
Cliffs, New Jersey:
Prentice-Hall, Inc., 1959.
McGill, M. E.
Time is a four-letter word.
M anag e m e n t , 1975, ^ ( 0 ) , 12-14.

Public

Mclnnis, A. W.
The time famine.
Canadian Chartered
A c c o untant, 1977, 1 1 0 (9), 47-4F!
Minzey, J. D. and LeTarte, C.
From Program to P r o c e s s .
Publishing Co., 1972.

Community Educ a t i o n :
M i d l a n d , Michigan : Pendell

M o s e s , N. P.
Three essentials for managerial success.
Offi c e , 1973, 77(1), 120-123.
Newman, P.
Master time lest it master you.
Human
Resource M a n a g e m e n t , 1977, J ^ ( 3 ) , 8-11.
Oncken, W.
Management t i m e - - w h o 's got the monkey?
Harvard Business R e v i e w , 1974, Nov.-Dec., 75-80.
O'Sullivan, K.
A trainer's alphabet revisited.
Training and Development J o u r n a l , 1975, 29(5).

Penfield, R. V.
Time allocation patterns and effec
tiveness of managers.
Personnel Psychology, 1974.
27(2), 245-255.
------

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.

154
Preston, P.
How to make the best use of your time.
Association Man a g e m e n t , 1976, ^ ( 1 ) , 26-29.
Radius, D. A.
Time conservation.
1976, ^ ( 5 ) , 214-216.

Personnel Journal,

Reddin, W.
Am I being an effective manager?
Sales Meetings M a g a z i n e . 1973, ^ ( 8 ) , 151-153.
Rohrer, H.
Time Management in Community E d u c a t i o n .
An unpublished paper presented at the National
Center for Community Education, Flint, Michigan,
1978.
Roseman, E.
How to gain control of your time.
Ma n a g e m e n t , 1975, 4(7), 23-27.

Product

Scharf, A.
20 ways to make better use of time.
Canadian Bu s i n e s s , 1975, ^ ( 9 ) , 21-26.
Seay, M. F. and associates.
Community Education : A
Developing C o n c e p t . Midland, Michigan:
Pendell
Publishing Co., 1974.
Shinkfield, A. J.
The Professional Improvement of
Teachers T h r o u ^ Positive Appraisal T e c h n i q u e s .
Unpublished doctoral dissertation. Western Michigan
University, 1977.
Stanton, G. B. Jr.
How to control the use of staff time.
Research M a n a g e m e n t , 1977, ^ ( 5 ) , 21-24.
Stanton, G. B. Jr.
Put your time on the winners.
Industrial E ngine e r i n g , 1977, 9(11), 22-25.
Templeton, J.
Is the cuckoo in your executive clock
a vulture?
Sales M a n a g e m e n t , 1972, 1 0 8 (1), 46.
Time Management For Community School Coo r d i n a t o r s .
Oregon : University of Oregon, The Northwest
Community Education Development Center, 1978.
Toomey, C.
Time-saving tips from top executives.
national M a n a g e m e n t , 1977, 32(7), 55-56.

Eugene,

Inter-

Totten, W. F. and Manley, F . J.
The Community S c h o o l ,
Basic Concepts, Function, and O r g a n i z a t i o n . Galien,
Michigan:
The Allied Education Council, 1969.
4

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.

155
Townsend, R.
Up the Org a n i z a t i o n . Greenwich,
Fawcett Publications, Inc., 1970.
Uris, A.
The Efficient Executive.
McGraw Hill, 1957.

New York.

Connecticut:

New York:

Wallack, S. J.
Budgeting time for better management.
Supervisory M a n a g e m e n t . 1977, 22(10), 16-21.
Webber, R. A.
Time and M a n a g e m e n t . New York, New York :
Van Nostrand Reinhold Co. b y R i t t o n Educational
Publishing, Inc., 1972.
Weldy, G. R.
Time:
a resource for the school
administrator.
National Association of Secondary
School P r i n cipals . 1974, Washington, D. C.
White, W. L.
Time management and creativity--timely
topics for education.
Journal of Small Business
M a n a g e m e n t . 1976, 14(4), 42-43.
Whitt, R. L.
A Handbook for the Community School D i r e c t o r .
Midland, Michigan : Pendell Publishing Co., 1971.

