TIME & ENERGY
MANAGEMENT

Radha and Sitaare both friends. Sitastays at home the whole day and |ooks

after the house. Whereas Radha, besides|ooking after the house has al so taken
up ajob outsidethe house. Still, Radhaseemsto havetimefor every thing and all
her activitiesget attended to. Sitaon the other hand, alwaysfed sshort of timeand
her varioushousehold activitieskeep pending. Also, thereismoreconfusionin her
house especialy during morning when her children and hushand haveto leavefor
school and work respectively. By thetimethey leave sheistotally exhausted.
Haveyou comeacrosswomen like Radhaand Sita?\What could bethereason for
havingmoreor lesstimeto perform daily routines?You will study about thisinthe
followinglesson.

|OBJECTIVES

After studying thislessonyou will beableto:-

definethetermtime plan and describeitssignificance;
prepareatime plan;

definethetermswork and work organisation;
classfy work asheavy, moderate and light;
sateimportance of energy management;
definefatigueand list varioustypesof fatigue;

suggest waysto avoid and/ or removefatigue.

enumeratevariouswaysof work smplification.
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ergy M anagement
11.1 MEANING OF TIME AND ENERGY MANAGEMENT

If you are ableto complete every task you are supposed to do within thetime
limit, and al so spend least amount of energy, you arein fact managing your time
and energy well. In other wordsyou can say that:.

Making thebest use of timeand energy availableto usto perform
our tasksisknown astime and ener gy management.

11.2TIME PLAN

To managetimeand energy efficiently, one needsto devel op thehabit of makinga
timeplan. Whatisatimeplan?

A time plan isan advance plan of all the activitiesto be per-
formedwithinthedlottedtime.

A time plan can be madefor apart of theday, thefull day, aweek, afortnight, a
month or even ayear. The plan for short periodsof timemay bejust mental, not
written. When aplanismadefor along period, itisusualy inthewritten form.

11.2.1 Sepsinvolved in makingatimeplan
How can you go about making atimeplan? Thevariousstepsinvolved are:

1. Ligdltheactivitiesto beperformedinthedlottedtime. For example, inthe
morning aworking lady hasto prepare breakfast, tiffin and lunch, get the
children ready for school, get ready herself and goto work.

2. Underlinedll theactivitieswhich needto bedoneat adefinitetime, asinthe
above case, dropping achild at the busstop or reaching office ontime, etc.

3.  Makeanedimateof thetimerequiredfor theactivitieslisted, for example,
cooking 45 minutes, getting ready 20 minutes, etc.

4.  Arrangetheactivitiesin the sequencein which they areto be done. For
instance, getting the children ready before the mother getsready herself or
cooking and packing of lunchv/tiffinto be done beforethe children get ready.

5. Keepinmindthescheduleof other family membersand make necessary
adjustmentsif required. For example, if the mother ispreparing the break-
fast, thefather can get the children ready for school. But if thefather also
hasto |eave at the sametime, then themother will haveto get thechildren
ready and not wait for her husband’shelp. Similarly, if on somedaysthe
mother hasto leave early then the other memberswill aso haveto adjust to
her schedule.

6.  Whilesequencing, theactivitieswhich require similar equipment or work
area, should belisted together. For example, in the morning, cooking of
breakfast and lunch can be performed together in the sametimeand place.
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7. Onceyou havefollowed these steps, write down thefina plan.
— Theplanthuswritten, should be practical, flexibleand redlistic

It isalways better to beredlistic. It is always better to alot 35 minutesfor an
activity whichyouthink will get completedin 30 minutes. Keepinglesstimecould
leaveyou frustrated for not completing the activity ontime.

Thesewerethe stepsinvolved when you weremaking atimeplan for asmall unit
of timei.e., morning or afternoon, or evening. When you make aplan for the
wholeday or aweek you will follow the same steps of making atime plan for that
period. However, for aplaninvolving longer periodsof time, makeprovisionsfor
rest and entertainment.

Similarly, if youthought that you would be abletotidy your house beforeleaving
for work inthemorning but realisethat you do not havetimelefttodoit, leaveit
for theafternoon. Do not feel guilty about it. VWWhenyou come back fromwork you
candoit then.

Period of Peak L oad

There are certain timesin each family when the members have to completea
number of activitiesinasmall time. Thisisknown asthepeakloadtime. Let us
consider the earlier example. A lady who hasto go to office, hasavery busy
morning. Shehasto prepare breakfast, pack tiffins, make arrangementsfor lunch
and get dressed and go to work. Thisbecomesaperiod of peak |oad because all

these activitiesareto be performed within alimited time. The same activitiesor
even more when performed on a holiday do not cause much stress or tension
becausethetime constraint isnot there.

