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STAFF DEVELOFMENT THROUGH DISTANCE LEARNING
253 SPECIAL Project #99-5031

I. ABSTRACT

This report provides the details of activities of the Staff Development project

titled "Staff Development through Distance Learning".

Distance learning is an educational tool that will be a very valuable resource

for adult educators in Pennsylvania.

The Objectives of this project include:

1. Study Distance learning technology in Pennsylvania.

2. Compile a survey and ascertain the abilities of programs for distance

learning and their staff development and curricula needs.
3. Development of curricula for presentations in the areas of Stress
Management, Learning Styles, Time Management, and Teaching Math to Adult

Students.

The target audience for this report would be anyone interested in activities

related to staff development for adult education and literacy practitioners.
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Ii. INTRODUCTION

This proposal was a joint submission between East Stroudsburg University (ESU),
Lackawanna Junic ollege (LJC), and Literacy Inc. (LI).

According to a Rural Services report which was disseminated March of 1994, there is a
need to provide distance learning, especially to our rural and at risk population. Since a large
portion of Pennsylvaria is considered rural, the most effective and efficient way to provide staff
development and possibly even curricula is through distance education . According to Clark and
Astuto, the educational reform movement has produced disappointing results. New technologies
have spawned a revolution in long-distance education which had remained relatively unchanged
from the 19th century. Other occupations have and are using distance technology in order to
reduce costs. According to Fred Rayner, video conferencing can satisfy the modern training and
communication needs of the police. Studies have shown that training through visual displays
helps conduct meetings, makes announcements and provides st=ff training, and as a result reduces
time and money.

There have been many positive programs as a result of distance education. According to
Patricia Takemoto, distance learning can provide training of staff, update staff on rules,
regulations and laws and provide a motivating experience for adult learners.

The specific goals of the proposal were:

To study distance learning technologies in Pennsylvania
To compile the survey and ascertain the abilities of programs for distance learning and

their staff development and curricula needs.
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Develop Stress Management, Learning Styles Presentation, Time Management
Presentation, and Math Curricula as the initial programs to be delivered via

distance technology to four programs three times in the grant year.

1. PERSONNEL

The administration of this grant was be supervised by Joyce Kerrick. The program
director was be Jack Truschel, with support from other experts. The technical details related to
the development of the presentation and curricula will occur wit.: input from regional program
staff.
IV. DISSEMINATION

This report provides the results of this project. Copies will be available through AdvancE
Resource Center and the Western Pennsylvania Resource Center or by contacting Lackawanna
Junior College's Adult Literacy Program. The information will also be disseminated to the

Pennsylvania Department of Education through this final report and copies of the presentations.
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V. GENERAL PROCEDURES
The Froblem

According to a Rural Services report which was disseminated March of 1994, there isa
need to provide distance learning, especially to our rural and at risk populatiow. Since a large
portion of .'ennsylvania is considered rural, the most effective and efficient way to provide staff
development and possibly even curricula through distance education. According to Clark and
Astuto, the educational reform movement has produced disappointing results. New technelogies
have spawned a revolution in long-distance education which had remained relatively unche nged
from the 19th century. Other occupations have and are using distance technology in order to

reduce costs. According to Fred Rayner, video conferencing can satisfy the modern training and

communication needs of the police. Studies have shown that training through visual displays
helps conduct meetings, makes announcements and provides staff training, and as a result reduces
time and money.

There have been many positive programs as a result of distance education. According to
Patricia Takemoto, distance learning can provide training of staff, update staff on rules,

regulations and laws and provide a motivating experience for adult learners.

GOALS AND OBJECTIVES
Goal 1: To study distance learning technologies in Pennsylvania
To review other 353 projects (i.e. Quigley 1992-93) in order to minimize duplication of effort. If

necessary, conduct a survey of the programs throughout the state in order to ascertain their
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current ability to accomplish distance learning. To ascertain from the Pennsylvania Department of

Education a list of program names, contact people, address, phone number, and fax number.

This goal was accomplished. The review of other 353 projects did occur with little benefit.

A computerized list of all known state programs was developed and computerized. A survey
was sent to all literacy projects from across the state. There were over 306 records entered
into the computer.

Goal 2: To compile the survey and ascertain the abilities of programs for distance learning

B - R O U I .

and their staff development and curricula needs.
To assess the provided data and to develop necessary processes in order to introduce distance
learning technology. The survey will ask the programs to describe their current distance
technologies and the technology in colleges/universities in their direct contact area. The survey
will also ascertain program needs which can be addressed through distance technology.
Respondent name: Program name:
Program needs:
Program ability for distance learning:
equipment; facility;
staff development; curricula
This goal was accomplished. A survey was developed and mailed to over 306 programs with
in the Commonwealth as noted in goal 1. See appendices for sample survey. There were one
hundyed response to the survey which is roughly a 33 percent response rate. Of the 100
respondents 97 indicated that they would like to be involved in distance education. This is a

97 percent approval rate. The difficulties are quite simple in retrospect. Distance Education
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is spoken about in anonymous terms. Many think that distance education is a good idea,
however, as many people have a different concept of the term "Distance Education”.
There are specified needs for staff development of which the topics of Stress Management,
Learning Styles, Time Management, and Math were to top requester items. There was little
request for ESL or foreign language classes.
Goal 3: Develop Stress Management, Learning Styles Presentation, Time Management
Presentation, and Math Curricula as the initial programs to be delivered via distance
technology to four programs three times in the grant year.
a. Develop Stress Management Presentation - this presentation will involve the
engagement of the remote adult learner. It will incorporate visual and auditory instructions and
presentation.
b. Learning Styles Presentation - this presentation will involve the engagement of the

remote adult learner. 1t will incorporate visual and auditory instructions and presentation.

c. Time Management - this presentatio). will involve the engagement of the remote adult
learner. It will incorporate visual and auditory instructions and presentations.

d. Math Curricula - a math module will be developed in order to teach students math and
math functions.

These tasks were accomplished. See appendices for samples of materials. There were numerous
sites and presentations time which were made available. The following scheduled presentations
were announced: March 12, 1995 site Scranton, March 19, 1995 site Hazleton, March 26, 1995
site Honesdale, April 2, 1995 site Scranton, April 9, 1995 site Towanda, April 16, 1995 site

Harrisburg, April 23, 1995 site Towanda.
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There were very few individuals who attended the Distance Learning Staff Development.
This was disappointing to the program personnel. There had been several interpretations of what
distance education reaily means. For example, satellite uplinks and downlinks are viewed at
distance education, some use computers with television monitors and special equipment as
distance education, and finally, some use computer bulletin boards and fax machines as distance
education. The descriptions are very different and thus the interchange and matrix of interaction

between remote sites are also confusing.

SUMMATION AND RECOMMENDATIONS

In all, this project yielded significant information. First, many programs from around the
state would like to be in\(olved in some type of distance education. Unfortunately, prior to this
really occurring, there needs to be an understanding of distance education and the processes of
bringing it to rural Pennsylvania. If we, as a discipline are sincere in distance education, then a
conference on Distance Education must take place. There are also differences in terminology
which has made it hard to schedule. There was also some technical difficulties in making the

arrangements with other sites due to confusion of the delivery system.
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COPY OF THE INTERIM REPORT

Progress toward the Project Objectives:

1. A state wide survey will be conducted to determine the level of expertise and

kind of equipment available for workshops.

a. This objective has been completed. The survey showed interest in this

concept and in the topics chosen in the grant. Compatible equipment is located in

ouly a couple of areas in the state and workshops are being scheduled there for

March, April or May.
b. The survey showed the most interest in the following topics:
1. Stress Management
2. Time Management
3. Math
4, Total Quality Management (TQM)
2. Training medules will be developed to correspond to the chosen topics for
staff development.
a. All four modules are complete in paper form.
b.  Three modules have been entered into the computer for graphic presentation.
C. The fourth is i process.
d. All modules will include a workbook to be given out at each remote site

during the training.
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3. Four distance learning staff development workshops will be conducted at
various locations throughout the state.

a. These workshops are currently being scheduled in conjunction with the
Regional Staff Development Center in the area.

b. Dates are not confirmed yet, but will be in March, April or May.
Evaluation of Progress to Date:

All activities are on line. This project will be completed on time and in total
compliance with the original proposal.

Objectives for the Next Half:

Schedule and conduct the training. Publish the workbooks. Complete the final

report.
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*SAMPLE LETTER SENT TO ALL PROGRAMS*

Dear *PERSONALIZED TO EACH PROGRAM*
(SAMPLE) Joyce Kerrick:

Lackawanna Junior College, East Stroudsburg University and Literacy Inc. has been
awarded a 353 grant in order to assess staff development needs which can be

provided by way of Long Distance Technology.

The plan of this 353 grant is to provide literacy groups such as yours with an ability
to have staff developed, using little or no program money. The Distance Staff
Development process will result in your not having to leave your area for one or
several nights (which further increases costs). The survey has been developed in
order to assess the need for Distance Staff Development and also will develop a

process for this to be accomplished.

If you would like a copy of the results of this survey, please contact me at
717-265-3449. Please use the enclosed self addressed and stamped envelope to
return the survey as soon as possible. Thank you in advance for your assistance

with the completion of this survey.
Sincerely,

Jack Truschel

Joyce Kerrick




Survey

The Department of Education through a 353 grant has funded a Distance Staff Development
project. A part of the project is to survey the programs across the state in order to determine
needs and abilities of literacy programs. Please complete the survey and mail it by using the
return envelope. Please forward it no later than November 15, 1994,

Program Name:

Program Address:

Contact Person:

1. Do you have distance learning technology? [ Yes J No

If yes, please explain:

If no, do you have access to a college/university that has the available technology?

U Yes O No Specify:
2. Would you attend a staff development seminar by way of distance learning
technology at no cost to you or your program? [J Yes J No
3. There are five staff development programs that are currently scheduled.

Indicate if you would attend one or more if your schedule permitted:

Stress Management O Yes J No

Time Management (J Yes (] No

Learning Styles (J Yes (] No

Math (J Yes J No

Foreign Language Skills [J Yes CJ No
Page 12




4, List the number of people vou would have attend the semina:

5. List the best location for holding a seminar:

6. List the closest college/university to your program:

7. Would you like to coordinate distance activities in your region/part of the
state? L] Yes U] No

8. List other staff development needs which you would attend that can be

addressed by distance learning technology.

9. List other comments or concerns here.

A copy of the results of this survey will be printed with a notation of all the
participating programs. If you would like a copy of the results sent to you, please

check the appropriate box.

Thank you for your support in completing this survey. Please return it as soon as

possible, no later than November 15, 1994.
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ALERT LETTER REGARDING THE TIMES AND PLACES OF THE
DISTANCE CLASSES

353 Special Demonstration Project

Staff Development by Distance Learning

>>FIRST NAME<< >>LAST NAME<<
>>AGENCY <<

>>ADDRESS<<

>>CITY<<, >>STATE<< >> Z[P<<

Dear >>FIRST NAME<< >>LAST NAME<<:

Are you experiencing STRESS, no more TIME in your work day!!! Or do you just

have an interest in "G IV or how do you teach that adult learner MATH. There
will be a special tele conference on Thursday, June 1, 1995. The topics will be
Stress, Time Management, Total Quality Management, and Teaching Math to

Adults. The format for the training is as follows:

8:30-9:00  Registration

9:00-10:00 Total Quality Management
11:00-12:00 Stress Management
12:00-1:00 Lunch
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1:00-2:00  Teaching Math to Adults
2:00-3:00 Time Management

In order to have as many people take part in this unique method of learning, there
will be split sessions. The morning will be taught at the Hazleton Center of
Lackawanna Junior College and the afternoon will be taught in Towanda Center of

Lackawanna Junior College. The entire day will be taught in Scranton.

Each participant will receive lunch, a book on each subject taught and an audio tape
on stress management (while supplies last). If you are interested in registering for
the tele conference, please call 717-961-7834 as soon as possible. Space is limited

to 20 people per site.

This project is supported by a Section 353 grant from the
Pennsylvania Department of Education. No endorsement by

the PDE of USDOE should be assumed or implied.
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You Want Me To Teach Math?

Joyce Packard Kerrick, M. Ed.
Director, Adult Literacy Programs
Lackawanna Junior Coliege

Development of this workshop material was funded by a 353 staff development project from the
Pennsylvania Department of Education and by Lackawanna Junior College
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You Want Me To Teach Math?

NOTES

Teaching math to adult learners
can be an exciting and fulfilling
challenge for the adult educator.
Helping the adult learner make sense
out of concepts that may have baffled him/her
for years can really make your day.

There are several critical points
to remember when teaching math to
adults.

* Keep the learning goal
reasonable and attainable.

