S A N I T Y S AV E R S

ORGANIZE YOUR DAY
Time-management experts weigh in on tough questions
about managing your family’s schedule—without losing your sanity.
WRITER RENEE FREEMON MULVIHILL ILLUSTR ATOR TRINA DAL ZIEL

HOW CAN MY FAMILY
MAKE IT OUT THE
DOOR ON TIME IN
THE MORNING?
J U STI N KLOS K Y Simplify your daily
routine and minimize the number of
things you have to get done in the
morning. Pack lunches the night before.
Make sure the kids’ backpacks aren’t
overflowing with things they don’t need.
Make sure your car keys are where they
need to be. Finding specific places in
your house for things will save you time.
JAN LE H MAN Laying out clothes the
night before saves an immense amount
of time, especially if your son is planning
on wearing his favorite jersey and it’s in
the wash. I’m not promising that your
14-year-old daughter will stick with her
decision in the morning, but it’s a start.
H E LE N E S EG U R A Do things in the
same order at roughly the same time so
they become second nature.
BAR BAR A R E I C H Consider an earlier

wake-up time for yourself. By setting your
alarm 15 to 20 minutes before your
children wake up, you’re building a sense
of calm into your day. You can have a cup
of coffee, read the paper, answer some
emails—or just take a shower and dress.
K ATHY J E N KI N S Have clocks

everywhere—analog clocks not digital
clocks because analog clocks allow you
to see the time. You’re able to more
easily discern how much time you have
and you can start to feel time; you can’t
manage it until you can feel it. Have a
clock in the bathroom and the bedroom.
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HOW CAN I KEEP TRACK OF
MY FAMILY’S ACTIVITIES
SO I DON’T FORGET
ANYTHING IMPORTANT?
BAR BAR A R E I C H Hold family
meetings, preferably on Sunday nights,
to go through the commitments and
expectations for the coming week. The
kids will know when parents might be out
late, and parents will know the kids need
poster board or have an extra practice.
H E LE N E S EG U R A A family meeting
doesn’t have to be a formal, bring-outthe-gavel-type thing. It can be held over
a casual meal like pasta. You can ask,
“Jack, what tests do you have?” or “What
do you have going on this week?”
JAN LE H MAN Decision-making is key!
Ask about what supplies everyone needs
for the week and who is watching the
younger kids when Mom will be home
late from work, etc. Every minute of
planning will save you 10 minutes of
execution, so it’s time well spent.

OUR EXPERTS
K ATHY J E N KI N S ,

Professional organizer, Come
to Order; Richmond, Virginia
J U STI N KLOS K Y, Professional

organizer, O.C.D. Experience;
Los Angeles
JAN LE H MAN , Professional

organizer, CTC Productivity
and Can the Clutter;
Minneapolis
BAR BAR A R E I C H ,

Professional organizer,
Resourceful Consultants;
New York City
H E LE N E S EG U R A ,

Professional Organizer,
LivingOrder San Antonio
Please see “Meet the Pros,”
page 90, for more information.
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HOW CAN I USE MY CALENDAR MORE
EFFICIENTLY TO HELP THE WHOLE FAMILY?
K ATHY J E N KI N S It’s important for
everyone to know what’s on tap for
the week, so even though I keep my
calendar on my phone, I also have a
paper calendar placed where
everyone can see. And remember, if
something needs to get done, it needs
to be on your calendar. If I have to
call the cable company about my bill,
I will put it on my calendar at a time
when I don’t have anything else going
on, so it will pop up as an alert just as
if it’s a meeting.
H E LE N E S EG U R A Get your
appointments into a calendar right
away because you may forget at the
end of the day. Also utilize reminders
in a functional way. Set a 24-hour
reminder in case an event falls off
your radar. Set a second reminder
that adds the commute time or time
to change outfits, if needed.