While making atime-plan peak |oads must be given specia attention. To reduce
the demandsof peak |oad periodsthefollowing steps can be adopted:

e  All family memberscanassist inreducing the stress of peak |oad periods.
Outside help can a so be taken to meet the demands.

e  Applydltheprinciplesof work smplication. Thedetailsof work smplifica:
tionaregivenin section 12.11 of thischapter.

Fig12.1 MANAGING PEAK LOAD PERIODS
A SampleTimePlan
(A planfor morning activitiesfor aworking woman)

Time Activity
5.30-5.45am. Wake up, gototoilet, brush teeth
5.45-6.00am. Havetea
6.00—7.00am. Prepare breskfagt, tiffinsand lunch.
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7.00-7.30 am. Get the children ready for schoal.
7.30—8.00am, Get ready to goto office
8.00-8.15am. Have breakfast

8.15-8.30am. Lock thehhouse and leavefor work

Beflexible and have breakfast first and then get the children and yourself ready
|ater.

Now you can make atime. plan for yourself for thewholeday.

F_"

©.

b INTEXT QUESTIONS11.1

1.  Indicatewhether thefollowing satementsaretrueor falseby writing* T’ or
‘F againgt each statement:

()  Tofinishal ourwork ontime, itisnecessary to kegpworking through-
out the day.

(i)  Knowledgeabout all thetypesof work helpsin preparing atime-
plan.

(i)  Atime-planismadefor the present.
(iv) Atime-planhasto bepractical and not redistic.

(v) Atimeplanispreparedto squeezetimefor al work, rest and enter-
tainment.

E;‘ Activity 11.1: Prepareatypical day’stimeplan for yourself. Assume
¥ | youaregainfully employedathome.

11.3WORK ORGANISATION

Intheexample stated in the begining of thislesson, Radhawasableto completeal
her work on time. Can you guesswhy she or women like her are ableto do this?
Yes, you areright. Such women create asystem of working whichisefficient. If
you observethe system of working followed by suchwomen youwill realisethat
they plan and organisetheir work properly. They placethingsintheir specific
placesand plan their activities beforehand in accordance with thetime at their
disposal.

Onthe other hand, women like Sitado not plan and organise their work. They
spend much time searching for misplaced thingswhich lead to wastage of timeand
fatigue. To completemorning activitiesmoresmaoothly, if only Sitahad packed her
children’s school bagsand ironed their uniformsat night, shewould have had
moretimeinthemorningtofinish other activities.

In addition to thisif shewould have collected the uniform, shoes, socks, bag,
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water bottle and placed them at one place at night, her children would not have
had any problem in getting ready. Even if her husband had to get the children
ready hewould havefound every thing at oneplace.

Canyou now define‘Work Organisation’?

Work organisationisplanning, arranging and performing one' sactivities
insuch away that they are completedin thedlotted timewith minimum
energy expenditure,

How do you do this? To understand thislet us know more about work, its se-
quencingand amplification.

11.3.1 Typesof Work

All activitiesrequiretime and energy. Some activitiesrequirevery littleenergy
whereasothersmay requirealot of it. You get tired after performing theactivities
which requirealot of energy. Depending upon the amount of energy required to
completetheactivity, these have been classified into light, moderate and heavy
activitiesor work. Light work requires minimum amount of energy and heavy
work the maximum.

Type (?f Work
I I I
Light Work Moderate Work Heavy Work
(uses minimum energy) (uses medium energy) (uses maximum Energy)
— cuttingvegetables — Sweeping — moppingthefloor
— duding — cooking — manudly washing
— writing — deaningutendls heavy clothes
— reading — usingasemi- — ruming
— knitting automaticwashing  — dimbingdairs
mechine

Fig.11.1: Light work Fig.11.2: Moderatework Fig. 11.3: Heavy work

You canenlargethislist by carefully examining each activity that you perform.
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Whileplanning your daily activitiesyou must understand the nature of each activity
and take carethat you dternate heavy work with light or moderatework. Thiswill
helpin preventing tirednessand improveyour efficiency. Remember, efficiency
means completing thework withinthetimelimit and spending theleast amount of
energy.

r_m

e

b

INTEXT QUESTIONS11.2
1. Fllintheblanks:

() Whenyousavetimeyoucanasosave..................
(i) Bywork organisationyou arenot only ableto savetimeand energy but

alsoreduce .......cccceeeeenne.
(i) Lightwork requires................ energy ascompared to moderate work.
(1Y) I work requiresthe maximum amount of energy to be com-
pleted.