* Build success into every
lesson.

R M e B

* Keep class size small.

* Emphasize student
participation and activity.

6L




You Want Me To Teach Math?

E ISE 1 NOTES

* Use instructional aids.

* Applications should relate to
the adults' life experience.

* Take every opportunity to
review, reinforce, and expand
on previously learned topics.

EXERCISE 2

* Vary activities from day to
Jay--Be creative.

* Write out assignments and
allow students time to write it

|
down.
i

6/




You Want Me To Teach Math?

* Maintain eye contact and speak
to each student each day.

* Provide opportunities to avoid
computation. Mathematics is
much more than number facts.

EXERCISE 3
board if they wish to.

* Do some writing activities
related to math topics.

EXER 4

|
N
i
i
i
|
i
i
B Allow students to work at
i
E
I
§
g
i
i
|

NOTES
| 65




You Want Me To Teach Math?

Metacognition is thinking about thinking. Studies
have shown that people who use metacognitive skills
do better on intellectual activities. The adult educator
needs to incorporate these skills into the daily lessons
for the student.

If-monitoring skills are an example of
raetacognitive activity. They include:

+ Keeping one's place in a long sequence of
operations.

+ Knowing that a subgoal has been obtained.

+ Detecting errors and recovering from those
errors by a "quick fix" or by returning to the last
known correct operation.

i
I
E METACOGNITION
i
i
i

Looking ahead skills are another type of

metacognitive activity. These include:
¢ Learning the structure of a sequence of
operations.
+ Identifying areas where errors are likely.
+ Choosing a strategy to reduce error and to make
recovery from error easier.

+ Identifying different kinds of feedback that will
be available and the usefulness of that feedback.

+ Detecting errors previously made.
+ Keeping a history or journal of what has been
done and thereby anticipating what cornes next.

+ Assessing the reasonableness of the answer
obtained.

Ways to incorporate metacognitive skills into
your teaching:
¥ Develop and discuss strategies and steps for
attacking problems.
¥ Develop rules to remember and strategies for
remembering formulas or concepts.
(mnemonics)

I Looking back skills include:

6




You Want Me To Teach Math?

-

Using language activities can help adult learners
who have difficulty with math. Their language skills
may be more developed and this can help eliminate
the math anxiety that many adults feel. Journaling
about math class can help to reduce stress and help
them to feel more in control of the situation.

EXERCISE 5

Ask your students for the names of good problem
solvers that they know. Many times people do not
associate problem solving with anything except math.
We all solve problems every day; choosing menus,
clothing, finding the right path through a detour,
finding transportation to class, etc.

Model metacognitive behavior to vour students.

* Share your planning activities with them and
ask for their input.

* Make errors but get "back on track."

* Admit if you don't know the answer but find a
way to figure out how to solve the problem.

* Seek feedback and evaluation from your
students.

* Have a stated value system for the class and use
it in decision making.

* Self-disclose. Describe your strengths and
weaknesses in problem solving.

* Understand and empathize by listening and
describing feelings and ideas.

* Use silence. Allow the students time to
formulate an answer. Don't jump right in to go on to
the next question. This technique validates the
thinking process.

* Use praise as a motivator, but don't overdo it.
Too much praise becomes false. Praise the thinking
activity and not just the answer.

70




¥ During the activity, ask the students to share
their progress and what thought processes they
are using.
¥  Ask about their perception of their problem
solving behaviors. This gives the teacher a
"cognitive map" to use for individualizing the
instruction.
¥  After the activity, ask questions that evaluate
the strategies used not whether the “right"
answer was obtained.
¥ Decide if new strategies might be more
helpful for future problems of a similar nature.
¥  Allow the student to generate their own
questions or activities for similar kinds of
problems.

ELIMINATE THE ATTITUDE,
"I CAN'T DO MATH."

Use words that describe thinking activity in your
regular speech. For example:
I * plan of action

* cooperation

* experiment
I * restructure that 1dea

* clarify that thought

* that shows a lot of thought
' * make a decision

* compare or predict

I * analyze or speculate

Paraphrase the student response to check the
accuracy of your understanding. Ask questions like:

? How do you know that answer is correct?

? How did you check your answer?

? Retrace your work for me.

? Does this answer make sense in the question?

I ALLOW THE STUDENT TO SELF-CORRECT.
This demonstrates to the student that they have the
ability to find their own mistakes. It also takes some

I of the pressure off you to always be correct. Also

You Want Me TO Teach Math?

Imake a game out of letting them find your mistakes
when you do problems on the board.
NOTES
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A DISTANCE STAFF
DEVELOPMENT
PRESENTATION ON
STRESS MANAGEMENT

1995

THIS PROJECT WAS SUPPORTED IN WHOLE OF PART BY THE U.S. DEPARTMENT
OF EDUCATION. HOWEVER, THE OPINIONS EXPRESSED HEREIN DO NOT
NECESSARILY REFLECT THE POSITION OF POLICY OF THE U.S. DEPARTMENT OF
EDUCATION OR THE PENNSYLVANIA DEPARTMENT OF EDUCATION, AND NO
OFFICIAL ENDORSEMENT BY THESE AGENCIES SHOULD BE INFERRED

ERIC 73




STRESS SEMINAR NOTES
Introduction
Ask Questions!!!

USE THIS BOOKLET TO
FACILITATE LEARNING

Let's begin by finding out what you
already know about stress. Please raise
your hand if you would call any of the

i
i
i
i
i
3
i
i
i following stressful.
i
i
i
B
i
§
i
g
E

-

Page |




Stress affects us as a

so we arc likely to experience symptoms

of stress exhaustion not only in our
bodies - but also in our
,our _

our

Exercise 1
Stress Symptom Inventory

with others and

>

Page 2
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Symptoms Checklist

Rate your stress-related symptoms below for the degree of discomfort they cause you,
using this 10-point scale:

Slight Discomfort Moderate Discomfort Extreme Discomfort

RN NN RN 0

(1-10)
{Disregard those you don't experience) HOW

Anxiety m specific situations
Tests

Interviews

Other _. __

Anxiety in personal relationships
Spense

Parents

Other

Anxiety, general —regardless of the
situation or the people involved
Depression

1)(’3{)‘(’(’ ()/.
I Sympton - discomfort
|

I',‘,\
5o




Degree of

discomfort
(1-10)
Symptom How
Hosalivy © o000 e
Anger oo e
reabiliey oo o _—
Resentment ... .
Phobias .. ..o -
Fears

Obsessions, unwanted thoughts

Muascular tension

High blood pressure

Headaches

Neckaches

Backaches

Indigestion

irritable bowel

Ulcers

Chronic constipation

Chronie diarrhen

Muscle spasms

Ties o

Other

fmportant: Physical symptoms may have purely physiological causes. You should
have a medical doctor climinate the possibility of such physical problems before you
proceed on the assumption that your symptoms are completely stress-related.

Q 7 ‘}
ERIC
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Now that you have identified your stress-related symptoms, it is time 1o choose the
one or two that bother vou the most, and to select the technigues that you will use
to relieve them. Since everyone reacts differently to stress, ivis hard to s which
stress reduction techniques will be best for you. However, this chart will give vou
1 general idea of what to try first, and where to go from there.

Chapter headings for cach stress reduction method are across the top, and typreal
stress-related symptoms are listed down the side. You may have only onc or several
of these symptoms.

As you can see, more than one stress reduction technique is indicated as cffective
in treating most symptoms. The most effective techniques for a particular symptom
are marked with a boldface X, while other helpful techniques for that same symp-
tom are indicated by a lighter x.

Techniques
e e - W 1
Progressive Self Thought
Symptoms Relaxation Breathing, Meditation | Imagimation Iy pnosis Autopenics Stoppmg,
Anxicty mospeutfic situations
ftests, deadhines, mterviews, X X X \ \ AN
Cre.
i Ay moyour personal
relationships {spousce, X X b
parents, chitdren, cte) ] i
E Anvety, general {regardless
of the situation or the X X X X \ X
people mvolved) i
ﬁ Depression, hopelessness,
powerlessness, poor X X X X
self esteem ;
Hostthiy . anger, rntablity .
' X ) ’ X N \
. oresentiment
, : e - S ;
| .
i Phobias, tears N : ; \
i T TS A N AR T ! N
Obsessions, umy anted thoughts i X X i )
. ee w me memame— Y Iy B cee - - - _ e e ..o
. , | ’ ]
I NMuscubar tension X ; X . \ X ,
{ N VRPN S Co : ) | ]
1 i
| Hhigh blood pressure X X % )
i R R SENPIIPRI (USRS B
1 :
. AT - e | !
{ Pleadaches, neckaches, \ \ X l .
I ' backaches ;
B - - Cm e - i 4
! Indigesnon, arnitable lmwcll. \ . N N i
©uleers, hronie constpation i .
I C Muscle spasms, nes, tremors N 1‘ x \ ;
. - e T T T - | : !
“Laugne, ured all the nme \ ' \ ! \ \
f - - ! ‘ ! . f N
' Frmors e, sleepng, difhenlues N | | \ ;
. . - | i
Ohesiny i
, - ' |
., , |
Flov st al Weakness ; I |
' | i .
' ! | : \
oy Stress : | i
- T
o
) BEST COPY AVAILABLE
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Exercise 1 NOTES
Look over the symptoms you checked
and circle these that cause you most
concern. Which ones are you worried
abor:t right now?

Exercise 1

i Next, review the entire list of symptoms
again and put a star by any symptom that

l would be a real signal of distress to you.

Exercise 1

Now reflect for a moment on the
patterns you sec in your stress
symptoms. Are most of your symptoms
in one arca?

<0
.

Page 4




Exercise | NOTES
Write a dialog with one or more of the
symptoms that were identified. Write it
like a play.

Exercise 1
FFocus on 2 summary statements

Right now [ am concerned about ‘

b

2
During this seminar [ would like to work
on

Iixercise 1

Divide into groups and discuss your
symptoms that causc you the most
concern, areas which you want to work
on.

Page 5 51 l
|




WHAT IS STRESS? NOTES

STRESS is a word derived from

E and was used popularly in the 17th
century to mean
E , or :
]

>

In general STRESS is said to occur
when a person perceives that he / she is
unable to  with the demands
made upon him / her.

STRES» is the body's nonspecific
response to any demand placed on it,

whether or not that demand is pleasant.
(Selye, 1978).

Exercise 2
How much STRESS is in your life?
(Lifec Change Test)

Page 6




Score yourself on this Life Change Test.* Check only thosc events which you have experienced within

the past year.

5
=
Z
Q

O 0 ~J O L &by —

o

O

t

o ~J & N L

19
20
21

9

Py

23
24
25

26
27
28
29
30
31
32
33
34
35
36
37

RI

100
73
65
63
63
53
50
47
45
45
a4
40
39
39
39
38
37
36
35
31
31
20
29
29

28

20
20
25
24
23
20
20
20
19
19
18
17

16

HOW MUCH STRESS IS IN YOUR LIFE?

HAPPENED YOUR SCORE

LIFE EVENT

Spouse's death

Divorce

Marital separation

Jail term

Death of close family
Personal injury/illness
Marriage

Fired at work

Marital reconciliation
Retirement

Change in family health
Pregnancy

Sex difficulties

Addition to family
Business readjustment
Financial state changes
Death of close fricnd
Change jobs

Arguments w/ spousc
Mortgage over $10,000
Foreclosure of mortgage
Job duties change

Child leaves home
Trouble w/ in-laws
Outstanding personal
achievement

Wife begins/stops work
Begin/end school

Living conditions change
Personal habits revised
T.ouble w/boss

Work conditions change
Change in residence
Change in schools
Change in recreation
Church activities change
Social activities change
Mortgage/loan less than
$10,000

Sleeping habits change




39 15 Increase/decrease in
family get-togethers

40 15 Eating habits change

41 13 Vacation

42 12 Christmas

43 11 _ Minor violations with the
iaw

TOTAL

The more changes you have, the more likely you wiil suffer a decline in health. Ot those who scored
over 300 "life change units," 80% have a chance of a serious health change. With 150-299 life change
units, about 50% get sick in the near future. With less than 150 life change units, about 30% get sick
in the near future.

*Thomas 11 Tolmes and Richard H Rahe, "The Social Readjustment Rating Scaic " Tournal of
Psychosomatic Research 11 (1967): 213-18, reprinted with permission.
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Today we see STRESS as
&

¢
é
é
o
¢

STRESS IS: A RECURRING
o RESULTING IN THE
DAILY WEAR AND TEAR ON THE
BODY THAT LIEADS TO

AND

Hans Sclye (19406) was one of the {irst to
try to explai the process of stress with
his "General Adaptation Syndrome™
theory.

