[image: image1.jpg]SANCTA MARIA
COLLEGE





The Good New Habits Book

2012

The art of looking after one’s self or caring about your own well-being is a jigsaw of learnt habits. Teaching is an extremely demanding profession and it is vital that you take some time for ‘you’ during each working day. To help you develop these new habits, this booklet contains a weekly activity to support you. There is no particular order to the strategies and hints in this booklet but hopefully you may embrace a few on a permanent basis. They will become new habits!
Stress Test
A UK website called Teacher Support Network operates for the benefit of teachers. It provides a wealth of information and resources   www.teachersupport.info .
One of the resources available is an online assessment of a teacher’s current stress. It asks a series of questions about our everyday life as a teacher and the various pressure areas that may affect your well-being. It is a quick exercise and well worth a look.
You can access this through the Homepage of the Teacher Support Network www.teachersupport.info  and then click on the link for “How stressed are you?” or the direct link to the online stress test is  http://www.teachersupport.info/tools/stress/
Stopping By Woods On A Snowy Evening

Whose woods these are I think I know.
His house is in the village though;
He will not see me stopping here
To watch his woods fill up with snow.

My little horse must think it queer
To stop without a farmhouse near
Between the woods and frozen lake
The darkest evening of the year.

He gives his harness bells a shake
To ask if there is some mistake.
The only other sound's the sweep
Of easy wind and downy flake.

The woods are lovely, dark and deep.
But I have promises to keep,
And miles to go before I sleep,
And miles to go before I sleep.

By Robert Frost

Triggers

To learn a new positive habit you need to remember to adopt this new activity on a regular basis. We all need reminders, so seeing an aircraft in the sky may be the trigger to remind you to rehydrate and have a drink of water.  

You need to think about a few triggers that will remind you to regularly practise a new approach!!

Examples of triggers: Our College is on the Airport flight path so seeing or hearing an aircraft could work for you. Having a special screensaver on your computer could be a trigger. A poem, a photograph on your desk, a treasured item that you frequently see, could be a trigger. It could be the smell from a fragrance from your tissues or a room air freshener.  If could be another external noise such as a distant motorbike or police siren. In essence pick a few things that will constantly remind you to remember to follow a new activity  - “Remember to Remember.”
Term 1 Week 1
Drink Water Week

· Bring a water bottle to work and refill from the chilled water tap in the staffroom.
· Take the bottle to class with you.
· Strive to drink at least 4 bottles a day.
· Cut down on tea and coffee consumption this week.
“The real risk is doing nothing.”  - Denis Waitley
Term 1 Week 2

Identify Four Triggers

· Please strive to figure out four key triggers that will help you to remember to do something important for yourself.
· See the introductory notes on ideas about possible triggers.
· The triggers need to be obvious ones for you during your working day at College.
· Write down your list of at least four triggers.
Term 1 Week 3

Enjoy Your Lunch Break

· In a busy day it is important to have a quality break at lunchtime.
· Strive to have at least two lunches this week in the staffroom.
· Make yourself a lovely tasty lunch that you can enjoy and take time out to relax.
· During this time, resist the temptation to discuss work and instead find out something new about some of your close colleagues.  

“The greatest discovery of my generation is that you change your circumstances by changing your attitudes of mind.”

· William James
Term 1 Week 4

Stop For Five Minutes Each Day

· This week’s activity is particularly tricky. The modern day schools are very pressurised places and frantic, so asking someone to stop can be quite daunting.
· Find a quiet place where you can take a few moments for yourself. The Chapel is an excellent place to seek a few moments of tranquillity. Use one of your triggers to remind you to stop and take a few moments for you.
· Relax your shoulders, neck and jaw. Close your eyes.
· Still the body and try to calm the mind.
· Breathe slowly and deeply. 
Term 1 Week 5

Time Management
· With ERO to visit shortly, it is important to spend time planning the next few weeks.
· Plan your week of the ERO visit carefully so that you are well organised and are aware of any extra meetings that you may need to attend or any extra commitments during this week.
· Also plan for the week after ERO, as this can be a time when teachers feel exhausted after the intensity of a school inspection. Having your lessons prepared and your week organised in advance may be beneficial and will most certainly reduce your stress levels. 
“The beginning is the most important part of any work.”  -  Plato

Term 1 Week 6

Mood Changers

· Develop a mood changers folder on your computer of about half a dozen items.
· If your day is not going well then one of your ‘mood changers’ may help shift your focus back to a more positive outlook.
· Examples of items: favourite music track to sing along with, Youtube clip of your favourite comedian or movie scene, a lovely poem, a slide show of stunning scenery, photos of your family or loved one, a collection of uplifting quotes. 