J U STI N KLOS K Y I recommend
having separate calendars for
separate paths or careers in your life;
that means one calendar for work
and one for family. If you are going to
give your kids a phone, teach them
how to use their calendar and
synchronize everyone’s calendars so
you can see what’s on them and add
appointments to their phone.
JAN LE H MAN Many schools, sports
teams, and other groups have their
own calendar of events to which you
can subscribe. Take advantage of this.
You don’t have to do the data entry,
and the calendar will be automatically
updated. Events for that activity can
be added to your calendar in a
specific color to help you keep it all
straight. Also don’t be afraid to
schedule in some family time, even if
it’s just an hour for a game night.
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WHAT MAGIC TRICKS
DO YOU KNOW FOR
SQUEEZING MORE
TIME INTO THE DAY?

HOW CAN I JUGGLE
AFTER-SCHOOL
ACTIVITIES, HELP WITH
HOMEWORK, AND GET A
HEALTHY DINNER ON THE
TABLE MOST NIGHTS?

K ATHY J E N KI N S One thing that can
be a huge time suck is social media.
Another big one is email. Set parameters
so you can’t stay on Facebook for more
than 30 minutes, whether that means
setting a timer on your phone or
installing an app that can alert you or
temporarily close you out of Facebook.
And remember, there is no such thing as
multitasking. Studies show that with each
interruption, the time you spend getting
back to what you were doing before
grows exponentially.

H E LE N E S EG U R A Can you say
Crock-Pot? I have learned slow cookers
are used not only for winter stews but
also for dishes in the heat of summer.
You can dump a bunch of ingredients
in the slow cooker in the morning and
have a healthy dinner when you get
home. You also can have a big cooking
session on Sunday afternoon and cook
these big meals for the week. Freeze
them by portion sizes instead of the
entire amount.

J U STI N KLOS K Y The biggest thing
everyone can do to save time and
energy is to eliminate social media—
browsing the web for unnecessary
things, shopping when you are bored,
etc. I guarantee that you will gain
back at least 1 to 2 hours a day. Don’t
distract yourself with things that
don’t really matter.

BAR BAR A R E I C H I recommend
having three or four weekly dinner plans
that you rotate. This enables you to do
grocery shopping in advance, and the
meal preparation becomes rote.
JAN LE H MAN For us, the time right
after school is when we try to get
everything ready for the next day. While
the kids are doing their homework, I can
work on other preparations. That way,
I’m available if they need help, but we
are all contributing to the tasks at hand.
By doing this earlier in the evening, we
have free time right before bedtime. Also
planning out the weekly menu over the
weekend or on a free evening can save a
lot of time. Make a menu, make a list, do
the shopping, prep the veggies, and your
week is ready to go. Sure, it takes a few
hours to do all of that, but it means a
healthy meal rather than something out
of a box (on most nights at least).
K ATHY J E N KI N S As far as homework
goes, I encourage students to record
what they have to do on their calendar,
plus how long they think it will take. This
becomes important when they are
involved in a lot of extracurricular
activities. They need to understand what
their evening is going to look like. Ask
them to do the hardest work first while
they still have energy.
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JAN LE H MAN Kids have a lot going
on with sports and music lessons and
other activities, so even the most
studious child needs a regular
check-in. Rather than setting a specific
time, it often works better to plan this
around a specific activity, such as
dinnertime. For example, every day
after dinner, have them go through
their backpacks. Even if it’s just a few
minutes, make sure this is a dedicated
time when you (or another adult in the
house) can be present to answer
questions or sign off on completed
homework or other tasks.
H E LE N E S EG U R A Treat homework
as fun time, almost like a game. If
proposing homework as a fun time
stops working, switch to a different
message: Get homework done first,
then play video games or go outside
and play—or whatever your students
want. Dangle that carrot so they know
there’s a reward waiting for them.

APPS TO HELP
YOU MANAGE
YOUR TIME
TIME TIMER Help your kids
visualize when they need to
leave for school with a
countdown clock that shows
the passage of time.

WUNDERLIST Access
cloud-based to-do lists
from your phone, tablet,
and computer.

GROUPME Free group
messaging helps you chat
with your family about plans
and schedule changes.

UNROLL.ME Unsubscribe
from subscription lists and get
through your emails faster.