[ans Sclyce's, "General Adaptation
Syndrome" is a three stage process:

O0Q
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Alarm: NOTES
alerting the organism and mobilization of
resources for coping with the stress.
(Emotional arousal, increased tension,
heightened determined efforts at self
control).

3

Alarms physiological reactions include:

= change in galvanic skin response

<

< Increase in blood pressure
= muscle tension

= increased heart rate

{

Resistance Stage is characterized by a
set of that
stimulate tissue defense.

If stress continues, the individual is often
able to find some means for dealing with
it and thus resist psychological
dhisintegration.

(\'\
]
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Resistance may be achieved temporarily
by concerted task-oriented coping
mecasures: the usc of sclf defense
mechanisms may be mtensified.

During this stage the individual tends to
become and to
previously developed defenses rather
than try to re-evaluate the stress situation
and work out a more adaptive coping
pattem.

During our lifetime we go through the
first two stages many times.

Exhaustion Stage will occur if stress
contmues to bombard the organism
despite these responscs.

In the face of excessive stress, the
mdividuals adaptive resources are
depleted and the coping patterns begin to
fail.

Thet2is a of intcgration
and an introduction of exaggerated and
inappropriate defense measures. This is
characterized as psychological
disorganization.

Page 9
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LLong term stress with prolonged and NOTES
excessive arousal
can lead to physical and emotional
breakdown and disease.

Psychosomatic diseases linked to
STRESS include:

= high blood pressure

C AN S e i e O

= peptic ulcer

= heart disease - hypo / hyper tension
< isomnia

= sexual dysfunction

= Respiratory system - colds, flu

= rashes

= colitis

p g
Page 10 o5




What arc some ways to control Stress

_




STRESS

SUPFORT MATERIALS
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Personal Transfornialion

Learning to Manage Stress

Dewvelop an awarencess of 1his potentially dangerons threal
and take steps (o live a simpler and saner life!

s T travel the world lecturing

on health, fitness, and human

. potential, | continually hear

comments such as, " Life is so compli-

cated and busy, so crowded and hur-

rizd”.Tjust can't seem to keep up
with the pace?”

Do you ever feel that way?

T want you to know that it is possi-
ble to live in the midst of a highly
developed, technological society and
still keep an casy, relaxed pace while
doing excellent work 1t is our choice.
Contrury to populiar helief, we are not
mere victims ol our environment, and
we don’t have to maintain the sime
pace as evervone clse.

It has been my experience that as
we push faster and harder without
keeping a balance. we grow more and
more insensitive 1o onur own necds
and the needs of those arcund us |
see this as a sickness—hurry sickness.

sSimplify your life Slow down Take
time to smell the fowers talk to the
animals, sing with the hirds, he with
your family and friends, and fangh
with the children. 1o was Henry David
Thoreau who said, "1 have no time to
bein a hurry?”

Improving the quality of our diet
or ¢xercise, or our ioly or where we
five, will be of Eutle vidue unless we
also experience harmony with our
cnvironment That means knowing,
oursclves™and findimg peace in our
own company. Make tme cach day to
relax and be alone s by spending
time alone, breathing deeply, and qui-
cting our thoughes that we can do the
most for our heatth, harmony, and
peace of mind. As we spend time in
what Tike to call quicrude " we real
ize weare neseralone

This experience can teach us (o
trust ourselves more Too aften we
look outside ourselves Tor our worth

12 HEAITH SCIENGT o SEPTTMBEROCTOBER 1991

By Susan Smith Jones, Pi.D.

You can choose
nore vibrant
health.

You bauve
the capeaci:iy
[0 change
i Lo grouw.
Choosing (o De
healthy involves
(4 CONSCIONUS
decision Lo Support
Yoy well-being!

and forget that nothing will ever be
cnough nntil e are enough. Thoreau
saidd, U Heis a great relief when fora few
momeats in the day we can retire to
our chamber to be completely true
to oursclves. 1t leavens the rest of our
hours ™

Your immunc system
There is g new, exciting ficld of st
ence called psychonceuroinmiimolo-
ey Rescarch in this field indicates that
the immunce system, bram, and other
vittl hody systems communicate, con-
nect with, and inflnence one another
Today, o number ol scientists
believe thae many imnuime system
problemsre related 1o stress, and
that there is an intinkite connection

J1

hetween ou thoughits, fecelings, and
expectations, and our ability to nuine
tun or recover health, Since we cane
not totally avoid stress in this world,
itis important that we develop strong,
and offective coping, mechanisms

One beneficial step s to make
time for solitude and enjovable activ
ities that include a great deal of
Lwaghter Laughing at ourselves and
the incongruities of everyday situ
trons is the Dest way to quell stress
Jnd reduce tension

Positive thinking

Whatt are vour thoughts about well
ness? Do oyou think only Trealths
thougats, or do you focus on those
things vou don t like about vourseit”
Do vou expect to pet sick each win
ter bhecause it dere tha seson M or do
vou let go of all thowghts of sickness
and discase? Somuch has to do with
wint yvou expect.

The body moves along the path ot
iy expectitions Aninteresting exper
mment was conduc ted with people
who were ahout to have surgery
Some ol the people did evervihimyg
they could to avoid it Others, wheo
had the saime condition, regarded the
surpery st blessing and were grate
ful bt o was able to correct ther
problem. These people Tud a much
Detter post-openttive expericnee. And
this ontcome Tus been documented
IUTDETos tines,

Thereasa vronp of cancer survivors
i Santa Monea, Calitornia, who have
Lved longer than phivsicians huad pre
chicted Whys They didirt deny the
chapnosis, bot the did not accep
then doctor sloomy predictsons
These courneeous imdoduals fuoave o
hlazing deternunanon Their expet
Lations e not neganve and tha has
nude adilterence

BEST COPY AVAILABLE




(.hoosce to be healthy

Sonratter how frealihy yenaee a this
Ill('llli'il|,}'(li| (GRS lll)()h(' oY \'Il)l-lnl
headthe By vartue obour Lanumity, we
Ive the capaaiy 1o choose, to
Change,and o grow. Choosimg to be
Lealithiv nivolves i coscous dedision
o support vour welb-benmg It also
mnvolves Lining responsil nhty lor your
< and not blaning how you feel oy
ook on Lanudy, lricnds, doctors, cnvi
ronIcHt or crreamstiinees,

A shining examplc

Paovears ago, binet the president of
one af the top corpardions in el

fod HTe WS umpaticnt agpressive,
wrred,and anawane of how to make
Cliotces o support s well-bemg, He
ronInely PULITESIN OF SEVCR Pressiie
pached, brhour days woeek at the
alfice o travehnyg T abways hid o
be st always Tuad to he right. and
lad to be husy with wark to leela
<etise ol sell-wortl,

s 10y car-old man enjoyed vich
foods and mdulgod in st quanitios
al Cheese, ice cream, steak, huatten
provessed foods.and sswect desserts
s e oF exerense was shifting peans
s eapensine sports car tle thought
Alchiohol and his hot tub were all he
necded to relax.

wWhoen Le hegan (o sink into depres

stressed-out and unhealthy. But Tout-
lined some steps Tor hm to take,and
he chose to make areal commitment
to health His dedieation has beena
great inspration to me Today,he and
his Fimily are 4 pictare vf health. 1

sion, his wile encounged hin to get
4 chieckup, Tus fiestin more than ive
years. e was shocked to discover he
had high blood pressare and harden
g ol the arteries. e was told that il
e didn't nihe some ifestyle changes
immcediately, he was headed tora
heart attack withi six months.

I had never before met anyone so

—_— e —

Sasan Sl Jones, Ul B octhie adhoe al ¢ honse o e
Healthy 2hwase to Lo Peacefudiy and hier new haok,
Chuene (o Live Jully 2l avalable srom ANTS

—_ — —_ - —_— - e —— —— m e T T e e et —

Tips to enhance the quality of your life!

Q

ERIC

Aruitoxt provided by Eic:

A he Iollowing guniclines can truly
1 nuthe a ditterence inyour hiedil
vou nithe thena patt ol your well-
ness lifestyle:

1 Keep hit pet plenty ol eacrase.
«sleep, natiious o and watet,
avond dependence o catleme. meo
tne, alcolol and drngs

learn to chion a relisanon
hd o TCSPIOTINC SO Chat yournr stiess
fevel s undor vy control s
means heconng deeply relisedan
mundd L body Learn deep relas
anon techgnes Den't kud o -l
A Tews drhs o eRly dipin e
Lt tuly s qust nog the sameas brg
iy, abioat thetouptorelisation I

using, your own mind and will

Wattch oul Tor stress assoctated
3. with prolonged  feclings ol
anger, depression, hiclplessness, and
hopelessness Tlegitive cinotions ig:
por the release ol substine es that can
SUPPIess inmune function Solve
your problems in awiay that lets you
Clear up your negative techings as
thoroughly and quichly as possible

e awste ol vour thoughis Your

l. thoughits preatly atlect your expe
prenees Eaclvot us Tas the freedom
o accept and embrace wlnitever
thoughts we chioose Yarr possess
within the silence ol your bemg the
Jbihy To tink, create and become

G

BEST COPY AVAILABLE <

wlitever you w.it to become. du
take your thoughts off the negative
and think only about those things dut
you wint to be i part ot your life Visu-
alize your goals daly

Develop a sense of humor A
S.hcnllln' degree of cmotional
detachment and hearty laughter
every day can have avery henehicial
cltect on your health, hon t take e

SO serioush

( Fuid some e cach day just fov
). yoursell, to be alone and enjony
the peace ol your own compitiy

7 Simphiv vow hie simplhification

ts toyoin hle what a gorod reju
verdion progant s o your hods

PAT T SCTESE o ST LT R O TORTR 19
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Live Longer, Better, Wiser =Eem

SLAXATION L SCILNTISTS
are hinding, does moch
more than reduce stress.,
falwrcanrehiese pan and

PARADE MAGAZINE 03/12/95

U B E L L

and sunmnon dt will the healing changes
in bexdy chenustry ealled “the relaxanon
response.” For 20 years, Benson tested
and ultinately proved the healthlat ef-

f Qe AR GO A EAIRT. BT CRRINA edy AL
Worried about high blood pressure, heart
disease, infertility...or even cancer?

(I (anBet;
Ihnat Ails You

Y E A R L

A3%%,%.° 2

fects of refaxation. He recorded changes
in the bodies of his subjects and intheir
diseases after treatments cominning
medication, relaxation therapy, nutri-
tion, exercise and stresv-management.
He campared them with contiol groups
of sisnilarly ill bat intreated subjects.
Lhe Wellness Book, by Dr. Benson and
Eileen M. Sniart, R N tells how o ehe-
it the relaxation response sunld gives de-
tails on many rautes to reach .

Dr Redford Withaue, professor of

paychiology and director af the Behav-
wral Medical Researeh Center at Duke
Universuiy in Dutham, N.C., terms re-
laxation “a eritical ¢lement™ in stopping
or slowing disease when combined with
a variety of psychalogical methods.
“Studies publishied recenily huve shown
these fHlerventions IMprove prognoses
m cancer and heart discase.” says Dr.

BT R R e o B i

Williams. Today, data support relaxa-
1on as berng able to, among other things:
e Cure vonie cases of infertility.
e lLower high blood pressure.
e Help control glucose and insulin ley-
el i these with disbetes.
 Slow the progress of heart disease.
Antvingly, rehuanon s been proved
to cure cases of inferulity that have no
ubvious biological cause. (Good news
fur those enduring costly, sometimes
panfel imfertility tests and treatments.)
Dr. Yead C. Moskowitz of New York
City and his wife, Debra. had taken
evens test known to suecheal infertihey
experts Nothing worked. At New Yorh,
University Medieal Center, he is diree-
tor of Stress Disorders Medical Services
and g clinical assistant professor of pay-
chistry Debra Moskowitz s an attor-
ney. In 1989, she complained of stress

heljp to control
sichiess More ‘
and omore s
heme dearned
about hew ten-
ston -emaotion:
al sbiess=-=in bul
tor both yuour
mind and body. Doctars are
now prescnbiny celaxation
training as pait of e freatnient
not meeely for paor is but
also for interthty, heart discase
and, someties, esen caneer
The concept of telavauonas
vood medicine, onee totally
dismissed by seicnnste.is ace
cepted povs, thank s largedy (o
Dr, Hertert Bensear, an asso-
ciate professor at Harvard
Medical School it the found.
< of the Mind/Body Medical
Institute at New b oaeland Dea-
coness Thasprial e Bosian,
Whien the mind s stressed
— by anr ety oraneter, lorex-
amiple—~ the bods responds.,
I'here are rises i he netabxae

0
v

“It was ayearago
hat I had

a heart attack

and died.”