· The poem might cheer you up today but next time the music-sing-along might be more beneficial, so a wide selection of choice is preferable.
Term 1 Week 7

Health Focus Week 

· Bring in fresh fruit for morning tea and lunch.
· Cut down on the caffeine and high energy drinks.
· Rehydrate with water, aiming to drink at least 4 bottles a day.
· Do not work more than 50 hours this week!

· Leave early and take a long walk one evening. 
“I do believe it is possible to create, even without ever writing a word or painting a picture, by simply moulding one’s inner life. And that too is a deed.”   -  Etty Hillesum
Term 1 Week 8

Brain Gym And Stretching
· This week have some fun with your students in class by introducing some simple exercises to sharpen up the brain and relieve some body tension.
· Resources will be made available this week to explain different stretches that you can do in the classroom whilst seated at your desk.
· You will be introduced to: The Elephant, Belly Breathing, The Owl, Balance Buttons and The Energy Yawn. 

· Don’t be fooled by the simplicity of these exercises as they have a proven record of being beneficial. If done consistently they can have a tremendous impact on well-being.
Term 1 Week 9

Avoid Using E-mail Week

· Only send an e-mail if it is vitally important.

· Make an effort to walk around the grounds to see a colleague and have a discussion instead.

· Talk to a few students during your duty slot and ask them what the highlight of their term has been.

· Write a note for ‘Good Sorts’ to say thanks to a colleague for a good deed
“If we don’t change, we don’t grow. If we don’t grow, we aren’t really living.” -  Gail Sheehy
Term 1 Week 10

Plan Of Action Before The Holidays

· Carefully plan and prioritise your days between now and the end of term.

· The holiday is for you to relax, rest and enjoy and re-charge your battery for next term.

· Work smarter and possibly put in the odd longer day at school so that you have all your marking completed by the end of term.

· Do not plan to use your holiday for marking or for completing huge schemes of work. 

· Your students want you fresh and dynamic next term not grouchy and fatigued!
Term 1 Week 11
Treat Yourself
· Plan to treat yourself. Something just for you.

· Finish early one day and enjoy a massage, reflexology appointment or similar.
· Enjoy a walk along a long beach, escape to a quiet spot and read a novel, take a ferry ride.
· Arrange a trip to your favourite book shop, art gallery or museum.
· Plan in the holidays to go fishing, take off on a day tramp or a bike ride across Auckland.

· For the thrill seekers, book a holiday bungy jump, skydive tandem jump, a test lap around Hampton Downs, a dive to the Rainbow Warrior or similar to get your heart pounding!
Term 2 Week 1

Term 1 Reflection

· Spend some time this week reflecting on your work – life balance of last term.
· Try to identify a few key areas that you can work on this term.
· It is useful to write your thoughts down;  What went well?  What needs further tweaking?

· Reflect on the weekly challenges from last term and whether you have started to embed one of these approaches into your daily/weekly routines. Are you starting to form a new positive well-being habit?
“There is more to life than increasing its speed.”  -  Mohandas K. Gandhi
Term 2 Week 2

Bliss List
· Do you have a list of activities, places, people that you turn to in times of need?
· What helps you relax, manage life’s challenges, improves your sense of well-being?
· These could be very simple ideas such as phoning a friend, having your favourite meal, taking the scenic route home or going to a pilates class.
· Write down your ‘Bliss List’ and add a few details how each helps to restore your equilibrium.
· Count your blessings by adding a note to the Wall of Gratitude in the staffroom.

Term 2 Week 3
Laughter Week

· There is now a lot of research that highlights the positive benefits of laughter.
· Organise an activity this week that makes you smile and brings joy into your life.
·  For example, surprise a colleague with a thoughtful gesture, watch some humorous clips on Youtube throughout the week, arrange an after school departmental trip to mini golf or bowling.
· Find an amusing story that will supplement a teaching topic and make the class laugh.   
“Destiny is no matter of chance. It is a matter of choice. It is not a thing to be waited for, it is a thing to be achieved.”