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.

APPENDIX A

156

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.

157

TIME MfVMAGEME^T OUESTIOZTXAIRE
Your responses to this questionnaire vill be treated in the
strictest confidence. The code number in the top right hand corner
is for followu? purposes only. h"hen the questionnaires are returned
and the nunbers checked, the identifying code numbers will be removed.
Authorities in the field of tine managecent recognize the
limited amount of tine available to the Conmunity Educator Co complete
the daily goals and objectives of the profession. Often interruptions
occur which impede this completion. 1 would like to determine the
amount of impact certain interruptions have on your job performance
and whether theseinterruptions can be traced to your activities or
Che activities
ofothers with whom you may come in contact.
First, using a scale of

1
2
3
4
5

=
=
=
=
=

not at all limiting
slightly limiting
limiting
very limiting
extremely limiting

-indicate to what extent certain interruptions inoact on your
job performance and,
Second, using a scale of

(SELF)
(OTHERS)
I--------1
I--------------- 1
100%90 80 70 60 50 60 70 80 90 100/1

-indicatethe degree to which you feel these interruptions arc
caused bv you, (SELF), or by others. (OTHERS). If self and
others are equally responsible, answer 50%.
EXAlgLE;
The telephone has been identified as a tics interrupter and you believe
it to be V5-V limiting to the dally performance of your job. Further
more, you believe that in 70% of the cases the telephone interruptions
are the fault of others and not under your control. Your response on
the cuescionnaire would appear as follows:
(SELF)

^
Telephone

1 2 3(y5

!

I

f ^

100% 90 SO 70 60 50 60 ^ 8 0

90 100%

The following interruptions have been identified as common in the
job performance of most managers. In each case please circle both the
response you feel identifies the degree of impact each interruption
has on your job performance and the degree to which you feel these
interruptions are your fault or the fault of others.
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g

1
g
s

M
B

;
g

;

3

g
ë

B

g

1
1. Attenpcing to do
too nuch at once...

2

(SELF)

(OTHERS)
1
60

2. Having too many
1

2

A

3. Socializing.......

2

4

5

A. A staff with
problems..........

2

4

5

5. Trying to cope
with change.......

2

4

5

70

6. Inability to
2

4

5

79

7. No deadlines......

2

4

5

70

8. Confused
responsibility....,

2

4

5

9. Understaffed..... .

2

3

4

5

100:

10. Lack of teamwork...

2

3

4

5

100%

11. Overlooking poor
performance...... .

2

3

4

5

100%

12. Failure to listen. .. 1

2

3

4

5

100%

1

2

3

4

5

1

13. Dealing with

14. Duplication of
2

3

4

5

15. Overstaffed......

2

3

4

3

16. Lack of
motivation.......

2

3

4

5

17. Mistakes.........

2

3

4

5

2

3

4

5

18. Snap decisions....

1
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o

1
1

1
1
1 s 11
7
g

19. Under
coiraimication—

(SELF)
1
100%

20. Leaving tasks
unfinished....... .. 1

2

3

4

21. Personal
disorganization..,

2

3

4

3

22. Untrained staff...

2

3

4

5

23. Delegating
authority........

2

3

4

3

24. Chrer control.....

2

3

4

5

25. Meetings.........

2

3

4

5 .

26. Shifting
priorities.......

1

50 60

2

3

4

5

2

3

4

5

1

2

3

4

5

1

2

4

5

30. Doing things
ycurself........... 1

2

4

27. Routine details..,

(OTKERS)
1
60

50 60

28. No progress

29. No objectives or

31. The téléphoné.....

4

32. Incomplete
inf o m e t ion..... .

3

4

3

4

5

3

4

5

2

3

4

5

2

3

4

5

2

3

4

5

33. Visitors.........
34. Not managing
1

36. Wanting all
the facts....... .
37. Indecision......

1
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Please complete this final shore seceicr. of

! questionnaire

by placing a check in the space provided.

How cany years has your center beer, in operz

0 -

39.

1(:

2 -

3 (

4 -

5 (

6 -

7 (

8 -

9 (

10 -

11 (
have you been the director of your center?

How cany ye:

(
2 -

3 (

4 -

5

6 -

7 (

3 -

9

How cany years have been employed i
Community Education?
0 -

5

6-10
11 -

15

1 6 -2 0

41 .

