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What’s New in Time
Management Training?

by Gail McGovern (gmcgovern@macnexus.org)

President’s Message
by Kathy Schalk-Greene (kathy@mtlaurel.lib.nj.us)

While updating my hand-
outs for a presentation on
time management , I read
Julie Morgenstern’s Time
Management from the
Inside Out. Since I have
taught this subject many
times and read lots of
“new” materials, I didn’t
expect I would make a
major shift from my basic
training handouts or
approach.

The book was new and
Julie had recently been on
Oprah, so I thought I
would probably add the
book my resource list and
make a few minor changes and that would be that.

However, when I got to page 10 and found her new
way of looking at time, I was pleasantly surprised. She
began with, “In my own journey to getting organized,
my biggest breakthrough came when I realized that
organizing time really is no different than organizing
space. Let’s compare a cluttered closet to a cluttered
schedule to see the similarities.” The comparison chart
(see page 7) was such as wonderful aid to help partici-
pants visualize time, that I made major revisions to
both my handouts and my approach.

If you are familiar with tried and true time manage-
ment tools, you will find many of them in her book
(e.g. mindmapping, organizers, goal setting). Another
new tool I added to my toolkit is her SPACE formula
(Sort, Purge, Assign a home, Containerizing and
Equalizing).

Julie’s website offers an Idea Exchange (http://
juliemorgenstern.com/cgi-bin/Ultimate.cgi) where you
can ask for help with problems and/or share your
successes. I found the product forum especially
interesting; its purpose is “for discussing organizing
containers, baskets, gadgets and gizmos that you’ve
found particularly useful (or not so useful). Share both

Last November I attended
ALA’s Congress on
Professional Education, or
COPE2. This three-day
event brought together
over 100 continuing
education professionals to
discuss the changing
professional development
needs of librarians. (See
“COPEing with ALA” on
page  2 for background on
previous and planned
ALA Congresses.)

I’d like to share the
recommendations from
the Congress. The ALA
Executive Board accepted
the report from the
Congress in October 2001
and a discussion of
implementation strategies
will be discussed at the
ALA Midwinter Meeting
in New Orleans in Janu-
ary 2002.  (A copy of the
report will be posted on
the ALA site, check
www.ala.org/congress/
2nd_congress.)

WARNING! WARNING!
This next section is heavy
on institutional language,
but it is extremely
important to CLENE and
the cause of professional
development in ALA.
Believe me, it's worth the
time to read through.

The Executive Summary
identified the five major
areas that encompass the
Congress recommenda-
tions identified as having
the highest priority.

1. Develop a plan for and
implement a web-based
resource, a digital clear-
inghouse, for continuing
professional develop-
ment.  The plan should
include both a conceptual
design and the necessary
specifications for an RFP.
The concept should allow
for input from multiple
providers, utilize leading
technologies such as
portal technologies with a
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rich search engine, and include capa-
bilities for the linking of a variety of
competency statements with specific
professional development and continu-
ing education opportunities.

2. Charge the ALA Research Commit-
tee to work with other ALA research
committees and the research units of
other associations to:

a. Gather data to document the level of
current investment by libraries in
continuing professional development
activities and the level of investment
by librarians in association-sponsored
continuing education activities;

b. Design mechanisms to gather the
data and document the organizational
and economic impacts of continuing
professional development activities;

c. Define more effective ways to
articulate problems arising from
practice and to move research into
practice more quickly, building on the
current commitment to develop a
research agenda.

d. Convene a “think tank” of leaders
from the fields of library and informa-

tion science and continuing professional
education to advance innovative and
entrepreneurial thinking and action on
professional development for librarians
and other information professionals.

3.  Explore the implications of and long-
range strategies for integrating the func-
tions of a 501(c)(6) organization, including
certification, with the development of
competencies and continuing professional
development programs.

4. Take a leadership role in establishing a
venue and mechanism for sustained
communication and collaboration related
to continuing professional development
among ALA units, other associations,
educators, and individual providers and
stakeholders.  This should include an
assessment of the need for a standing
committee and of the role of CLENE in
advancing and coordinating the ALA
agenda for continuing professional devel-
opment. (my added emphasis)

5. Establish an office of continuing profes-
sional development responsible for the
creation, delivery and assessment of
traditional, technology-enhanced and
distance learning courses and programs.

COPEing with ALA

In 1998… the ALA Executive Board established a Steering Committee
on the Education Summit to examine the initial preparation of profes-
sional librarians as a first step in studying the broader issues of educa-
tion and training for librarians and other library workers.

In 1999… The First Congress on Professional Education (COPE1) was
held in Washington, DC bringing together library educators and practi-
tioners to talk about the changing needs of initial professional library
degree. You can read the report and its follow-up at www.ala.org/
congress/cope_report.html

In 2000… The Second Congress on Professional Education (COPE2)
was held in November in Chicago and focused on the continuing
professional development needs of librarians.