[ s
3+ % *Mydoctorsaysa ragimen of aspirn,
« along with tha right diet and exaicise,
“icould reduce my risk Ot anothétheart
. attack by ugta60%. |

atwork, Dr. Moskowitz knew
of a study led by Dr. Bemson.
Init, childless couples with no
known physical cause for -
ferudity showed good results
alter retuxation therapy: 18
pregnanci *s out of Sd—i suc-
cess rate ol 33%. comparcd
with 25% at fertitity clinies.
Dr. Moskowitz reasoned that
stress-induced hormones were
pouring into his wife's sysiem,
perhaps impeding conception,
e d helped patients overcome
stress: now he’d hetp his wife,

They practiced breathing,
musele relaxation, visualizimy
+ healthy, growing baby. In
diys. Debra Moshowitz mas-
tered the relaxation technigue|
In months. she was pregnant,
On Oct, 10, 1990, their daugh
ter Marisst, was bom; their son,
Craig,arnved on Jun 25, 1995

Relaxation helped Don
Wood too, "I had borderhne
high bload pressure but didn’s
wanl ta take drugs” sayy

-5 *Of course I'm jaking pure BAYER®. - Wood, 4%, a ¢ ek

. ... Aspltin now. Bacause mine isn't the T

} - onlyheart I hava lo think about® -, R ‘ ol gag | crunaenew gl Heseon

. 7" A , ; ; Z# | css Hosprtal. He also had tee

" Askyourdoctor,h v QAYER o - 2 W iy 4 & | sion hewdaches and neek pains.

“Aspirir can help you. Forafree Incarly 1952, Wood entered

- boakletof information about = . cardiac-risk-reduction pro-

" "hean attack and glroke preven- aram at Deaconess empha
“tion cali 1-800-332-2253.

lispt heant rate, blood pres.
stee, breading and muscle ten-
ston. These reactnns date to
prelustone man. s hooaf faced
with daneer, cho-¢ enther 10
fight or to take Iheht Hor-
mones pour out o ready you
tar action. One hormoene, epi-
nephnine. speeds up the heart.
Butaf your heart i weak, and
the small artenies feeding
blood to it ate blucked with
Lats. epinephrine nnght over-
load your heart Ttis i just
such a cane that reloany could
help save your life

Throuylh eltort and truning.
Dr. Benswir says, you san leam
how 1o quiet yoursell down

sizing dhet, exercise and reli
ation. Ty pain cased. and b
had 75% fewer headaches. i
was anuzed.” says Wood.
The American Diabetes As-
sociation reports that rescarel
shows relaxing can help somg
diabetics ta control blood
glucose levels, which can b
hirined by stress. Stress als
can raise the need for insulin
while blocking its release,

ORI T AT

LD
YOU GET SMARTER.
JNYOU GET RAYER
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“can help you develop"""}h',i?

aJhe
learn'to relzx. Once g

body awaroness and 22 8 ' Z? :
It's mastered, yo c&nﬁ‘ 205t

maintain a basle ¢
‘resting atale,” aven
while performing -
your daily .ctlvities.

With training and
practice, you can
learn how to quict
yourself down and
summon at will “the
relaxation response”
—and, with it,
healing changes in
your body chemistry.

IS 27 29 HERE ISR VT RGO AL T3

There e several ways to induce
the relaxauon response. | learned how
with a method imroduced baek in the
"8 by D Edmund Jacobson ol the
Civersus of Clucago. He tanght pa-
tents o unwind by progressively re-
laovmg muscle groups, tram their soles
ta therr scalps. He would say: “Curl
wour toes. Hedd theny in that posivion.
teel the enston in the museles of your
leet [soles, tees, arches, heels, ankles|.
Now, slowly release the muscles; let
the terrdon drain wway. Think ol some-
thing pleisant.”

Later. hstening 1o his tape-recorded
instructions. | sgon lelt the relaxation
response at Poatine above my hed.

Here are some other oals o help
vou induce a relanation response:
¢ Biofecdback. By recording biolog-
wal changes in your puilse rates, tem-
perature, nuiscle tension and sweat,
machines cin show your body s feel -
back. A TV monitor shows your heat
speed up or slow down inresponse

&

. (N
e e I

your thouglts, to see which relax you.
 Hypnosis. A hypnatist might put you
i aquiet state By self-hypiosis, soine
can learn o do this for themselves.

s hnagery. Imagining quict scenes ul-
ten seems (o trigger the relaxation re-
sponse. Some rescarchers contend that
inagery can help patients to slow their
cancer, but doubt perisis.

* Rreathing. Most of ns don’t breathe
deeply enough, Shallaw bieathing will
lead to shortness ol breath and chest
tghtness—symptums of stress, Focus
on deep breathing for relaxmion.

The World Health Orgamzation has
spproved the relaxation response as
part of the treatment for hizh blood-
pressure. Comhined with nutrition and
cxercise, dactors see it easin depres-
ston, painful ATDS symptoms, head-
aches, back pain and other ills,

Dr. Williams of Bake, in his stidy of
the impact of hostile feetines on the
eart, found that angey people suflered
more heart discase than cal ones.
“These studies of relaxation and other
stress-management techniques,” he
Sily S, Tsuggest stress management is
neady for more extensis ¢ ¢linreal tials,”

The wide ringe of research on relax-
auon—and the role the mind plays in
healing the e dy —aflers Fope for con-
trallmg an ever-widening  me of dis-
cases., 14

For more information, write. Clinical
Progrnms, Mind/Body Medical Inaii-
tute, Deaconess Hospital, | Deaconess
Road, Dept. I, Boston, Muass. 02215,

PARADT Health Editor Facl Uhell is an
author, essayist and lecturer e also
isa medical news reposter for WCNBS-
TV in New York Cuy.
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" COMPLETE ' 7/ g oL
'5-HOUR EPIC ' ¢ | B | -5
ON ONE - ' |:i=iige=id B
VIDEO + <
ATOWNLIKE | g 9l

ALICE

ryan Brown from
B"Hroaker Morant”,

“FX", and
“Thornbirds” stars in this
award-winning Masterpiece
Theatre presentation. 3ased
on Nevil Shute's 1950 inter-
national besl-selling novel,
ATOWN LIKE ALICE is a
tale of enduring love
belween a headstrong
Englishwornan (Helen Morse) and an Australian rancher who
logether survive the living nightimare of a Japanese concentiation
camp to start a new fife thal is every bit as detnanding as their
watr titne Irials. Set against the hrutal chaos of World War 11, this
L, spelibinding story spans three continents and bvo decades
as it lakes you on an epic journey from the steamy jungles of
Malayi to the acrid desolation of the Austrahan oulback.

. 4

INTERNATIONAL l
AWARD WINNER ﬂ

Winner of scveral internalional awards,
including International Enamy Award.
D.W. Griffith Award and the 1982 TV .
Award al the New York Film and
Television Feslival, A TOWN LIKE ALICE
has received worldwide critical acclaimm
making it a collectble classic that can be

|
. 1

treasured for eenerations. ‘
[

VHS. Color. 301 Minutes.

There hus not been a richer story told on
telerision for some time by anybody.

H S A —London Observer

"ORDERTOLL FREE }1:= 80
Y3 Publishers
"4 Choice®
Wik, Video™
GUARANTEL

If you arc dissatisficd
with your purchase In
any way, you say
retirn 1t for a prompt
and (ull refund. Al
orders are processed
promptly and noif.
Ieation will be sent In
case of delay.

0:533-9800:
HOW TO ORDER '

To ruderthe A Town Like Ulee (311} fur ont: 31993 ploy $3.00
postage & luwthing, scid out aanne, dddiess, ap code and
chech In

Publishers Choice® Video™

Box 4171, Dept. IT11-PP

Huntington Station, NY 11746

SAVE! Onler two for naby 333 90 plus $5 00 postage & handiing
Charge your order! VISV ard MASTERCARD® dcevpied Serd accoun
Bl saikd exputatien daie Be sire 1o indicale gty desited axd ot
amennl enclosed CAANd S tesidents add appopaate sakes s

1 Nasenad Vyoula sidam In tareod a4 IHE Arrewr, [hagJmge @ Mana V) 1ok
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| HEALY
Stress 1n the Nineties

MANAGE YOUR HEALTH
LIKE YOU MANAGE YOUR BUSINESS

[ ever there was a condition that has linked human beings over
the millennia. its stress. Stress is the saber-toothed tiger at your
heels, the auditor at your elbow. Itz the future of hundreds of em-
plovees riding on the decision you make tonight. It’s discovering
after an all-night flight for the sales call of your life that you've
packed a tuxedo and no shirt. John E. Sutherland. MD. a clinical prn-l
Stress is so ubiquitous, so much & part of life that few of us stop to fessor of family medicine at The University

examine its causes and effects. And face it: Stress is also fun. More than  of lowa in lowa City. compares the relationship

necessity, stress is the mother of invention. the catalyst of creativity, the  between stress and life to the E strinz on a

'( tone

reason many of us leap out of bed in the  violin. If lhe string 1 oo

ng is oo tight. i‘ ‘).Lm Tm-

morning. What would life be like without  flat. If the string

deadiines? How many creative. progres-  tone is pu{ when the sifnz iz halneed. I
sive idess. even industries. have been  (I's worth noting that the siring doesiit
R conceived in crisis and bom in urgeney?  break right away. and mav not even )rc'kl

We love this constant reaching bevond  after tightening it to the limit sevoral times

our grasp. and many of us thrive onit. Like people. the string brezzs when the ten-

Bet stress also has a dark side  sion is unrelenting) The uest to achinve
that = e're too often familiar with: unre-  balance inour lives is its ow™ rimth indnsin, I
lenting d-mands. moving targets. hostile  responsible for a plethura & nizht . laswes,
colleazues, politieal intrigue. lack of  shell after shelf of self-helz Tooks upes.
contmal or  supporl. mazazine anii e clinical ps l

chiatric speciziization. spas.

'5 respnnsi':‘.i!il}‘ bevond The most

s plain Q[/]‘%C[l’l'(_’ Foalth clebs, 2md pesirs I:‘i

i e f . abice were =asw l!h? marke
. . ,f“l ool g dependable hatfuace w . ',
this kind of stress. particularly in the &t sence of eflee- . Car el G s s
tive coping strategies. and there goes our health, Means /()’ But tre mmstoe

a5 we are. CO])[']lg '1(‘1'1'/1 and (lvpc":‘.-f.il."." Lteans for

Sensilivily o stress is as indibadas

coving with 37 erhans

sen may feel - ,
T me tress is perhaps ping with £
> S pe I the most ol .lous: l,. min l

more exeitement than stress as she puts in night after :
the most 0bUI0US:  jialih - the | zsie companenis

The lawver working toward her das e

night preparing her case. But the desarment manager,

responsible oo a project he doesn heileve in under Z)OOSI‘U?.Q' of whicl are cvereise and ond
. . . N v PN . .. - .
direction he doesn’t respecet. may find timsell sick from /2 (’(l/f/? autrition,  ©oercise D lds
the stress = though he hasn't Tozzed an exra nunute. Sength g staming e
Pevelological stress can lead o bichemical alterations and physio- same time that it distracts & s relves Ovep
Lol responses that are potential cazls sis of disease. Responacs ranee e it lowers resting hest talesciedaees
! : ;

from tension headaches to debilitating nizames: diseases include cardio-— hods fat. and nnproves sleet Good merition

vaseular disease, suppressed mmumnity, caetromtestinal disorders, agara- keeps weight Jonn, cells azeehepan and
R ITIT |l

vation of asthon = even thyroid dy i o, Pethaps as o comnent on e inmuniny <trorg. 1 .m\lln s
:.:'\( :-l. l‘”\

times. 2 feld of teseareh s emervine calt ;l~_\(-Imm'limilmm|n<)|n_<_"\: the  he bottled and <obl the

sty ol the hivtogy of stiess and the wediead conditions linked wath it product would soar:
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Beware The
Early Warning
Belly

f stress is wrecking your heart, think

what it’s doing to the rest of you. When

-.stress keeps you from exercising and

_diverts attention from your diet, just

\ checking the shine on your shoes can
resemble a swan dive from great height. Middle-aged men take note:
Mounting evidence suggests that you're especially susceptible to such
midbody obesity and the diseases increasingly linked with it.

C. Wayne Callaway, MD, describes a tvpical man whose health is
ticking toward collapse: He's 435 years old, 5 feer 9 inches tall, weighs
180 pounds (20 pounds more than he did at age 25), and doesn’t exercise.
He doesn’t look overweight but most of his weight gain is at his waist. In
fact, his waist measures the same as his hips.

