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Time Management: Managing Time and Self

Family support professionals 
cope with expected and 
unexpected challenges 

every day. A great deal of effort, 
dedication, preparation and time 
is needed to face the challenges. 
Some common challenges amongst 
family support professionals are 
managing time and maintaining 
self-management and self-care. 
Many family support professionals 
have multiple roles within their 
organization. Consequently, it may be 
difficult to prioritize and accomplish 
the various tasks in a short amount 
of time. Sometimes family support 
professionals are so busy serving 
the families that self-assessment and 
self-care are often neglected or not 
a primary focus. As a family support 
professional, you may face these 
challenges; however, you can utilize 

many strategies and practices to 
improve time management,  
self-management and self-care.

Planning and preparing are key 
elements for time management. Take 
the time to plan even if you only have 
five minutes. Your plan may include 
having a backup for unexpected 
emergencies, printing and preparing 
documents and materials two days prior 
to an event, packing for a conference 
at least three days for the conference 
and leaving items near the exit. You 
can also write down or have frequently 
used telephone numbers and contact 
information readily available. When you 
plan, you save time in the long run.1

Prioritizing is also a key element 
for time management. Focus on 
scheduling two or three high-priority 

items each day. Scheduling priorities 
should be based on the energy level  
of the individual. For example,  
high priority items should be 
completed during a time when energy 
levels are high or at a peak level,  
while low priorities may be completed 
when energy levels are low or at a  
low peak level. When a manager/
supervisor delegates multiple 
assignments, communicate and ask 
questions of management about 
the importance of the assignment, 
deadlines and other information that 
may help prioritize the assignments. 
Track your assignments with small 
milestones; only put ten to twenty 
percent of the assignments on the 
calendar. Take time to evaluate the  
task each day.1
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Organization is a key element in time 
management. Take time to declutter 
and organize the work area. This helps 
save time and promotes mental sanity. 
Organize papers, files and other items 
in the work area. Items that are not 
commonly used may be placed out 
of site. Aim to have commonly used 
items in the same location. An office 
manager conducted an experiment 
to observe the correlation between 
time and an organized work area. The 
manager provided a list of fifteen items 
and asked each employee to find 
the items in their work area in a short 
amount of time. The results showed 
that individuals with a more organized 
work area found the items quicker and 
easier than those with less organized 
work areas. The individuals with the 
more organized work area saved time. 
Organizing the work area does not 
mean that the work area has to be 
extremely neat and tidy at all times; 
instead, it should be organized in a 
functional manner for the family support 
professional and for co-workers who 

may need to access the space.1 Another 
suggestion is to have a designated 
area or bin for miscellaneous items 
(organized mess).

It is important for family professionals to 
manage themselves and enhance self-
care. Take time to do a self-assessment 
and find out the areas of weakness and 
strength, work style, learning style, etc. 
Self-assessment will help the family 
support professional understand and 
plan according to what is functional and 
essential. Family support professionals 
should know their time orientation 
(morning person versus evening person) 
and plan accordingly. Allow transition 
time between assignments. During 
the transition time, take the time to 
stretch, take deep breaths and mentally 
prepare for what lies ahead. Know your 
role and responsibilities, and know 
the roles and responsibilities of your 
co-workers. Avoid duplicating efforts 
and tasks. Learn to say no. Saying yes 
to everything only leads to chaos and 
burnout and does not enhance self-care 

and self-management. Remember it is 
fine to make mistakes, but learn from 
the mistakes and make the necessary 
changes. Celebrate the small and big 
accomplishments; reward yourself. 
For example, one can have a pop-up 
reminder stating that they finished the 
assignment several days ago … hooray!

It is important to start small and 
take baby steps in improving time 
management and self-management. 
In general, better time management, 
self-care and self-management often 
lead to being more productive and 
more successful as a family support 
professional, which will ultimately help 
to better serve and support families.