(

(

10-11
40.

(

a position directly related to

()

(
(
(

21 - 25

( }

over 25

( )

Have you ever had any previous time management training of any kind?
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Hou cany staff nenbers (associate directors, assistant directors,
administrative assistants, secretaries, etc.) do you presently
have assisting you In your center?

1

- 2 ()

3 -

4

( )

5 -

6

( )

7 -

8

( )

9 - 10

( )

How many graduate interns or graduate assistants do you have
working directly with the center?
1 -

3

< )

4 -

6

{ )
( )
( )
( )

over
44.

1 -

50

( )

51 - 100

( )

101 - 150

( )

151 - 200

( )

201 - 230

( )

over
45.

( )

How cany schools (colleges, comunity colleges, junior colleges,
secondary systems, or individual educational institutions) does
your district directly serve?

250 • (

)

No structured questionnaire can capture exactly Che complexity of
your personal situation. Please feel free to add additional comments
in the space below concerning your feelings about time management.
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W E S T E R N M IC H IG A N U N IV E R S IT Y F
COLLEGE OF EDUCATION
Department of Educational Leadership
Cammunity Education Development Center

February 7, 1978

Dear Community Educator:
One of the most valuable resources in the community
education profession is time.
We never seem to have
enough.
Yet the real problem is h o w to better manage
the time we do have.
Despite very real interest in the
area of time management in community education, surpris
ingly little research has been done to clarify the
problems and recommend specific s o l u t i o n s .
I wish to gather data which ma y show the w a y to more
effective time utilization.
M y p lan is to use the
survey method to gather information from community
education administrators throughout the United States.
This information will serve as a basis for decisions
concerning time management and its positive effects on
community education.
I am requesting your help to accumulate information.
While realizing you are very busy, I sincerely hope you
can take a few moments to complete the enclosed question
naire.
These few moments n o w may save you time in the
future.
All information you provide will remain confi
dential.
The opening statement on the questionnaire
outlines confidentiality p r o c e d u r e s .
Enclosed is a return, addressed envelope, stamped for
your convenience. If you wi s h to receive a summary of
the results of this study, please enclose a note to
that effect.
Your cooperation is very much appreciated.
Sincerely,

David L. Perry
Graduate Intern

/ \

Donald C. Weaver
Center Director

Enclosure
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COLLEGE OF EDUCATION
Department of Educational Leadership
Community Education Development Center

March 5, 1978

Dear Community Educator:
I know you are a very b usy individual.
There just does
not seem to be enough hours in the day to meet your
growing commitments.
W hen a questionnaire comes your
way, it is understandably pushed aside.
But mine is
different!
Take a look at it for a second!
It deals
with time and h o w we, as community educators, can make
better use of this scarce resource.
There is little doubt that this information is essential
for the completion of m y dissertation, but beyond that
I feel this study w il l contribute in assisting those in
community education administration to become more effec
tive time m a n a g e r s .
In order to accomplish this task I n eed your help.
I
need your input.
The questionnaire I sent a few weeks
ago will only take a few minutes to complete.
If you
have misplaced the materials, please notify me and I
will be more than hap p y to forward an additional copy.
If you have completed the instrument and our messages
passed in the mail, excuse the hounding.
Thank you for helping me help you!
Best wishes,

David L. Perry
Graduate Intern

/

Donald C. Weaver
Center Director
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[
KALAMAZOO, MICHIGAN
Department of Educational Leadership
Community Education Development Center

March 24,

1978

Dear
Recently you were sent a questionnaire and subsequent
reminder letter requesting data concerning time m a n a g e 
ment in community education direction at the university
level.
In particular, it is hoped that the collected
information m a y show the w a y to improved administrative
techniques.
As only a limited number of questionnaires
were sent out, your reply is extremely important for
the accuracy of the survey.
Your cooperation is sought in completing the question
naire (an additional copy of which is enclosed for your
convenience) and returning it in the enclosed addressed,
stamped envelope.
If you have previously returned the questionnaire,
please excuse my persistence.
Your cooperation is very much apnreciated.

David L. Perry
Graduate Intern

/ \
( J

/

Donald C. Weaver
Center Director

Enclosure
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