In 2001… The report from COPE2 was accepted and will be posted on
ALA’s website.

The next Congress on Professional Education (COPE3) will focus on
the development needs of library support staff.
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WILLing in Washington
by Buff Hirko (bhirko@statelib.wa.gov)

Yakima, the geographic center of Washington
state, has served as the traditional home for the
Washington Workshop in Library Leadership
(WILL). From September 26-28, library trustees
and staff members gathered there again to learn,
share, and make new friends.

Special sessions were offered the first day on basic
boardmanship skills, board relationships with
library staffs and communities, and legal issues.
Elizabeth Ives, Vice-President of the New Hamp-
shire Trustee Association delivered a very personal
and stirring keynote address titled “The Public
Library Trustee: Honor or Onus?” that ended with
the crowd on its feet, cheering.

Attendees chose from programs that ranged from
new audio technologies and marketing methods to
the 2000 Census and information literacy.
CLENE’s Gail McGovern and Yolando Cuesta
presented “Reaching New Users: Dealing with
Diverse Neighborhoods,” a fast-paced discussion
of techniques for reaching out to the under-served
segments of our communities. Freelance consult-
ant Sara Berman became Professor Techno
Babble, irreverently explaining technical jargon
and brainstorming coping strategies.

A networking session featured Washington State
Library (WSL) consultants and other specialists
who answered questions on grants, the statewide
database licensing and virtual reference initiatives,
grassroots organization, and more. On the final
morning, a distinguished panel of experts pre-
sented an informative, challenging discussion on
“Politics and the Public Library”. All of this was
leavened by a reception featuring sing-along piano
and lively fiddlers who entertained with traditional
Northwest tales and tunes at dinner.
WSL sponsors the workshop with assistance from
an advisory group of trustees, members of the
Washington Library Friends and Trustees Associa-
tion, and library staff from across the state.

WSL’s Mary Moore began the biennial conference
in 1986, working with ALTA member Pat Nixon.
The ALTA-designed concept has been used in a
number of states and has proved both a useful and
durable means for translating library-ese into
trustee-wise.

Mary, another CLENE activist, announced her
retirement at the reception and received a standing
ovation for her enthusiastic efforts in support of
the conferences.

To order, contact:Lorelle Swader, ALA/CLENERT Liaison
Fax: 312-280-3256, E-mail: lswader@ala.org

CLENE PUBLICATIONS AVAILABLE FOR SALE
Program Planning: Tips for Librarians, 1997 $15.00

Workshop Evaluation: Forms Follow Function,1992 $  6.00

A Focus Group Interview Manual, 1994 $10.00

Self Assessment Guide For Children’s Services, 1995 $11.00



4                                                                                                        CLENExchange     December 2001

Hot Stuff! by Gail McGovern (gmcgovern@macnexus.org)
Use these resources to help you plan and implement your training sessions.

Asheigh Brilliant Pot Shot Messages
(http://www.ashleighbrilliant.com)
Asheigh Brilliant is the creator of pot-shots. You can
find great messages to use in a variety of ways in your
training programs among his 8000+ copyrighted
brilliant thoughts. One of my favorites is shown below
the website. Cards are 25¢ (minimum order $5.00).

Virtual Learning Center
(http://www.agfg.com/vlc/vlcnewweb.nsf)
You will find a variety of links to interesting articles
and training tips at this site. Two monthly features I
liked are the book of the month and the list of the top
20 web-based courses.

Spanish Survival Guide
(http://skipper.gseis.ucla.edu/students/bjensen/
html/plus/survspa/toc.htm)
This website updates a 1990 print publication from the
Metropolitan Cooperative Library System (CA); it
provides basic, coping words and phrases to enable
non-Spanish-speaking public service staff to commu-
nicate with Spanish-speaking patrons.

About Optimal Learning
(http://adulted.about.com/cs/optimallearning)
One of the sites from About, “the Human Internet,
where real people help you get whatever you want from
the Web.” Guide Kimeiko Hotta Dover holds a
master’s degree in adult education.

American Society for Training and Development
(ASTD) Conference Schedule (http://www.astd.org/
virtual_community/conferences)
Check out the dates periodically for these great confer-
ences. The next one is June 2-6, 2002 at the Morial

See Hot Stuff continued on page 5
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Hot Stuff continued from page 4
As you know, there are new security measures in place in all types of
buildings. ALA has announced the following new security guidelines for
Midwinter and Annual conferences.

1. A photo ID will be required for registration credential pick-up.

2. Any unattended bags or boxes throughout the convention center or hotel
meeting rooms and corridors will be removed by security.

3. Attendees and staff are urged to keep control of their badge at all times.
A lost badge could permit unauthorized persons to enter secured areas.