The man has subtle blood lipid ebnormalities. his serum triglycerides
are slightly elevated, and his high-density lipoprotein (HDL) cholesterol
levels are low. These factors can indicate an underlying resistance to
insulin that predates the actua! development of diabetes by a decade or
more, according to Callaway. an endocrinologist and medical professor
at George Washington Universiy in Washington. DC.

If the man doesnt increase his aetivity and reduce his abdominal fat
as he moves into his 30s — perticideriy if he has a family history of
diabetes — he can expect the trigivceride levels to continue up. the HDL
levels to continue down. And even if he isn’t “obese,” he'll be a top can-
didate for developing heart disease.

The cluster of disorders liriked to abdominal obesity — glucose intol-

erance, hvperirighceridemic. ki yertension, and non-tnsulin-dependent

diabetes — has earned the forbidiing name Syndrome X. Its threat is
drawing increasing attention cmony researchers. and many physicians
now consider measuring patients’ waist-to-hip ratios as essendial to an
office visit as checking their weizht.

Try it: Divide your waist miecsurement by your hip measurement.
(Your waist is the smallest measuremeni between hips and chest: your
hips are the largest measurement betuweer waist and legs. Difficulty finding
them may supply the answer you seelks,

The American Heart Associction recommends that your ratio not
exceed 1.0 (for men) and .2 (iv- women). The U'S departments of
agriculture and health and huimin ser ices are more restric ire for men:
Their Dietary Guidelines Add:isory Committee recommends that a man K
waist-to-hip ratio not exceed (95, If vour ratio puts vou on the brink of

ohesity, you haie one mote reoson o gel everelse into your life.

BUSINESS WEERNZAPRIL S, 19
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STOP STRESSING
YOUR HEART

ouw've run vour division your

way for vears. You're good al

your job, challenged by the

wesk, and vour people respect

vou. Your division changes
hands and suddenly you find yourself sec-
ond-guessed, ridiculed, and dismissed by a
new boss. You're spending more and more of
your time justifying what you do — staying
late, sleeping poorly. Your family’s forgotten
what vou look like and your division is
suffering. You wonder each day whether it's
vour last on the job.

This is stress, and your brain — the in-
terpreter of the stress and the governor of
your body’s response — is sending Maydays
through your adrenal coriex to your pitultary
system to release catecholamines (adrena-
line) and cortizol, which increase your heart
rate and blood pressure. If a bear were chas-
ing you this would be great: The increzse in
cortisol would bring pmtein and fats into
vour fuel line. and the catecholamines would
convert glvcozen into blood glucose—the
chief source of energy for ¢il organisms.
With vour heart working harde  hese nutri-
ents would speed to vour working muscles
along with extra oxygen — and there you'd go
like a goat up a mountain.

If vou went ahead and ran up a moun-
tain at metaphoric timas lixe these vou'd
probably be fine: It's what vour brain i»
telling your body to do. And for the mest
part. assuming you're otherwise healthy.
short periods of stress on your own paralle:

consinued on next pagr
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won't do much hivm — particularly if you use
effective coping strategies like exercise and
relaxation.

But without releasing some of this
available energy — or balancing it ~ the n-u-
rohormones charging around vour body «ill
do a lot of dumage over time, For exampte:
@ [ncreased cortisol suppresses the imm ane
system and healing processes.

.4 Extra fats in the blood increase the total

cholesterol level and decrease the proportion
of high-density lipoprotein (HDL) cholesterol
(the good stuff). They also promote weight
gain.

 Increased angiotensin raises blood pres-
sure and stimulates release of anothe
hormene, aldosterone, which in tum aifects
potassium secretion and renders the hean
more vulnerable to rhyvthm disturbances. Al-
dosterone promotes salt retention. which
contributes to hypertension as weil.

4 Increased platelet count increases t!
chance of clotting. which raises lhe rsk g

heart attack and stroke.

4 Chronic stress lowers the
threshold in the brain. 0 it takes
ment to Kick vour stress response into gear.
As coronary obstruction develops. vou
1c~p0nd to mental stress that occurs 20, 30
or 40 times a day with a rise in resistance o
blood flow and a fall in cardiac output - a
prescription for heart attack. You now react
to mental stre<s just exactly as if a bear were
.

chasing vou ~ every dav of your life. Which

goes a long way toward

b=

explaining why

exer-
‘iz 15 the  most

b . 'A
means for e N

coping with stress —for ™

~

effective

vour heart and vour- .

brain.
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Do It Now

ny exercise you do that increases

your heart rate, from chasing down § R

a cab to taking the steps by twos,

will have fitness benefits - includ-

ing mitigating the effects of stress. '
But the keys to real, measurable results are fre-
quency, intensity, and duration.

Researchers have found that aerobic exer-
cise that works your heart to within a target range
of 70 percent to 90 percent of its maximum ability,
for at least 20 minutes three or more times 2 week,

YOUR
TARGET
HEART
RATE

gains. Seventy percent of your maxi-
mum mav seem discouragingly hard.
but at that level you'll still be able to
carry on a conversatior. strategize for a
notes on a

sales mweeting, compearz

pending acquisition. ¢ven hannonize
with vour headphones. And it's consid-

BEATS PER MINUTE AT erably less work then hauling your
% oF cae

7,?:;2F gsﬁq:x bags from an airline ticket counter 1o

AGE _ HEARTRATE HEARTRATE ), departure gate at an airport.
25 137 bpm 176 bpm b exereise. sueh as dis
30 133 bpm 171 bpm Acrobic exercizs. such as dis-
35 130 bpm 167 bpm _ lance mnning. deperds on a steady
40 <126 bpm 7162 bpm _ supply of oxygen frum the aerobic

45 123 bpm :%:158 bpm
50 119 bpm :=»153 bpm
55 116 bpm=5 149 bpm

- 1
svstem. The anaerohiv svatem. al work

'
dl]”!]cr intense activity such as g it

60 112 bpm ° 144 bpm _ lifting. supplles limited amounts of
65 109 bpm 140 bpm _ eperov for the shoit e,
70 105 bpm 135 bpm During the first fow minutes af

exerise. both svele:

Bevond ten minutes, as long as vou keep vour effort w:

heart rate range, your aerobic system takes over and uses ¥

fuel vour exercise. Besides invrcasmu vour risk of injur:. more intense ex-
Wit U TIURC -l s2

ercize will activate your anaerobic system. swhich uses up scle tissue £

protein and glycogen. This is why moderate intensity e e of longar ri -

it control —

'.-rl:-“

ration does the most for vour cardiovascular svstem ane
and thus. stress. If vou stay in the target heart rale or ae D range,
continue to strengthen vour aerobie systen.

To determine your targel hewrt rate. Arst estimate yeur AU
heart yate by subtracting your age from 220, 11 you're 40 vour manimum
heart rate estimate is 180 heats per minute thpml Your tarze heant rade is
126 bpm if you're shooting for 70 percent of vour hearts manimum: 1o2
bpu if vou're going for 90 percent. 220 - 40\ 70 percent = 126 bpm. 220
10190 pereent = 102 hpn, 126102 hpi is vour gt Leatrale range,
continged on neat puale

BUSINESY WaER APRIL 2, Bl

\

&
o




PAFullToxt Provided by ERIC

TS N L8

S

Once you know your range. you can fig-
ure out how hard you're working during
exercise. Feel for your pulse, stop exercise,
and start counting immediately because your
heart rate will drop quickly. Make sure vour
touch is light — too much pressure will skew
the results. Fifteen seconds is enough.
Multiply the number of heart beats by four
and you’ve got your beats per minute.

If you're exercising above vour target
heart rate range. ease up and afier awhile
take your pulse again. With practice vou'll
be able to associate how hard your heart’s
working with how you feel. But when you
first start exercising you may be surprized at
how casy it is lo get your heart rate up into
the target zone.
heart rates result in greater
At very high ta

amnc

Higher
fitness gains. rget hear rates
vou can achieve fitness even if vou

exercise for only 10 minutes. but the riks in-

]

crease at sucli levels of intensity. Play it safe:
Precede any new exercise undertaking with a

visit to vour dactor.

Make It Fun!

M

tor-in-chief of The Prisician

c’(!i-

wchard 1. Strauss.

and_Sportsmedicize and a

sports medicine docror 2! ]
Ohio

ojjers an

:
i
&

State (. niversiiy in
ey td g
excedent wiosles furod

B wsically

I'm lazy and ' busy - put those togzther

Columbus,

successful apuraceh o exercise.
i

and [won't do cavthing unaless s fun.” says

Strauss, who at cge 50 hasn't giine: more

<

than 5 pounds since high school ¢nd kas a

resting heart reie of 65 beats per m
pretey good for a crown-up.

When he has (e, Strauss swims or eweles al
@ nearby gy and achen e travess S takes
along his tn-line skates. But sinee b sehedule
can implode under patient pressure. Le relies on
a step stool - hoth at work and at home.

“When I'm doing paprericork. T dost bare
to be sitting at miv desk.” he sexs. adding that

BUSINESS WELR © RT3, 1095
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he keeps the stools handy for some
low-tech stairclimbing. §
“Iy gets my blood going,
keeps me awake — other- |
wise I'd fall uncon-
scious over the papers }
I'mreading. And I don’t
do it till I sweat. [ hate to |8
sweat. Only time [ ke to
be wet is when I'm in the water.”
What Strauss has done for himself is to expand the definition of exercise.
Though vigorous aerobic workouls are best for' gaining :op fitness. theyre noi
the onlyform of exercise. Strauss ha.sfound he can imzsrove his health con-
B siderably by

and so cun you
Walking ‘o u'ork or pcr.l:ing

fariher from :

MUSCLE CONTRACTION OR
“TENSION HEADACHES”
USUALLY ARISE DURING A
STRESSFUL OR.

- EMOTIONALLY CHARGED

EVENT, WHILE VASCULAR
' HEADACHES OR  ~
\0 “MIGRAINES"

CCUR AFTERWARDS. .

you're hoeing or row ing.

zolr course

dividends orz- time. They're als:

control your weight: A calorie burned is sill a cclc

o0y
R

With this different view of exercise. a u hole smorz sséor

opens up. Try this:

% List the physical activities you enjo). ranging

park to dancing. Exclude nothing.

RN

* Commit to participating datly in *he activitics = :u

for a minimum of 30 minutes a daey

% Squeeze some physical activity 1nto the day. no
are. Exercise performed in bits and pieces is fine: T

count as much in terms of overall healih (thouz= 2ot aeratt:

—y e
il

v being acitre -

say big Re

or carrying »iur c!ubs crour.d t/:.
1.

~ 1 .
comfortuble. contentent — an.

fun. And because you're likely to stick with them l: -.;_.—. they 'l help yor
Yurned — whethe

I O_/ 'M\\"N[l..‘t

walk

[(_’(L C:.A

as one 30-minute session. Take the stairs at ete™ crance. Camm

one bag of groceries per trip from your car to

7

i<

-~
s

3

% [nclude chores, such as mowing the lawn or washing u

*

indows,

24

Qe eXeTeise,
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Ngne

D oaetinin
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£

!

‘

.. '
and o god for sot
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shen
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SEPARATE FAT FROM FICTION

nee vou've adopted an increasingly active
lifestyle, how do vou eat to support it = sat-
B islving your appetite and slowly losing

weight? Exercizne won'tehmmate the need to

pav attention to your dict: it simply gives
YOUu niore manenvering roont.

One dietary ingredient that gets o ot of bad press is

fat. Despite its satanic

Most Americans image. fatis an essential

derwe about
37 percent

of their daily — *™ ™

[ oy 3 essential vitamins AL DL

calol LCb/fOl7l]al. E. and K. and provides a

concentrated source of

nutrient. It insulales
vour body to help you
keep warm. helps you

{at-soluble.

enerey for long hauls without food. A lean athlete, for ex-
ample. tepically carries more than ©0.000 calories of
stored fat.

But nol ondy that. fats tuste gewd, smell good. and

-

have an appealing texture. Fats are satisfving. take longer

to digest than carbohvdrates or protein. and provide a
comfortable sense of fullness after cating. Trouble is, too
muclh of our diet is fat,

Most Americans derive abeut 37 percent of their
daily calories from fat, Healthy wiuitz should drop that
lovel o about 30 percert. aceording o nutiition and
beart evperts. Some athletes resirict their fat intake
further to 23 percent to leave roam for carbohydrate-rich.
nusele-fueling foods.