Source
1  Migrant Education Program and English 

Language Development Conference 2020. 
Conference conducted at the meeting of 
the Migrant Education Program and English 
Language Development Program, Harrisburg, 

Pennsylvania. Schwem, M. March 3, 2020. 

10,000 Babies Just Reached 
a Milestone! 

There are exciting milestones 
in a baby’s life: first tooth, first 
word, first steps, and now the 

Pennsylvania Treasury Department 
has added yet another first to that  
list: first child savings account: 
Keystone Scholars.

More than 10,000 babies in 
Pennsylvania have taken their first steps 
to bright futures by accessing their 
online $100 starter Keystone accounts 
for their future education of choice. It is 
a significant step Treasury believes will 
help transform lives.

In 2019, Treasury worked with 
researchers to study its initial Keystone 
pilot program in six Pennsylvania 
counties. Overall, families in pilot 
counties were twice as likely to open a 
PA 529 account as families in non-pilot 
counties within the first year of their 
child’s life. The pilot also led to  

PA 529 ownership across a more diverse 
group of families, including all racial and 
ethnic groups, and across varying levels 
of parental education and income.

Keystone Scholars provides a $100 
starter deposit to a PA 529 account 
for every child born or adopted to a 
Pennsylvania family, after December 
31, 2018. The account is opened 
automatically when a child is born in 
Pennsylvania and has become available 
statewide in 2019.

We have been partnering with the 
Pennsylvania Treasury Department to 
get the word out on this significant 
program. We encourage you to 
become a part of the team to help 
make families aware that their child has 
a $100 savings account in their name. 
Treasury has an arsenal of materials 
that are available free-of-charge for 
your use in your local office.

continued from page 1

https://www.patreasury.gov/
https://www.pa529.com/keystone
https://pa529.com/keystone/pdf/Pilot-Results-Report.pdf
https://www.pa529.com/
https://www.pa529.com/keystone/resources/
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PROFESSIONAL DEVELOPMENT

Parents as Teachers

PAT Foundational 
Mondays through Wednesdays
(For new subscribers)

June 1 – 3  |  Camp Hill, Pa.
June 8 – 10  |  Homestead, Pa.
_____________________________

Model Implementation
Thursdays and Fridays

June 4 – 5   |  Camp Hill, Pa.
June 11 – 12  |  Homestead, Pa.
_____________________________

PAT Foundational & Model 
Implementation
Mondays through Fridays
(For new parent educators and 
supervisors of affiliate programs)

June 1 – 5  |  Camp Hill, Pa.
June 8 – 12  |  Homestead, Pa.
_____________________________

PAT Foundational 2:  
Three-Years to Kindergarten
Mondays and Tuesdays

June 22 – 23  |  Camp Hill, Pa.
June 29 – 30  |  Homestead, Pa.

If you have any questions regarding 
registration for PAT trainings, please 
contact Jennifer Esposito.

Family Support 

Family Support Webinars
First Wednesday of the month from 10 – 11:15 a.m. ET

_____________________________________________________________________

April 1  |  Partnering with Dads to Promote Family Well-Being
When programs support parents in building protective factors, families grow 
stronger and children benefit. Partnering with fathers intentionally, whether 
living with their children or not, is an important contributor to family well-being. 
This webinar will dig deeper into strategies for including and understanding 
dads. These approaches may be useful to any family support program, 
including but not limited to those implementing fatherhood-related curricula. 
Learn more.

Presented by Larry Klinger, M.Ed, Program Supervisor Family and Community 
Education Services and Adult Education and Workforce Development, 
Allegheny Intermediate Unit, and Eric Marsh, Founding Member of  
The Fathering Circle.

May 6 | Supporting Caregivers Experiencing Depression

June 3 | Parent Leadership Panel Discussion

USING PENELOPE? NEED HELP?

Penelope Q & A sessions are available upon request for all PAT Affiliate 
programs in Pennsylvania. Contact Alexia Brown for more information  
or to schedule a session. 