· William Jennings Bryan
Term 2 Week 4
Revisit Your Triggers

· Are you remembering to remember to check in with yourself each day?

· Are your four triggers working from term 1 or do you need to find a couple of better ones?

· For example, other triggers could be hearing a person sneeze, observing the tractor out on the field mowing the grass, a particular colleague that you observe passing your room twice a day or the bell ringing at the start of interval and lunch.
“I find television very educating. Every time somebody turns on the set I go into the other room and read a book.”

-   Groucho Marx
Term 2 Week 5
Power of Prayer

· Take a few moments each day to reflect through a prayer or some minutes of silence.
· Our DRS has made available lots of prayer resources and there are a collection of books in the staffroom.
· It could be a quiet reflection in the Chapel.
· It could be an acknowledgement of gratitude for all the wonderful people and things in your life. 
Term 2 Week 6
Sharpen the Saw
· This would be an appropriate time to review your work habits, both at school and at home.

· Can I work smarter ?

· Do I take home a bag of marking and paperwork and then return with most of it untouched the following morning?

· Are you a morning or later in the day person? Review whether you could arrive earlier or stay later at school but with the trade-off of not taking work home?

· Record how many hours you spend this week on school related work. Is it over 50 hours?
“I’m not afraid of storms, for I’m learning how to sail my ship.”  -  Louisa May Alcott
Term 2 Week 7
Fight Procrastination
· Make a start this week on that one task that you have been avoiding and putting off.

· Set yourself a short time frame say 30 – 45 minutes and focus on that document or admin task that you keep avoiding. Just making a start will be uplifting!
· Figure out how you can put yourself in the ‘zone’ to do some inspiring work.
· How good will you feel when this particular task is all done and dusted?

Term 2 Week 8
Water And Healthy Eating Week

· With it being so busy at this time of the year we often neglect ourselves and do not fuel up properly. Take time for interval and lunch.
· Bring your water bottle and strive for 4 bottles a day.
· Plan your lunches this week so that you have a strong emphasis on fruit and vegetables.
· Make it to the staffroom for a 30 minute relaxing lunch break at least twice in the week.
· Go easy on the caffeine and energy /sugary drinks.
Term 2 Week 9
Leave Early Once This Week

· Plan to leave early mid-week and take advantage of the daylight.
· It may be for a family activity, an early evening dinner, a walk in your favourite park, a trip to the movies or a relaxing swim.
· Treat yourself to some pampering with a massage/hot spa/sauna.
· Work smarter on your chosen day and leave your work behind.
“We are what we repeatedly do. Good personal well-being, then, is not an act, but a habit.”

·  Aristotle 
Term 2 Week 10
Think 
· If you plan your week carefully and work efficiently, can you leave on Friday for the holidays on top of all your various jobs?
· At the end of a traditionally tough term both students and staff are often weary and some can be a wee bit prickly. If a situation troubles you ‘Think’ carefully before you act.
· A moan and groan at a student may be unfair and an overreaction which we regret a day later. Think.
· A short and terse e-mail or comment to a colleague may be counterproductive. Sleep on it and maybe tomorrow you might approach your concerns differently. Think.
· If you are feeling wound up like a spring then ‘Stop for 5 minutes’ – see Term 1 Week 4 or search your ‘Mood Changers’ folder and find something to relax you and easy your stress.
· An act of kindness to help an under pressure colleague would be well received.
Term 3 Week 1

Term 2 Reflection

· Spend some time this week reflecting of your work – life balance of last term.
· Try to identify a key area that still needs attention. Talk to colleagues about their approaches to work – life balance.
· Again it is useful to write your thoughts down – What went well?  What still needs further tweaking?

· Reflect on the weekly challenges from last term and whether you have started to embed some of these approaches into your daily/weekly routines. Are you starting to form a new positive habit or habits?
Term 3 Week 2

Record the Positives
· This week jot down all the positive things that happen at work for you.
· Align yourself with positive colleagues to help keep your mood up.
· If things do go wrong then seek out the silver lining as it will be there!
· Nutritious food, plenty of water and good amounts of sleep will help to rejuvenate your soul and make you feel great!
 “It is the mind that makes the body.”  -  Sojourner Truth
Term 3 Week 3

Time Audit And Priorities 

· Plan your week in detail and identify what is important and which are your priority tasks. Stick to your plan for 5 days.