2. Classfythefallowingintolight, moderateand heavy work:
() Gadening (v) Moppingthefloor (iX) Studying
(i) Briskwdking  (vi) Makingarangoli (xX) Playing hockey
(iii) Playingchess (vii) Paintingadoor
(iv) Diggng (viii) Sewingadress

11.3.2Work Simplification

You havelearnt that doing work requiresenergy and different types of work re-
quiredifferent amount of energy. You should a so know that time spent in com-
pleting ajobisa so related to theamount of energy. For example, you spend more
energy if time spent onthetask ismore. If time spent to completethetask isless,
energy spentisasoless. Itisjust likeif thetask islight you spend lessenergy and
if thetask isheavy, you spend more energy. Hence, if thetask isheavy but you
finishit fast then you spend lessenergy than when thesametask iscompletedina
longer time. Fig. 12.2 showsthisrelationship between type of work, timeand
energy requiredto completeit.

Task
Light Heavy
l 2
Completedin Completedin
lesstime moretime
l 2
Needslessenergy Needsmoreenergy
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Thusyou can reduce the energy spent to completeajob by:

(i) reducingthetime, spentor
(i) makingthetask smpler.

Infact, if you makethetask smpler, youwill automatically be spending lesstime
onit. For example, you can useagrater to grate vegetables or you can use afood
processor to save your energy and thejob isdonefaster. Similarly, if you collect
everything you requirefor washing clothesbeforeyou actualy sit down to wash
them, youwill definitely save both time and energy. Thus, inboth theseexamples,
you aresmplifying your work to save energy and time. Canyou now definework
amplificationinyour ownwords?

Wor k smplification isamethod of savingtimeand energy by using
asmpleprocedureand/or alabour saving deviceto completeatask.

Work organisation isamuch wider concept than work simplification. Here, you
planyour activitiesin advance. You know that if planningisdone beforehand you
will savetimewnhileactudly performingthoseactivities. Whileplanningand organising
you a so think of toolsand procedureswhich could smplify your work.

For example, if you decideto give aparty onyour birthday, you will first plan
about all your requirements and how they are to be achieved. Thisis work
organisation. Whileactually doing thework for the party you adopt wayswhich
will saveyour timeand energy. For example, you useamixieto grind themasaas,
you use paper plates and disposable glasseswhich do not require any cleaning
and washing beforeand after the party. Thisiswork smplification. Canyou think
of somemorewaysof smplifying your work whileworking for your party?

11.3.3Methodsof Work Simplification
L et usnow study about the variousways or methods of work simplification.

(i) Keeping your work placeorganised : You are now aware that whilework-
ingif al therequired thingsare kept within reach and at an appropriate height you
are ableto finish your work by spending less of your time and energy. For ex-
ampleif you arecooking youwould likethat al thefood stuffs, utensilsand source
of water are near the place whereyou are cooking. Also the height at which these
thingsarekept or storedisappropriate. Thismeansthat whileworking you do not
haveto moveoften or stretch yourself every timeyou need asomething. Besides
this, the storage contai ners can a so betransparent and labelled so that you do not
haveto hunt for thethingsyou require.

(if) Using labour saving devices - Using washing machines, mixie, or afood
processor for doing your work savesalot of timeand energy. You know now that
if you were not using awashing machineto wash clothesyouwould haveto doit
manual ly. Thiswould definitely require more energy and time. Use of apressure
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cooker, peeler, chapati maker, spray gun, vaccum cleaner, etc., are someof the
other examplesof work simplification through use of 1abour having devices.
e [fyouhaveto carry many thingsfrom one placeto another you can save
your timeand energy by using either atray or atrolly. Comparethe number
Notes of tripsrequired to lay atablewhen using both your handsand when using

atray or atrolley. Decidefor yourself whichisbetter.

Fig. 11.4: Trolley for carryingthings

(iii) Using appropriate work movements- While doing your work if you use
rhythmic movement and cut down all extramovements, you fedl lesstired at the
end and you also savetime. Some of thewaysby whichyou candothisare:

e  Whilemopping thefloor, uselong continuous movementsinstead of short,
jerky and zigzag movements.