For most ac-
dve men. a low-lat

diet swould include

fat per day: for
women. 43 o H)
‘wnvenhunexpectaﬁans...andmenmemeedmm.' erame. But not all
UWmagnrﬁoeMLaurenhansemng
" includes surrounding lakes, mountains
and foliage praviding an ideal escape
hnmmeomcemnrmes. ’
Andatﬁreyﬂocks yuu ¢an be sure

t.ils are equal.
Saturated fats
are a problem,
Thev inclnde lard.
hutter, cheese, and
other fats that are
hard ot reom ten-
peraure. Mostsat-

urated  lals are

o ——————————
SK1 » GOLF » TENNIS

525, Ch. Printipal, Mon Tremblant, nuébec.m’ 1211
(B19)45-TT x(B19)42534718 -~
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anmnnal products,

hert the oils fron

30 o 00 granas of

tropical climates,
such as coconul
and palin. are also
highly  saturated.
Saturated fats can
increase hoth total
cholestersl  and
low-density  lipo-
protein (LDL) cho-
lesterol (the bad
stuff}.

Keep  your
saturated fat intake
to less than 10 per-
cent of vour total
daily calories. A
simple way to do
this is to limit salu-
rated fats to no
more than 20 grams a day. Cutting tire high-fat cheeggs
and meats in favor of low-fat dairv freds and lean m
aoes a long way to meeting this gozl. And pay attention™

p;l('l\'.’.g-?d food ingrcdi

to wine sver added fats.

KNOW YOUR Pl turate
-"'!.\'Un.\'ﬂ Hrater

are fonmdin vegetabie g
el GE o, 2oV
:

saffice-r e suntiow

1)]|\ 3 \r“ as oot
SATURATED These 2tz are 1'cluiix'

CO(‘OINI[ &pa/m <oft .« peom lnmpr'rkll;;:.

I N e e Ithier th. n'
POLYUNSATURATED  ppated faie but they

Corn. soybean, safflowcer calos o-cchand <houhd

and 5“”_/[01('0 edten o eoderation, L'
3] ]m] vosatvated  fars
\IONOLNS:\TL}R[\TED \\'('” Yy oo more [l‘,g 1

otal daily caloy

Meronnzaturatied 1

Olive & peanut prces v

tend to be liquid oils atroom tempesaza Theirvse

even have a positive effect on vear cholesteral Ty

Though found in animal sources o= welll pretert:

- e

cources of mononmasatu ated fats e ede nbive il cang

oil. and peanut oil. And although s neunsatinated

can colprise up ta 15 pereent al s daly ealoes

niake sure vour total calorie jnnice S Bt doesnh
ceed 30 pereent = dest your allenin o e “enod L’
into hody fat.

N /Hll'h’ AL FYRSY
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PATIENT INFORMATION ABOUT
PROSCAR?® (Prahs-car)
Generic name: finasteride (fin-AS-tur-cyed)

PROSCAR is for the treatment of
symptomatic benign prostatic hyperplasia
and for use by men only. .
Your doctor may prescribe PROSCAR if you
have a medical condition called benign prostatic
hyperplasia or BPH., This occurs only in men.

Please read this information, as well as the
leaflet which accompanies your medication,
before you start tating PROSCAR. Also, read
the leafiet each t you renew your prescrip-
tion, just in case . 1ything has changed.
Remember. this leaflet does not take the place
of careful discussions with your.doctor, You
and your doctor should discuss PROSCAR
when you start taking your medication and at
regular checkups.

What is BPH?

BPH is an enlargement of the prostate glaxd.
After age 50, most men develop enlarged
prostates. The prostate is located below the
bladder. As the prostate enlarges, it may siew-
ly restrict the flow of urine. This can lead o
symptoms such as:

«a weak or interrupted urinary stream

«a feeling that you cannot empty your bladder
completely Coeay o

«a feeling of delay or hesitation when you st
to unnate .o

«a need to unnate often, esgecially at night

«a fechng that you must urinate right awax

Treatment options for BPH

There arc three masn treatment options for

BPH:

* Prograin of monitaring or “Watchful
Waiting”. 1f a man has an enlarged at
gland and no symp
not bother lum, he and his d
o1 a program of imonitori
include regular checkups, intt
1101 OF suygnry.

o Medication. Yeur doctor may gresente
PROSZAR for BPH. See “What PROSCAR
does” below

+Surgery. Sore patients may ne
Your doctor can describe several d:

2

condition.

What PROSCAR does

PROSCAR lowers levels of a kuy he
called DHT tdihydrotestostercnel), w
maor cause of prostate growth. Lov
leads to shnnkage of the enlarge
gland in most men. This can lead t
improvement 1n unne flow and sy
the next several months. However,
case of BPH is different, you should knew

« Even though the prostate shrinks. you max
NOT see an improvement in urine flow ¢r
svmptoms.

« You may need to take PROSCAR for six &
raonths or more to sce whether itk cu.

« Even though you take PROSCAR anc
help you, it is not known whether PRC
reduces the rieed for surgery.

What you need to know while taking

PROSCAR

« You must see your doctor regularly.
While takin; PROSCAR, you must ha:
lar checkups  Follow your doctor's ads
about when to have these checkups

e Aboat side effects. Like all presc
drugs, PROSCAR may cause side v
Side effects due to PROSCAR may in
impotence (or inability to have an er:
and less desire for sex. Eachof thes
offects accurred in less than 4% of pat:
chineal studies. L some eases side efl
went awity wluie the patient continued o
take PROSCAR.

Some men taking PROSCAR* (Finasteridc)
rmay have a decrease in the amount of semen
released during sex. This decrease does not
appear to interfere with normal sexual func
tion. Rarely, some men have reported breast
swelling and/or tenderness or allergic reac-
tions such as lip swelling and rash.

You should discuss side effects with your doctor
before taking PROSCAR and anytime you :
think you are having a side effect.

« Checking for prostate cancer. Your doctor
has prescribed PROSCAR for symptomatic
BPH and not for cancer—but a wnan can have
BPH and prostate cancer at the same time.
Doctors usually recommerd that men be
checked for prostate cancer once a year when
they turn 50 (or 40 if a family member has
had prostate cancer). These checks should
continue while you take PROSCAR.
PROSCAR is not a treatment for prostate
cancer.

« About prostate specific antigen (PSA).
Your doctor may have done a blood test called
PSA PROSCAR can alter PSA values. For
more information, talk to your doctor.

+ A warning about PROSCAR and
pregnancy.
PROSCAR is for use by MEN only.

PROSCAR is generally well tolerated in men. *
However, women who are pregnant, or

women who coild become pregnant, should
avoid the active ingredient in PROSCAR-

If the active ingredient is absorbed by a
woman who is pregnant with a male baby, it
may cause the male baby to be born with
abnormalities of the sex organs. Therefore,
any woman who is pregnant or «vho could
become pregnant must not come into direct
contact with the active ingredient in
PROSCAR.

Two of the ways in which a woman might

2bsorb the active ingredient in PROSCAR are:

Sexual! contact. Your semen may contain

a2 sw-'i amount of the active ingredient

of the drug. If your partner is pregnant, or
if you and your partner dec:de to have

a baby, you must stop taking PROSCAR and
tatk to your doctor. 1f your pariner could
become pregnant, proper use of a condom can
reduce the risk of exposing her to your semen
(discuss this further with your doctor).

Henéling broken tablets. \Women who

are pregnant or who could heconie pregnant
must ot handle bmken tablets of PROSCAR.
PROSCAR tablets are coated to prevent con-
tact with the active ingredient during normal
handling. If this coating is broken, the tabiets
sheuld not be handled by women who are
pregmant or who could becomne pregnant.

1£ 2 woman who is pregnant comes into conlact
with the active ingredient in PROSCAR, a dec-
tr should be consulted.

Rermember, these warnings apply only if the
-wvoman exposed to PROSCAR 1s pregnant or
could become pregnant.

How to take PROSCAR

Follow vour doctor’s advice about how o tuke
PROSCAR. You must take it every day. You
may take it with or between meals, To avoid
forgetting to take PROSCAR, it may be helpful
to take it the same time every day.

Do not share PROSCAR with anyone elseint
was prescribed only for you.

Keep PROSCAR and all meedicines out of the
reach of children.

FOR MORE INFORMATION ABOUT
"PROSCAR AND BPH, TALK WITH YOUR
DOCTOR. IN ADDITION. TALK TO YOUR
PHARMACIST OR OTHER HEALTH CARE
PROVIDER.

2% MERCK

© 1994, Merck & Cor, Ine
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Hydrogenated fats are unsati
rated fats that have been hardenc
with hydrogen molecules. Hydr
genation turns corn oil, for examyl-
into tub or siick margarine that
suitable for ccoking. Unfortunate’
it also tums the unsaturated [
into saturated izts and creates tra:
fatty acids that act’like saturals
fats — and mav raise choleste:
levels.

So which is better: butter, wi
its high satumated fat content.
margarine, wit1 its trans fatty acit!
Butter contairs T grams of saturai

fat per tablespoon compared w

Keep your
saturated fat
intake to less than
10 percent of your
total daily
calories.

A simple way
to do tnis s to limi
saturated fats
to no more than
20 grams a day.

‘

the 1 or 2 crams in most margart

However, the trans fatty acid-

margarines z2nt yet reflected

difficult to mzasure
Sp limis vour intake of |

Instead of ‘e more hydrogen

stick margannes.

usze the soft

margarines «ith “lguid” and
tially hydrezenated™ comor st
oils listed in the fmst tvo ingrede
Then use were olive oil or cane
for sauléing. and experiment

some of the rew no-fat pro

as well,

ai@t COPY AVAILABLE
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10 TIPS

FOR STAYING ON TRACK

Faercise first thing in the morning, This prevents a

]. crowded calendar from interfering with vour workoul.
and vou only have to shower aad get ready for the day
once. But not evervone is suited for this. (If you have
a heart problem or ave at risk for one. check with your
doctor first.)

Buddy up. You can have more fun. and mavhe even

DO

squeeze nan important comerzation vou couldn’t
otherwise manage,

Bait 'n” switch. Do only a litde exercize as an incentive

Qo

to get moving. Theno onee vou are up and out. you may
decide to go ahead with a regular warkout.

Quick change. To make it easier to convinee voursell

I

lo exercise. change into vour workout clothes as soon
az von get hamie from work,

Compete with vourselll Tiv 1o mun farher today than
vesterday, for example, orin less time,

Lo in. Keep a diary of daily exercize 1o track vour
progi=sxz and o reinforee vour effor:

Diztiact vouwrzell IF von'ie on an ewencize machine,
wateh television, I vou're running. =ten to the radio.

Keep it interesting, You mav, b instanee, walk on

Co -1y n

Mondave swim Laps on Wednesdav, it weights on

Taesday and Saturdavs Alqoovan sour workouts by

changing the duration or intensit.

L1 VOUT exel-

9 Colebrate. Reward vourself for sut
cize prograun. [ von exercise, ven e pennission

for a treal.

10 Be realistic. Don’t expeet 1o e ready for a
marathor after two davs of walking.

INVEST
IN YOUR
HEALTH

xereise
and good nutrition
— the fundamentalds
of health — make
you physically and
mentally more capable of manag-
ing the not inconsideral:le stress in
your life. Think about it: If your
body were a company under your
direction, and ltke vour body you
hoped 1o see it mature, would you
put it lust on your priorities list?
Or would yor invest in it. nurture B -

it. take its pulse and track it well — knowizg that the return

on your investment will compound itsely oer time?

Unless vou're willing ta bury your mus: important e.sel
manage your health like you manage your wors: Put exercise

and gnod nutrition at the top of vour dails - list.
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- the intelligent way
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The reasons unique to vou, and vou alone?
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Health Track Resorts

CALL THESE FINE RESORTS
FOR MORE INFORMATION

Ccolfont’s Health & Fitness Center
Berkeley Springs, West VA
1-800-888-87G8 or {304) 258-45C0
Attenton: Busy people - Stress-busiirg
vacations: hikes, fitness classes, incoor
pool, massages, low-cal food.

Global Fitness Adventures
Executive Trips' Aspen, Sedona, Santa
Barbar-, Carib, ttaly. Bali, etc.

1-80° -488-8747

Reju snating! Fun! Daily 5-15 mu. hikes:
toning, missage; healthy food by private
chef; upscale accomms. Trips 7-15 days

Himalayan Institute and Publishers
Pocono Mountains, Honesdale, PA
1-800-822-4547

Self-mastery and increased producivizy
through voga, meditation and stress
manageinent techniques. Serene sciirg

Kalani Honua

GCceanside Conference Eco-Retrea: Ce =7

Kehena Beach, HI

Reservations: 1-8C0-860-6828,
(808) 965-7828

Only coastal ledging in Hawan's la g
eco-zone * beach * hat springs *\oca~
Park®. Buy option (808) 2355132

[&]

The Kerr House Health Retreat
Grand Ragxds. OH

(519) 832-1733

Enjoy mental and plnsicul rere.enatsn .
Victonan fuxury Only 8-8 Guesis par wzae
or w.eek-end.