BAR BAR A R E I C H Have a routine and
stick to it. If you do it the same way every
day, your family can operate on
autopilot. For example, the more routine
your morning is, the more likely your
morning will be calm and relaxing. Also
enlist everyone’s help in clearing the
dinner table, putting dishes in the
dishwasher, and doing basic cleanup.
Household work takes less time when
everyone is involved.
H E LE N E S EG U R A Set a realistic goal
for yourself in the morning. You’re
already setting yourself up for failure if
you create this unfinishable list. It’s not
going to help anyone if you stay up late,
because then you won’t function well the
next day. Ask yourself what truly needs to
get done today and what can wait until
the weekend. A lot of folks underestimate
the amount of time things take. If you
know you struggle with this, listen to your
gut feeling then double that estimate.
It’s better to over-plan with time than
under-plan. When you under-plan, that’s
when you’re likely to be running around
like a chicken with its head cut off.
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ARE FAMILIES JUST TRYING TO DO
TOO MUCH THESE DAYS?
K ATHY J E N KI N S I do think a lot of
families are trying to do too much. In
my family, I told my kids they could
have one extracurricular activity at a
time. As they got older and there was
opportunity for carpooling, they could
add to that. Although I think organized
sports and activities are very good,
I also think they can stifle creativity. In
general, kids don’t learn how to work
out stuff on their own.
JAN LE H MAN I think something
needs to be said about schedule
clutter—our perceived need to
overbook our kids’ lives with events
and activities because we want them
to be well-rounded human beings. If
you have so much going on that you
feel you’re living minute-by-minute
and you’re worrying about missing
engagements, it might be time to think
about scaling back some activities.

H E LE N E S EG U R A Parents are
trying so hard to be good parents;
that’s where the overbooking comes
in. Your child does not have to be in
an organized activity every single
night and every single weekend.
This is part of where I see the stress
occurring. If you want to keep that
kind of activity schedule, you have to
delegate or hire out the rest of the
stuff that needs to get done around
the house. For some crazy reason,
there is this unwritten rule that the
female is supposed to be doing all the
household stuff, but everyone should
be helping out.
J U STI N KLOS K Y Talk to your
children about their activities. Just
because they’re enrolled in dance
class doesn’t mean they want to be
there. Talk to them and limit them to
the activities that interest them most.

”On a regular
basis, eliminate
anything you
don’t use or
that’s expired, so
you’re not wasting
space on what
isn’t needed.”
—BARBARA REICH,
PROFESSIONAL ORGANIZER

K I T C H E N + PA N T RY Q U I C K & E A SY S O LU T I O N S

GOAL

PUT UNUSED SPACE TO WORK

Look for creative ways to utilize every inch of your cooking area and
you might be surprised by how much you can fit in.
WRITER RENEE FREEMON MULVIHILL

ENLIST CABINET DOORS for
storage. Wood strips with labeled hooks
on the inside of a cabinet door, opposite,
make it easy to grab the desired
measuring cup or spoon. Also consider
hanging barbecue tools here—they’re
usually too long for drawers, says
professional organizer Kathy Vines.

LOOK DOWN AND UP for slivers
of space you can use. Add slim drawers
to the toe-kick area underneath cabinets,
below. If the spot is big enough, you can
slip in a pet’s food and/or water bowl.
In the area above the cabinets, store
decorative objects or less frequently
used vases and pitchers.

MAKE THE MOST OF YOUR
PANTRY by expanding storage
capacity in any extra space between
shelves. “Put in a tension rod and hang a
sweater or shoe organizer for instant
shelving for things like extra paper
products,” Vines suggests. Or use a shelf
riser to add another layer of storage.

ANOTHER

GREAT
IDEA

Toe-kick
drawers are a
great place to
stash linens,
platters, or a
step stool.
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Don’t let that awkward corner
space go to waste. Make the
contents of a corner cabinet
more accessible by adding
the Magic Corner pullout
system ($1,400). When you
open the cabinet door, the
interior shelves pull out and
swivel to the side so you can
easily reach whatever you
need—no more crawling into
the cabinet or losing items in
the back. hafele.com
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