° You can savetimeby doing dl thethingsthat can bedoneinthesameroom
inonego. For example, if you are making your bed, tuck inthe sheetsin
long strides, i.e., spread the bed sheet and bed cover and then tuck themin
together instead of tucking them one after the other.

° Keep utensiisdirectly for drying onthe plate rack after cleaning.

(iv) Changing thework sequence - Work can besmplifiedif itisperformedin
aproper order.

For example, when you havetoiron clothesit would be much quicker and easier
if you sprinkled water on al the clothesbeforeyou start ironing. If you sprinkle
water on oneclothandironit, and then on the next and so on it takesmuch longer.

Similarly, while cooking vegetablesit would be better if you put themasalaonthe
stoveand whilethe masalaisbeing cooked you cut the vegetablesinstead of first
cutting al the vegetables and then starting to cook.

(v) Using appropriate postures - When you use the correct posture to do a
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work you save both on time and energy. For exampleif you stand and cook, you
get lesstired than when you sit and cook on thefloor. Getting up from asitting
postureismuch moretiresomethan standing. Similarly pushingisawayseasier

thanpulling.

° If you can work with a straight back then why work with a bent back?
Keeping your back straight whileworking savesyour timeand energy. For
example, usealong handled broom instead of theregular broomto sweep
thefloor.

Fig. 11.5

Whiledrying clothes, keep the bucket containing clothesonastool. Youwill redise
that you do not haveto bend everytimeto pick up the clothes. Thiswill keep your
back straight and relieveyou of the stress of frequent bending.

(vit) Working at appropriate height - Have you noticed that you feel more
tiredif you haveto work in akitchen wherethework surface and storageisnot in
accordance with your height? Why? Thisisbecause you haveto bend or raise
yoursalf whileworking. Which of thefollowing methodsof ironing clothesisthe
least tiresomefor you? Sitting on thefloor, bending to iron the garment placed on
bed or using anironing board? Naturally thethird one, asitisthemost appropriate
height.
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(vi) Dovetailing - Dovetailingisthe process of combining two or moreactivities
at thesametime. This, way you can save both timeand energy, e.g. after putting
water to boil for making tea, you can knead the dough, heat the milk or cut veg-
etablestill thetimethewater boils.

Canyou suggest some more activitieswhich can be dovetailed?

(vi) Using ready - to - consumeitems - Have you used ginger and garlic paste
or onion powder to prepare masaainstead of using fresh garlic, ginger and onion
each timeyou cook?What isthe advantage?Yes, you savetime and energy. You
can buy thosefrom market or preparetheseand keep itinyour refrigerator. Pre-
preparationssaveyour timeand energy when actudly performing theactivity. You
can save still moretimeand energy by consuming ready-to-est foods! Youwould
alsoredlisethat using paper platesinstead of normal crockery savestimeand
energy. Canyou say how?

(viii) Attractiveworking place- If thework areaisattractive and well organised,
you tend to finish your work fast and spend lessenergy. Thisisbecauseyou enjoy
workinginsuch anenvironment. Thisincreasein efficiency ismainly because of
themental satisfaction. You can makeyour work placeattractiveby:

® Kkeepingitcleanandtidy

e using bright coloured containersand patterned crockery
® organisingand storing thingsintheir respective places

e providingamplelight and ventilation.

Canyou suggest somemore?

(ix) Perfect your skills- If you practice and perfect askill youwill requireless
time and energy in doing that work. Besidesthis, you will also beableto get a
better product. A tailor or anybody who haslearned the skill of stitching can gtitch
clothesin amuch better way and faster than an unskilled person.

Do you remember the popular saying “ Practice makes perfect”?

r._mM
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b NTEXT QUESTIONS11.3

1. Tick mark themost appropriate answer out of thefour optionsgiven:
() Worksmplificationleadsto
(@ spending moremoney
(b) reducingwork heights
() savingtimeandenergy
(d) useof gadgets.
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(i) Dovealingis
(@ finishingajob before starting the next.
(b) doingtwoor moreactivitiesat the sametime.
(©) working at correct height.
Notes

(d) usingalabour savingdevice.
(i) Correct posture helpsusto
(@ doworkontime
(b) getenoughrest
() dotwoactivitiesatthesametime
(d) saveenergy whileworking.

.F'-l- Activity 11.2: Observe cooking and washing activitiesin your house.
| . e .
L Suggest work simplification measureswherever necessary.

11.4 FATIGUE

What happenswhen you work for alength of time continuously?Youfeel like
resting. Thisisbecausethe capacity of your body to work hasreduced and there-
fore, needsrest.