=

Living Springs Lifestyle Center
Putnam Valley, NY

1-800-SAY-WELL. (914) 825-u371
Medically superaised 30 nules noch ¢
New York City All nclusive, sicp sac~ g
€205 g woek

MountainfIT Health and Fitness
Adventures

Bozeman, MT and Sedona, AZ
1-800-926-5700

Looking for tugh-recuntam acweniuie w-

out reughing it tco much? Nicuniars
day. luxury by nicht'

Jimmy LeSage's New Life Fitness
Vacations at the Inn of the

Six Motntains

Kilhington, VT

1-800-228-4674

Relax. recharge wy supportve mesoid s 2o
Exhifarating b
seraces. and fon

Py

heatthy eatng, 2pa

New Smyrna Beach

East Certial Coast of Forda
1-600-541-062

Miles of prstine teadds Queel, clean biete:
and condos Fishing and golf Bestrates
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Special Advertising Section

If He Can Find
The Time,

So Can You.

Name: William C. Steere, Jr

Age: 58

Titte: Chain  wn of the Board and
Chiel Executive Officer

Company: Pfizer Inc. a healthecare
company headquartered in NYC L ' ?
1994 Net Sales: 38.3 billion
Employees: 10.000 worldwide
Fxercise regimen: Acrobic: Stairclimbing machine. stativnzry bike.
strengthening: weight machines. fiee weights.

Frequency: 1 1o 4 times weekly. 1-hour sessiunz.

Weekend sports: Skiing. squash.

Exercise philosophy: ~I like being fit.”

Exercise advice: ~Make it comventent.”

s head of a global corporation in an indusiry that is prefours
Lt

RIS \r e h:!:

repositioring itself. Bill Steere i< no stranger

1

personifies the harried executive. In the mizdle of the dayu;

four limes a week. he heads downstairs 1o Prizer’s corporats Hi

facility and puts in an hour or soon the exwmise equipment.
“Lots of times when vou're under stiess i0s hard v foeus on aetitng e
cise.” savs Steere. wha began his career Picer as g mew eollewe zraduat
1959, *But I alwavs feel better when T do”
Four vears ago. Steere saw Lo the instaliaion of e 3 million on-<ite
ness facility. Previously. employees could take advaniaze - Doorporate spons
programs al focal fitness centers. but after siging uge e often dropped

. o
xdurins e d

“People wouldnt 2o hecause of the stnizzle io zetout a:
cive Steere, T think the more convenient v can ke o S more peonle
exercise,”

Besides the facility itselll Plizer provides cmployees oo cloties aned !

ers. pre-eercise sereening lo lrlcnllf_\ polening health M SH Y ancd traine:

help design a fitness program and consul with exercszr Empdonees |

responded positively and usage rates are high.
Steere sees Lhe enplovee program as simply consen: with Piz-rs -
e commitment to wellness, “New York City ix adifienis | ace to work.” he s

“Its o good benelit o have inthe building.”

Text was written by the editors of The Physician and Sponsmedicine. 3 McGraw-Hill clinical je.
exploring the medical aspects of exercise, sports and fitness. For subscription information t
and Sporisiet.

Physician_and Spodsmedicing, please write: Magazine Sesvices, The Pryse
4530 W. 77th St, Minneapolis, MN 55435. . -

Health Track will continue in September with l l - \ l I
“Winter Won't Wait™, a special advertising section fucusing - 1 )\ \ (

on exercise during winter.

PHOTO: JOHYN ABH
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A DISTANCE STAFF
DEVELOPMENT
PRESENTATION ON
TOTAL QUALITY
MANAGEMENT

1995

THIS PROJECT WAS SUPPORTED IN WHOLE OF PART BY THE U.S. DEPARTMENT
OF EDUCATION. HOWEVER, THE OPINIONS EXPRESSED HEREIN DO NOT
NECESSARILY REFLECT THE POSITION OF POLICY OF THE U.S. DEPARTMENT OF
EDUCATION OR THE PENNSYLVANIA DEPARTMENT COF EDUCATION, AND NO
OFFICIAL ENDORSEMENT BY THESE AGENCIES SHOULD BE INFERRED

10+




WHAT DO YOU WANT TO
GAIN FROM THIS OVERVIEW?

Is 99.9 % accuracy adequatc?
=

5 4444 é

Popular people in TQM

» Zero Defects

s Seven Deadly
Discases

> Plan-Do-

Study-Act
s Ten Steps to
Quality

Improvement

Page |

105
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WHAT IS QUALITY?
(Brainstormimg Session)
[Break into groups and develop a

definition of quality.]

WHY IS QUALITY
INPORTANT?

According to Dr. Deming Quality:

Dr. Deming's Philosophy:

Pag 2 -y
€106
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According to Juran Quality is:

There are 2 ways (o go alter a
problem:

I

2.

According to Crosby:

Symptois of a sick business:

Vaccination Scrum - basics

Pagf b ,{,,
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Deming Total Quality Management NOTES

The Deming Cycle (Shewhart)

® Plan
° Do

° Study
L Act

Page 41 g&

\
\
PAruiitex: provided by ERiC




Deming's Points NOTES

™

|

DEMING'S ANALOGY

Page 5
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PROCESS METHODOLOGY

Define the Process

[dentify the Characteristics

Gather the Data

Analyze the Data

Uncover Detractors

Develop Improvements

Implement Improvements

Page O 1 i U
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TQM TOOLS
There are many tools that one
can use in order to integrate TOQM

in to the system.

These tools include:
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Cause and Effect was created by
Kaoru Ishikawa in 1952 to facilitate
the understanding of a process. It is

often called a Fishbone diagram.

When do you use it?

To organize the team's knowledge of
the process and to increase the ability
of the team to focus on actual causes

of the problem or effect. It answers

the question, "What could be causing

the effect?"

Flow Chart is a diagram of steps in a
process, the sequence of actions and

the process of decisions.

When do you use it?

It is used to outline or sketch out the
process and the avenues any
deviation can take you. Essentially,

what are the major steps?

NOTES




areto Chart was imtialiy developed

by Wilfredo Parcto who was an
[talian Economist. He observed that
about 20% of the population heid
about 80% of the wealth, m the
1940's. The 89/20 rule currently
occurs whenever the total effect 1s
divided into the contributing
catcgories. A Pareto diagrani is a bar
graph that is arranged in descending
order from lelt to right which will
rank the variables in order of

magnitude.

When do you use it?
To pick a starting point for analysis.
(what is the more frequently noted

problem).

Page 9
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A Scatter Diagram is a graph that
shows the possible relationship of
correfation between 2 variables of 2

characteristics of a process.

When do you use it?
When you want to test what happens
if one variable is changed and how

that change effects another area.

A Histogram is a bar graph with out
any space between them. The graph
look for frequency distribution and

variations.
When do you use it?
When you ask is the data normally

distributed?

PROVERB

QUESTIONS

Page 10
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APPLIED TO SERVICE

[ots of service
operations

tallk a good game,
but they lag behind
manufacturers

in adopting quality
as a way of life,

13y Ronald W, Butterfield

S ince the 1950s, W. LEdwards
Deming has been a familiar
name in Japan. Deming, and the fa-
mons 14 Points that summarize the
cor ol his philosophy, arc considered
largely responsible for Japanese n-
dustry's post-World War 11 recovery
and rise to dominance in world mar-
kets.

But most U.S. manufacturers ig-
nored Deming's work until around
1980. By then, thanks 1o severe com-
petition, many were at death’s door.
Indeed. some had alrcady died and
disappeared. They were the ones that
assunicd there would always be a
market for anvthing American indus-
try producced. Instead. ongoing im-
provement in cost. quality and pro-
ductivity had become critical to
survival. IFor those who would listen
and were willing to make the com-
mitment, Deming had answers.

The service sector of the U.S. ccon-
omy stands at a similar crossroad to-
day. In the financial industry. for ex-
ample, deregulation opened the ficld
to fresh competition in the '80s. To-
day, increasing global competition in
cverything from banking to credit
cards means domestic organizations
need to develop a quality cdge—
quickly. Service industry leaders are
familiar with Deming and his 14
Points, but many decline to adopt
them because, they contend, “service
is different {from manufacturing.”
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The real reason may be that most
service managers arc so busy Nighting
fircs they don't have time to reflect.
They simply don't think about how to
translate Deming's concepts into the
language of service or to incorporate
his principles into their corporate cul-
tures. And cven if they want to. few
resources are available to guide them.
Most quality consultants have a man-
ufacturing background. They ap-
proach quality concepts from that
perspective, and then add. “Of
course, all these things are cqually ap-
plicable to scrvice businesses.”

But the 14 Points do apply to the
scrvice industry. Reluctant managers
will ask: “Why go to all that ¢ffort?
Why not just keep telling our people
how important quality is and encour-
aging them to keep doing their best!”
According to Mary Walton's 19306
book, The Deming Manugemen:
Method, Deming's answer 1o such
questions is straightforward: “Lvery-
onc doing his best is not the ansswer.
Evervone is doing his best. 1t is nec-
cssary that people understand the
rcason for the transformation that 1s
necessary lor survival. Morco ser.
there must be consistency of under-
standing and of cffort, Therc is no
substitute for knowledge.”

When it comes to managing qual-
ity, manufacturers have a sighificant
jump on scrvice organizations, Some
service firms talk a good game about
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ple, you know somc arc much morce
accurate than others. Point 2 svgcsts
that if onc of your people notic-s that
a particular ven Fo's lists aic chroni-
cally inaccuraie. 1t should be brought
o management’s atiention. [t should
not be ignored or accepted as normal.
Likewis¢, management should raise
the issue with the vendor 50 the ven-
dor can try (o improve.

3. Cease dependence on mass inspec-
tiem. You cannot inspect quality into
any product or service. When you
throw out or rework a defective item,
you arc not concentrating on quality
improvement—nor arc you improv-
ing unit cost. Therefore, Deming
says, stop relying on mass inspections
of the final result of a process (the
finished product). Rather, concen-
wrate on improving the process itsclf
so that you'll prevent errors from oc-
curring in the first place.

Let's apply this principle to the rcal
estate loan department of a bank.
One of its functions is to preparc doc-
uments for signaturc by the buyer and
scller, and to file them with the Reg-
istrar of Deeds. Suppose mortgage
and escrow-payment amounts arc
frcquently typed incorrectly by the
typing pool. Rather than going back
10 the source of the problem, loan of-
ficers simply toss out the forms with
the incorrect numbers on them and
have their own sccretaries retype
them correctly. What happens? Er-
rors continue to show up and unit
cost perloan package increases signif-
wcantly.

If quality and productivity arc im-
portant to this bank, what should it
do? Hiring people to inspectall of the
work coming out of the typing pool is
not the answer. A better solution is to
go back and follow documents
through the entire process to find out
why the payment amounts arc incor-
rect. Maybe some of the loan officers
arc providing the wrong information.
Maybe the errors are due simply to
haste and carclessness in the docu-
ment-preparation arca. The bank
must find the causce of the problem
and fix it. not just nursc the symp-
toms.

4. End the practice of awarding busi-
ness on the basis of price tag. We have
been in the habit of giving business to

When it comes
to managing quality,
manufacturers have
a significant jump
on service organizations.

the lowest bidder for too long. Pur-
chasing managers have to reassess
their roles and responsibilities. They
have a key role to play in the quality
improvement process. They must un-
derstand when and how the materials
and supplics they order will be uscd.

Even something as simple as pin-
feed billing forms requires carcful
scrutiny of vendors. The paper stock
must meet stated standards. Printed
forms should not be delivered until
properly cured. Perforations and
printed scctions should be correctly
placed. Lack of attention to these fac-
tors can cause jamming, wrinkling,
smearing and misalignment when
statements arc being processed.

Standards and rcquircments for
every item or service purchased from
vendors should be established and
then followed to the letter. Nothing
less is acceptable. 1t won't be long be-
forc you realize the valuc of a single
supply source and a long-term rcla-
tionship with vour vendor.