PCCYFS 2020 ANNUAL CONFERENCE:  
LIGHTING A BRIGHTER WORLD FOR CHILDREN

Tuesday, September 1 – Wednesday, September 2, 2020
Best Western Central Hotel and Conference Center, Harrisburg, Pennsylvania

Two days, two keynote speakers and countless opportunities  
for learning and fun! Learn more.

WANT TO SHARE YOUR STORY?

Please send your success stories or program news to share in future  
News Briefs to Kimberly Taylor Carmo or join us on Facebook at  
Pennsylvania Parents as Teachers or visit  
Pennsylvania Strengthening Families.

mailto:jesposito%40csc.csiu.org?subject=
http://www.pa-pat.org/partnering-with-dads/
mailto:abrown%40csc.csiu.org?subject=
http://www.pccyfs.org/
mailto:ktcarmo%40csc.csiu.org?subject=
http://www.facebook.com/pennsylvaniapat/
http://www.facebook.com/PaStrengtheningFamilies/
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How to Keep Your Toddler  
from Toppling  

From the moment your baby starts to crawl, the world is a magical place filled 
with new adventures and discoveries. From a child’s perspective, everything 

is a mountain to climb (that giant bookshelf), an obstacle to overcome (those 
annoying stairs) or a mysterious place to investigate (anywhere beyond the 
safety gate). Little bumps will happen, but we are here to help so these brave 
expeditions do not result in something more serious.

Falls are the leading cause of non-fatal injuries for all children ages zero to 19. Every 
day in the United States, approximately 8,000 children are treated in emergency 
rooms for fall-related injuries. This adds up to almost 2.8 million children each year.

These injuries resulted from activities such as climbing on furniture, playing near an 
unsecured window, falling down stairs or playing on playgrounds.

 Top Tips for Toddler Safety

•  Screens are designed to keep bugs out, not children in. Properly install window 
guards to prevent unintentional window falls. For windows above the first floor, 
include an emergency release device in case of fire.

•  Keep babies and young kids strapped in when using high chairs, infant carriers, 
swings or strollers. When placing your baby into a carrier, remember to place the 
carrier on the floor, not on top of a table or other furniture.

•  Use approved safety gates at the top and bottom of stairs, and attach them 
to the wall, if possible. Remember to read the manufacturer’s instructions and 
warning labels to make sure you have the right gate for your needs. Not all gates 
are safe for use at the top of stairs.

•  Secure TVs and furniture to the wall using mounts, brackets,  
braces, anchors or wall straps to prevent tip-overs. These kinds  
of accidents happen more than you might think, so please  
take a few minutes to secure your furniture and television.

From Safe Kids Worldwide

Safe Kids Corner

Family Support Team
Family Support at Center for 
Schools and Communities 
provides training and technical 
assistance to Parents as Teachers 
providers, Children’s Trust Fund 
grantees and the Strengthening 
Families Leadership Team.

Karen Shanoski
Family Support and Community 
Engagement Director
(717) 763-1661, ext. 139

Rijelle Kraft
Family Support Managing 
Coordinator
(717) 763-166, ext. 221

Jennifer Esposito
Family Support  
Data Coordinator
(717) 763-1661, ext. 161

Katherine Noss
Family Support Technical 
Assistance Coordinator
(717) 763-1661, ext. 104

Alexia Brown
Family Support Technical 
Assistance Coordinator
(717) 763-1661, ext. 146

Kimberly Taylor Carmo
Family Support and  
Community Engagement 
Administrative Assistant
(717) 763-1661, ext. 215

Pennsylvania Parents as Teachers 
at Center for Schools and 
Communities

Children’s Trust Fund
Strengthening Families

Family Support at Center for 
Schools and Communities
275 Grandview Avenue
Suite 200, Camp Hill, PA 17011
(717) 763-1661
www.center-school.org

https://www.safekids.org/falls
https://www.safekids.org/tip/fireworks-safety-tips
http://www.pa-pat.org
https://www.dhs.pa.gov/contact/DHS-Offices/Pages/default.aspx
http://www.pa-strengthening-families.org/
http://www.pa-ctf.org/
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