Thefeelingsof tiredness causing desireto stop workingis
called fatigue.

Thisfeeling may come not only because you have worked very hard but also
becauseyou have not worked at all or areunableto completeatask. Thusfatigue
can be of varioustypes.

11.4.1 Typesof Fatigue

Falti gue
Physologicd Psychologica
Faigue Fatigue
(Whenyouwork (When you do not work but till
and spend energy) spenddl yolur energy)
Boredom Frudration
Faigue Fatigue
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() Physiological Fatigue- It occursafter you perform any physical activity, such
as, sweeping, mopping, running or walking. After pefroming theseactivitiesyou
fedl pysically tired because you have consumed dl theavailableenergy and some
waste products have accumulated in the muscles. When you rest for sometime,
thesewaste products are removed from themuscles.

Physiological fatigue occurswhen alot of energy isutilized for physical
activitiesand you fed exhausted.

(i) Psychological Fatigue- You must have noticed that sometimesfatigue may
occur even when you havenot worked at al or after doing alittlebit of work. This
typeof fatiguemay betheresult of thefeeling of boredom or frustration. Youfedl
dissatisfied and restless, experience bodily discomfort and have adesireto stop
work. Thistype of fatigueiscalled psychological fatigue becauseyou fed fired
psychologicaly althoughthereisno physical reasontofed tired.

Psychologicd fatigue occursdue the unsati sfactory work and work con-
ditionsand not dueto physical exertion.

In boredomfatigue, thereisdicontentment, yawning, restlessnessand adesireto
stop working. This happens because the work is monotonous and uninteresting.
Theworking conditionsare unsatisfactory or dull and thetoolsused aretrouble-
some.

Infrustration fatiguethereisbodily discomfort, general fedling of tension, unsat-
isfactory resultsand adesireto escapefrom the situation.

Thishappensbecause theworker isinexperienced, disturbed too often, worried,
overworked and not appreciated.

11.4.2 Waysto Remove Fatigue
Itisvery easy to remove physiological fatigue. All youneedtodois:

— takerest briefly

— dternatelight and heavy task
— uselabour saving devices

— delegate somework to others
— makethework moreinteresting
— work ingroupsinstead of alone
— have aproper work place

— have proper equipment

— develop skill at work

HOME SCIENCE




Timeé& Energy Man: MODULE -3
Resource Management
— make the atmosphere pleasant
— reduce mental tenson
— appreciatetheworker, and
— giverewardsfor good work.
r f1 Notes
ke 1IIINTEXT QUESTIONS11.4
Q. Rearrangethelettersinthefollowingwordsto denote:
() fedingtired |IEFGAUT
(i) boredomfatigue COHCY SPISLOGLA
(iii) accumulation of wastemateria inmuscles  LCIOOSPYHILGA
(iv) desiretoquitwork SUPERTARTNOIT
¥ L-';f# WHAT YOU HAVE LEARNT
WORK Planning to complete work with
ORGANISATION — | minimum expenditure of time and
invol veﬁi energy
WORK is -
SIMPLIFICATION ——> Process adopted to save time and
energy
e keeping things handy
e using labour saving devices
Prevents Needs Through
® using appropriate work move-
ments
A e changing work sequence
FATIGUE ang >
o developing skill
e appropriate postures
Physiologica  Psychological e appropriate height
fatigue fatigue e dovetaining
/\ e using ready-to-consume items
Boredom Frustration e attractiveworking place.
fatigue fatigue —
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él TERMINAL EXERCISE
1. Your neighbour awayscomplainsthat she cannot finish her work intime.
What areyour suggestionsto her?
Notes

List thestepsinvolved inmaking atime plan.
3.  Statethevariousmeasuresone cantaketo simplify work.

4.  Identify thedifferent typesof fatigue. Suggest some measuresto overcome
them.

ANSWERSTO INTEXT QUESTIONS

AR ()T, (i) F, (iv) Fand (v) T.
11.21. () enegy
(i) dress'tenson

(i) less
(v) Heavy

2. () moderate (i) moderate (ix) light
(i) ligt (iv) heavy (X) heavy
(v) heavy (vi) moderate
(vii) moderate (viii) light

11.31. @) (¢
@i
(i) (d

114 () FATIGUE
i) PSYCHOLOGICAL
(i) PHYSIOLOGICAL
(V) FRUSTRATION

For moreinformation
http://mww.myorganizedlife.com
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