4. Attendees and staff should always be aware of their surroundings. If
there is a suspicious person or item, please notify security or show man-
agement immediately.

5. We will have a redesigned security schedule taking into consideration
the heightened state of security and any new requirements by individual
venues. This will include security guards checking badges not only at
convention center meetings and events, but also at the meeting hotels.

6. Staff, attendees and  exhibitors must wear their badge at all times in any
ALA function and when they are in the Convention Center. People without
a badge in the Convention Center will be escorted to Registration where
they will be able to obtain one.

7. Due to security restrictions the Internet Cafe will not be able to be open
24 hours. Only from 6:00am until 10:00pm.

8. ALA Office Hours will be the same as the Internet Cafe.

9. Take off your badge as you leave the convention center or any of the
meeting hotels. Don't wear it on the street.

ALA Conference Security
Convention Center in New Orleans,
Louisiana. To get an idea of the
types of programs presented at
these events, download PDF files of
selected handouts from the 2001
conference at (http://www.astd.org/
astd2001/post/handouts.html).

SearchLight Newsletter
(http://websearch.about.com/cnl/
?once=true&)
Kevin Elliott, an About .com guide
who provides information about
searching the Web, offers a  free
e-mail newsletter. Check out this
URL to see back issues on a wide
variety of search topics.

Faith Popcorn’s Trend Bytes
(http://www.faithpopcorn.com/
trends/trends.htm) Try using Faith
Popcorn’s trends as a warm up
exercise. Have participants choose
the three of her 16 trend bytes that
relate most directly to their lives.

Distance Learning Quiz
(http://www.wgu.edu/wgu/
self_assessment.asp)
This site provides a good model for
an assessment tool to help people
decide whether distance learning
classes are right for them or not.

Designing Measurement Tools
(http://www.ucs.umn.edu/oms)
From the University of Minnesota,
this site  can help with the design of
quizzes and evaluation forms.

Training Resources
http://www.mccoytraining.com/
resources.html
From a Maine consultant, this site
offers interesting articles. “Why
invest in management training?”
will give you ammunition to talk to
administrators about training.

TechLearn 2001 (http://www.techlearn.net/intranet2001)
Check out the interesting array of information at this site about the
annual conference sponsored by the Masie Center. The 2001 theme
was “Learning – more now than ever.”  Over 1,600 participants from
23 countries and six continents attended. 

Key points from the keynote opening by Elliot Masie included:
• The biggest change over the last year is that e-learning has moved
from possibility to mainstream—from “will we?” to “how will
we?” 

•The questions have become: How to market? Afford? Make
accessible to everyone, everywhere?

• 20-21 percent of frontline mangers prefer e-learning to other
alternatives. 
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clenert@ala.org
The purpose of this new feature, clenert@ala.org, is to share information from the CLENE Discussion List. Each
entry will include the message along with the name and e-mail address of the CLENE member who posted it.
This first article just happens to include message recaps from the same person...thank you to Karen Wilber
(wilberk@tblc.org) for sharing her experiences with both games and whiteboards!

If you want to subscribe to the List, just follow these instructions: 
1. Send an email message to: listproc@ala.org
2. Leave the subject line blank.
3. In the body of the message type: subscribe CLENERT [YourFirstName] [YourLastName]

Games/activities to illustrate concepts of leadership

Meeting Room Games: Getting Things Done in Commit-
tees by Nan Booth. Games for different stages of committee
work: introductions and setting goals, breaking into groups,
building teamwork and dealing with conflict, wrapping it up.
Each activity description lists the necessary # of participants,
materials, directions, potential problems, and variations on
the game as well as the desired goal of the game.

The Big Book of Presentation Games by Edward Scannell
& John Newstrom. Ideas for icebreakers, energizers, stories,
openers and closers. These are mostly short, attention-
getting activities that are easy to put together and explain to
the group. Each activity has the objective, materials re-
quired, procedure, time length, and discussion questions or
follow-up information as needed.

The Game Finder by Annette C. Moore. These are truly
games—like we all used to play at camp and school play
days. Each activity lists the appropriate place, # of players,
time, energy level needed, equipment, and procedure. Great
for mixers, workshops, staff retreats, children and youth
programs.

75 Icebreakers for Great Gatherings by Nan Booth.
Icebreakers for just about any occasion. They use no
materials or simple to prepare materials and are quick to
teach and do. Everything from meaningful introductions to
just plain silly fun. Each activity has the group size, advance
preparation, materials needed, and procedure.

All Together Now!: A Seriously Fun Collection of
Interactive Training Games and Activities by Lorraine L.
Ukens. Experiential games to immerse your group in an
activity. Games take anywhere from 15 minutes to over an
hour to play. A nice feature is that each activity is indexed
(in the front) by topic, such as conflict management,
leadership, and problem solving. These take some prepara-
tion, but all of the handouts are included. Each activity lists
the objective, applications, group size, time, materials,
preparation, procedure, and discussion points.