· Avoid distractions and procrastination. Low level non urgent tasks can be worked on later.
· Responding to every e-mail and requests immediately is probably not a good use of your time.
·  Learn to say “No”. In a tactful way, can you defer some requests till a later date? 
· Record how much time you spend each day on school work and look at the total for the week. Any observations?   
Term 3 Week 4

Increase Your Heart Beat
· Find time for some form of exercise at least 3 times this week, in or out of school time.
· With some colleagues utilise the school fitness centre, organise a walking group around the 1 km  boundary of the school fields.
· Staff v Seniors volleyball, netball, indoor soccer challenges at lunchtime.
· Early morning swim for free at Lloyd Elsmore Pool before school.
· Drink at least 4 bottles of water a day and feel alive!   
“A man too busy to take care of his health is like a mechanic too busy to care for his tools.”   –   Spanish proverb
Term 3 Week 5

Tidy your work space
· Spend some time tidying your desk and teaching area. Working in a messy and cluttered environment can be stressful.

·  Ask your students to tidy up their storage areas and shelves.
· Put in a request to fix those broken fittings, desks and chairs.
· Brighten up your space with new displays and a splash of colour. Having a clean up will bring a sense of organised tidiness to your work area. It can be an uplifting experience.

· Arrange those ‘to do’ jobs in various priority trays or electronic folders.
Term 3 Week 6

Random Acts Of Kindness
· Surprise a colleague with a special treat which will give them a boost.

· Teach something a bit more unusual in one of your classes to lift the spirits of your students.

· Bring in your favourite tea or coffee blend and make an extra cup for a friend.

· Suggest a night off school work and organise a trip out to the movies or a restaurant. 
“Parents can only give good advice or put them on the right paths, but the final forming of a person’s character lies in their own hands.”   -  Anne Frank
Term 3 Week 7

Water And Healthy Eating Week

· Working flat out ?  So much to do and not enough time to even consider looking after yourself ? Wrong!! This is the time when you must stop for food and drink breaks. Your body needs to refuel.

· Bring your water bottle and strive for 4 bottles a day. Go easy on the caffeine and energy drinks.
· Plan your lunches this week so that you have a strong emphasis on fruit and vegetables.

· Make it to the staffroom for a 30 minute relaxing lunch break at least twice in the week.

PS - Catch up on sleep to recharge your immune system and keep the winter bugs at bay.
Term 3 Week 8

Exercise In The Classroom
· This week you will be introduced to some more short exercises that you can use with your classes. All are designed to help sharpen up the brain in preparation for learning. 
· A resource will be placed in your cubby hole. 

· Don’t be fooled by the simplicity of these exercises as they have a proven record of being beneficial. If done consistently they can have a tremendous impact on well-being.
· You will be introduced to: The Cross Crawl, Lazy 8s, Arm Activation, Hook Ups, Thinking Caps and Positive Points.
Term 3 Week 9
Make A List
· With three weeks to the end of term, establish a list of the priority tasks that will need to be completed before you enjoy your holidays.
· Organise realistic time periods for each task – long / medium / short
· Try to be efficient with your time but also build in time for food and drink breaks and appreciate that you are not superhuman and that this has already been a long and busy term.
·  Be aware of overloading yourself.  “There is no heroism in this kind of martyrdom” – Rosemary Holmes , author of ‘Teacher Well-being’
Term 3 Week 10

Shifting your Mood
· Make use of your ‘Mood Changers’ folder developed in Term 1. 

· If your day is not going well then one of your ‘mood changers’ may help shift your focus back to a more positive outlook.
· Escape from school for 10 minutes with a walk or a trip across the road for a drink.
· Make contact with a loved one by phone or e-mail. Think about the holidays.
· Laugh - add a few extra Youtube clips, movie scenes to your folder to make you smile 

· “I am the master of my fate; I am the captain of my soul.”  -  William Ernest Henley
Term 3 Week 11

Stress Test Revisited
· This is a repeat activity from the Booklet’s introduction pages. Re-visit this website.
A UK website called Teacher Support Network operates for the benefit of teachers. It provides a wealth of information and resources   www.teachersupport.info
One of the resources available is an online assessment of a teacher’s current stress. It asks a series of questions about our everyday life as a teacher and the various pressure areas that may affect your well-being. It is a quick exercise and well worth a look.
You can access this through the Homepage of the Teacher Support Network www.teachersupport.info  and then click on the link for “How stressed are you?” or the direct link to the online stress test is  http://www.teachersupport.info/tools/stress/
Term 4 Week 1

Term 3 Reflection

· Spend some time this week reflecting of your work – life balance of last term. Have you adopted some new approaches or positive habits into your daily/weekly routines?
· Did the stress test feedback from last term highlight a specific issue?
· Talk to colleagues about their approaches to work – life balance and have they made improvements this year?