Interactive whiteboards

We purchased two units: Mimio Whiteboard and Mimio Flip
Chart. We have used both for meetings. Information about
both is available at the website, http://www.mimio.com

Some Pros:
•ability to save the “boards” to disk to use later.
•ability to transfer recorded information into other word

processing/spreadsheet/publishing software.
•ability to print out a copy of the “boards” to give to the

speaker/participants right away.
•ability to post the “boards” to a web site.
•very, very portable. (big issue for us).
•can be set up or taken down in about 10 minutes.
•ability to record the flip chart information, while still
retaining the flip chart sheets. We tend to post the sheets

around the room; we can also print out the individual flip
chart sheets for participants.

•ability to use any standard whiteboard or flip chart markers.
•less expensive than a traditional electronic whiteboard.

Some Cons:
•need to have fairly neat handwriting in order to get any use

out of the handwriting recognition software (on the other
hand, slowing down allows more time to think while
writing and everyone could read the boards better).

•need to use a fairly firm hand in order for the data to be
recorded on the computer while you write. You have to
push down on the marker firm enough to activate the
transmitter. Mimio folks said that as we get used to the
transmitters, we won’t feel the need to press down as hard
with the markers.

•may need a larger supply of markers (we went through 4 in
3 days and 50 sheets of chart paper).

•your arms may get tired.

Editor’s note: I asked Karen if she had considered
SmartBoard (http://www.smarttech.com); her response,
“SmartBoard is a great product; however, it works best in a
dedicated room—not portable and is more expensive. Mimio
makes a unit that can be used with a flip chart using the
same technology! We’ve used both the whiteboard and the
flip chart units. It makes us more versatile.”
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Cluttered Closet

• Limited amount of space

• Crammed with more stuff than storage

• Items jammed into any available pocket of
space, in no particular order

• Haphazard arrangement makes it difficult to
see what you have

• Inefficient in its use of organizing tools

Cluttered Schedule

• Limited amount of hours

• Crammed with more tasks than time

• Tasks jammed into any available pocket of
time,in no particular order

• Haphazard arrangement makes it difficult to
see what you have to do

• Inefficient in its use of time management
tools

Time management continued from page 1

what you’ve used and how you’ve used them.” Besides Julie’s book I recommend the books, audiotapes and
websites listed below.

Books
*Covey, Stephen. First Things First. 1996.
Fanning, Tony & Robbie. Get It All Done and Still Be Human. 1990
Lakein, Alan. How to Get Control of Your Time and Your Life. 1996.
McGee-Cooper, Ann. Time Management for Unmanageable People. 1994.
*available in print and audiotape

Websites
Day-Timer (http://www.daytimer.com)
Supplier of planners/organizers. Site includes a Library of time management articles, productivity tips and other
time-related information.

Day Runner (http://www.dayrunner.com)
Supplier of planners/organizers. Offers an array of wall organizers.

FranklinCovey (http://www.franklincovey.com)
Producers of the Cadillac of organizers and training in time management. Be sure to check out the Create your
Personal Mission Statement feature at www.franklincovey.com/missionbuilder/index.html
It helps you define your values, principles, and what matters most to you in your life.

Julie Morgenstern’s Time Management from the Inside Out Comparison Chart

From the Newsweek Special Report: Learning -- Next Frontiers (October 29, 2001)

•From 1994 to 2000 the percentage of public schools connected to the Internet has grown
from 35 percent to 98 percent

•From 1995 to 2000 the number of students per computer has dropped from more than 9
to less than 6

•From 1998 to 2000 the number of students per Internet connection has dropped from 12
to around 6

•Over half of all U.S. colleges/universities now offer on-line courses

•Over half of all U.S. teachers now use the Internet in lessons
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CLENE Midwinter Schedule
American Library Association Midwinter Conference

January 18-23, 2002, New Orleans

Friday, January 18 7:00 p.m. - 9:00 p.m. Board Strategic Planning Session
Le Meridien, Frontenac Room

Saturday, January 19 9:30 a.m. - 12:30 p.m. Board meeting
Le Meridien, Frontenac Room

Monday, January 21 2:00 p.m. - 4:00 p.m. Staff Development Discussion Group
Sheraton, New Orleans, Poydras Room

If you are planning to be in New Orleans for Midwinter, the members of the CLENE Board urge you to
attend any of the meetings listed above. Contributions to the work of the Round Table are very much
valued. We hope to see you there. Information about the conference is available at the American Library
Association website (http://www.ala.org/events/midwinter2002/index.html). In case of last minute
changes, be sure to check your conference program upon arrival.