“I have an everyday religion that works for me.  Love yourself first, and everything else falls into line.”  -  Lucille Ball

Term 4 Week 2

Stop For Five Minutes Each Day

· This week’s activity is a repeat activity. It requires you to try and shut down for at least five minutes during each day at school. Keep still, enjoy some silence and try to think as little as possible.
· Find a quiet place where you can take a few moments for yourself. The Chapel is an excellent place to seek a few moments of tranquillity. 
· Relax your shoulders, neck and jaw. Close your eyes.
· Still the body and try to calm the mind. Saying the word ‘Tranquillity’ in your mind helps some people. Breathe slowly and deeply.
Term 4 Week 3

Paper Paper Everywhere!
· Plan your week in detail and identify what is important and which are your priority tasks. 
· Now have a look at the remaining weeks of this year. It is an extremely busy time so making a list of what you have to complete and the necessary timelines would be beneficial. 

· Avoid distractions and procrastination so that you are efficient with your examination marking, report writing and 2013 course programme writing / planning.
· Can you delegate any specific tasks to other colleagues or share the load?
· Allocate specific time to do these tasks. A little bit often is a less stressful approach.
“You can do anything but not everything.”  -  David Allen
Term 4 Week 4

Take Time
· Take time to: Celebrate the success of your teaching and the role you have played as we acknowledge our students at Senior Prize Giving.

· Take time to: Breathe – inhale, exhale.

· Take time to: De-clutter your work space.
· Take time to: Praise a colleague for a job well done.

· Take time to: Exercise, recover, relax and catch up on some valuable sleep.  

Term 4 Week 5

Positive Health Week 

· Bring in fresh fruit for morning tea and lunch.

· Cut down on the caffeine and high energy drinks.

· Rehydrate with water, aiming to drink at least 4 bottles a day.

· Do not work more than 50 hours this week!

· Leave early and take a long walk one evening. 

· Have a night off school work in the middle of the week.
“To accomplish great things, we must not only act, but also dream; not only plan but also believe.”  - Anatole France
Term 4 Week 6

Laughter Week

· The positive benefits of laughter are now well documented

· Organise an activity this week that makes you smile and brings joy into your life

·  For example, surprise a colleague with a thoughtful gesture, watch some humorous clips on Youtube throughout the week, organise a departmental BBQ, Masterchef challenge, have a staff happy hour with a trivial pursuit quiz.
· Find an amusing story that will supplement a teaching topic and make the class laugh.   

“Remembering ourselves and our power can lead to revolution, but it requires more than recalling a few facts. Re-Membering involves putting ourselves back together, recovering our identity and integrity, reclaiming the wholeness of our lives.”  -   Parker Palmer 

Term 4 Week 7

Reflection Time On 2012
· Write down two areas of your well-being that you believe that you have improved upon this year and that have pleased you.
· Write down two areas that you have made a start on improving but are still a work in progress.
· Are you able to identify areas that are still a major concern for you and that need some serious attention?

· Re-visit the Stress Test through the Teacher Support Network website http://www.teachersupport.info/tools/stress/
Term 4 Week 8

Remember To Remember
· Utilise and adapt your triggers throughout the summer break so that you are reminded to check in with yourself and see how you are going:  seeing or hearing an aircraft, hearing police sirens, the sound of a motorbike, someone sneezing, The Warehouse jingle on the television. You will probably need about 4 or 5 triggers that you will come across in everyday life.
· Find time for you. Escape for a while and do things just for you.
· Re-visit this booklet and pick out your preferred strategies to assist your search for the perfect well-being equilibrium in your life.
· Smell the roses and have a most enjoyable, relaxing and restful holiday!  More in 2013.
Written by Ian G. Vickers, Assistant Principal, Sancta Maria College, Auckland, New Zealand.    December 2011            i.vickers@sanctamaria.school.nz