5. Improve constantly and forever the
system of production and service. Al
the beginning of any quality improve-
ment cffort it is fairly casy to realize
major gains in accuracy, timeliness
and productivity by using simple
sampling and Parcto analysis. Grad-
ually, the primary causcs of errors arc
climinated and the process is brought
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into statistical control. But a process
that is in statistical control is not ¢r-
ror-frec,

Let’s say you manage an arca that
handles correspondence from cus-
tomers. When you start a quality m-
provement program, You'll probably
begin by sampling recently closed
correspondence files. If the sampling
is donc correctly, you'll quickly find
out which employees are making the
most crrors in correspondence and
what types of crrors they are making
most frequently. You can take ac-
tion—retraining, coaching, ctc.—to
bring the process into statistical con-
trol. But your job isn’t finished. In
fact. you're just beginning,

The real work involves looking for
ways to improve the process itself.
Perhaps work flow can be improvced,
and the total time required to process
incoming items can be reduced.
Maybe some parts or the process can
be automated, climinating certain
opportunitics for error. The customer
correspondence unit, for example,
could put its most frequently uscd re-
plics on computer so that letters arc
generated simply by entering the ap-
propriate code.

6. Institute training on the job. Too
often workers learn their jobs from
other workers who are poorly traincd
or from inadcquale printed instruc-
tions. Many *vorkers don't know what
constitutes 2 good job or a bad job.

Training is not a fringe benefit for
employezs. 1t's not something you do
only when you arc in danger of failing
to mect your production quota or
quality standards. And it’s not sume-
thing you do only when you have
time. Training must be a planned
part of the system or process. You
cannot producc a quality product or
deliver a quality service without it.
The bottom line dircctly reflects
training quality.

Managers responsible for process-
ing customer payments should think
about training needs before their peo-
ple fail to meet productivity goals or
they're deluged with encoding errors.
Training should begin the {irst day for
cach new ecmployce.

7. Institute leadership. As Deming
says, lcaders should aim to help pco-
ple and machines do a better job.
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Since it’s management's job to pro-
vide leadership, managers must work
continually to uncover barriers to
sride of workmanship. Employccs
<now exactly what the barricrs are:
pressure to mect deadlines without
concern for quality, an overriding
cmphasis on numbers, inadequate
tools for doing the job, continual re-
work of items that are in crror and so
on.

Demiing suggests that typical su-
pervisors allow these barriers to exist
because they don't know the job and
aren't interested in learning it. Work-
ers realize this and arc reluctant to
bring up problems they see.

The customcr-service people in a
commercial bank often usc¢ micro-
fiche containing customer accounts if
an on-linc computer system is not
available. Suppose the quality of the
microfiche is poor, which makes
somc of the data difficult to rcad and
results in frequent errors. If this bar-
rier is to be climinated, workers
should fecl free to bring the problem
to their supervisor's attention. The
supervisor should feel cqually free to
take the problem to management,
which must act quickly and deci-
ively to correct the situation.

8. Drive out fear. Eliminating fear in
the workplace is somcthing we hear
very little about. Perhaps fear at work
is so coinmonplace that we just ac-
cept it as normal and think little of it.
We have not recognized fear tor what
itis: a primary causc of quality and
productivity problems.

The types of fears Deming ad-
dresses inctude fear of asking ques-
tions, fear of expressing idcas, fear of
asking for further instructions, fear of
mentioning that cquipment is not
working properly and fear of raising
issues about working conditions.

According ta Deming, the cost of
fear in the workplace is appalling.
Consider the operator of an emboss-
ing machine in a credit-card process-
ing center. Volume for the month is
heavy, far above what was forccast.
The pressure is on to get production
up. The operator has noticed that the
plastic card-feed mechanism on the
smbossing machine is occasionally
malfunctionin,,. But because of the
pressure to produce, he says nothing
to his supervisor for fear he will be
blamed for the resulting backlogs if he
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of the problem and
fix it;
don't just nurse
the symptoms.

shuts down the machine for repairs.
Two days later a major problem de-
velops and the feed mechanism
breaks down altogether. Because of
the failurc to perform preventive
mainicnance carly on, the embossing
machine is down for three days rather
than for what would have been a
three- to four-hour repair job.

9. Break down barriers between de-
partments. The point here s simple,
yet it is frequently overlooked even
by the most experienced managers.
An organization cannot run at opti-
mum cfficiency if the right hand
doesn’t know what the left hand is
doing. Each arca should be awarc of
how its output affects other arcas as
well as customers. Each area should
be responsible for alerting others to
any problems coming their way.

Lack of communication between
the marketing department and the
customer-contact functions is a typi-
cal problem. Marketing dcvelops a
new product, service or promotional
campaign without getting any input
from the pcople who deal directly
with customers cvery day. No one
thinks to ask them how they think
customers will react to the product or
what kind of impact a new promo-
tional campaign will have on their
work load. Sometimes marketing will
offer 2 new scrvice to customers

—iv-—\

without even informing the front-line
employces who are supposed to pro-
vide it. The first time the poor front-
liner hears of the new two-for-onc
policy is when a customer is standing
there angrily demanding number
two.

If optimal use of all organizational
resources is the goal, all departments
must communicate constantly on
both a formal and informal basis.

10. Elimincre slogans, exhortations
and targets asking for zero defects and
new levels of productivity, With Point
10, Deming raiscs an interesting issuc
that contradicts the views of many
management consultants. He tells us
to get rid of slogans, banners, buttons
and balloons in the workplace. Forget
about setting productivity targets for
work groups and posting daily, weekly
and monthly progiess reports. Forget
about zero-delects programs and hav-
ing people sign their work.,

All of these efforts are aimed at
motivating people to work faster and
produce more. According to [Deming,
they not only don’t work, they ac-
tually have a negative impact on pro-
ductivity and quality.

A payment-processing arca can il-
lustrate this point. Assunic these em-
ployees use video display terminals to
key in payments. Also assume many
of these terminals are old and their
screens are difficult to read. If em-
ployees arc asked to improve their
productivity by 10 percent, imagine
their response when management’s
only contribution is to plaster the
place with banners proclaiming, “In-
crease productivity!™ or “Do it right
the first time!”

Sure it sounds ridiculous. Yet how
many times have you scen it happen?

Management's job is to show pco-
ple how to do their work more accu-
rately and cfficiently. To do so, they
must provide the proper tools and
training required to meet quality and
productivity objectives.

Certainly we ought to have numer-
ical goals, but they do not have to be
the focal point ol the improvement
efforts communicated to employecs.
Instead, we need to work with indi-
viduals to help them sct their own
goals and then integrate those per-
sonal goals with the organization's
overall goal.

Its all one more way of saying: If




we want improvement, we have to
lead with actions, not with words.

11. Eliminate work standards that
prescrihe mumerical quotas. Substituie
leadership. Vheorcetically, productiv-
ity standards are cstablished for the
work force so that management
meets its output goals. The problem
with such quotas and standards is
that they are based on averages,
which means that half of the people
fail to reach standard. This emphasis
on productivity rates is ultimately
detrimental to morale and to the bot-
tom line. Shoddy performance and
poor workmanship arc allowed to slip
by because of the urgent need to pro-
duce.

The key to productivity and qual-
ity improvement is to look for differ-
ences in performance and to create
an atmosphere of receptivity 1o new
ideas and recognition. An cffective
productivity standard should be de-
veloped and communicated so that
everyone knows acceptable standards
ol quality.

A typical airline reservation center
demonstrates this point. If cach cus-
fomer-scrvice representative is asked
1o handle 20 calls per hour without
exception, what may happen? The
reps may find themselves cutting a
customer short or giving incomplete
information in order to mect the pro-
ductivity standard. 1f this happens
oo often, the reps know the job is not
heing done as it should be and begin
10 take less pride in their work. The
quality of service deteriorates even
further, and customer complain’, be-
gin lo risc.

A good manager will recognize that
quality must be an integral part of a
service standard. 1t's more profitable
10 take a little longer to handle a cus-
tomer's inquiry properly the first
time than it is to spend time calling
the customer back. A good manager
also will recognize the value of cus-
tomer-service representatives who
arc proud of the quality of service
they provide.

12. Remove barriers that rob howrly
workers of their right 10 pride of work-
manship. We touched on this before,
under the leadership heading in Step
7 ront-line employces know more
than their supervisors and managers

ront-line employees
know more
than their supervisors
and managers
give them credit for.
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give them credit for. Most employees
realize that improvements in quality
also lcad to improvements in produc-
tivity. But management frequently
places roadblocks in the way of such
improvement.

If you ask them, employees will tell
you what thesc roadblocks are.
They'll often say they don't know
what is expected of them. What is ac-
ceptable and what is not changes
from one day to the next, depending
on the pressure 1o produce. Employ-
ces get little feedback on their per-
formance until review time rolls
around and then, of course, it's 100
late for them to do anything about it.

Management must take the time to
understand what hinders people’s
work. That n,cans asking scvcral
qucestions: Do employees understand
what their jobs arc? Do they know
what level of work is acceptable?
Have they been adequately trained?
Is the cquipment they usc in good
condition? Arc they getting the assist-
ance they need from management? Is
there an effective way for them to re-
port problems or suggestions? 1f'so, is
prompt action taken to resolve them?

13. Institute a vigorous progrant of

education and self-improvement. As a
company makes progress in quality
and productivity improvement, (wo
types of training nceds will arisc.
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First, as productivity improves, the
number of ecmployees required io
produce the same results will decline.
Surplus pcople must be trained for
other positions within the company.
(If you expect employees to play an
cffective role in the improvement
process, no one should lose his or her
job because of productivity gains.)
You also will need to train sclected
managers and workers in the fundu-
mentals of statistical quality control.
Techniques such as Parcto analysis,
for example, allow you to discover the
most common crrors in a billing op-
cration. Without employees who
have a thorough undcerstanding of
sampling techniques, control charts,
Parcto analysis and so on, further im-
provement will be limited.

].4‘. Lyvervbody in the company must
work to accomplish the transforma-
tion. Quality must be given equal
status with all the other operations in
the organization. Without senior
mar agement involvement and com-
mit nent, improvement cfforts will
fail

Top management must appropri-
ate and allocate the resources needed
for this cflort. Exccutives must act as
quality spokespersons for t.¢ organi-
zation and make their commitment
clear to all employees. Quality must
be managed with the same emphasis
that financial management receives.

There you have Deming's manayc-
ment philosophy in a nutshell. For
thosc of us involved in training, the
challenge is to take the time to under-
stand Deming's work as it applics to
our industry, and to develop a way to
transfer this knowledge 1o manage-
mient and employecs at all levels as
quickly as possible.

Deming’s 14 Points apply cqually
to manufacturing and service man-
agement. It's time for those of us in
scrvice industrics to carry the mes-
sage into the ficld. Our friends in
manufacturing have alrcady shown
us what will heppen if we fail to tuke
action. It’s not a pretty sight. (1)

Ronald W. Butterfield is a quality and
productivity improvement consultunt
with Management Dyncmics, a consudt-
ing conpany in Stoux Falls, SD.




A TIME FOR IDEAS

BY TED MARCHESE

I t’s fascinating to watch the arrival of Total Quality Management
i (TQM)—or Continuous Quality Improvement (CQD), as it is called by
its health care practitioners—in higher education. A few campns
pioneers began thrir TQM effort in the eighties; the big wave of interest
B Kicked in during the 1991-92 academic year; by now, it’s hard to find a
campus without a knot of people trying to implement the thing.
| ,- On almost any campus, thin as the knowledge may yet be, people are
i already stoutly for Total Quality or deeply skeptical of it. What the quick-
to-judge miss—what the early, triumphalist writing about TQM in higher
education also misses—is that Total Quality is complicated, important, diffi-
cult to implement, and far from figured out. Contrary to the tool-driven,
scven-step workshops that consultants are busily selling, we're years away
from knowing what academic versions of TQM will appropriately look like.
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to tend to what Peter Senge and others label
“organizational learning.” In TQM. 85 per-
cent of the problems that arise in the course
of work are attributable o the organiza-
tion's systems, just 1S pe:cent to the short-
comings of individual employees. The
manager's job, then, is to improve constant-
lv the work systems of the organization, to
drive out blaming and fear, to remove
obstacles in the system that prevent persons
or teams from doing their best work.

A lot of powerful ideas are packed into
the preceding paragraph; many of them
co wradict prevailing norms on campuses
where blaming and fear infect relationships,
tcamwork is rare, and managers know best.
The good news, though, is that many of
these “new” organizational teachings turn
out to be ones the academic world is ready
for, To the surprise and delight of many of
its campus initators, this “human side of
TQM"—especially the idea of working in
teams with real authority—has struck a pos-
itive chord, to the frequent happy improve-
ment of work processes and morale.

The carly success of a few teams, of
course, does not a campus remake...team-
work is only a first step on a longer, diffi-
cult journey the quality movement would
have us undertake. At a deeper level, the
barriers are cultural, attitudinal, and politi-
cal. What trust, for example, do collegiate
organizations vest in the broad range of
their employees? What value is placed on
their development? In companies like
Motorota, Corning, or GM’s Saturn
Division, a remarkable S percent of the
company's expenditures arc devoted to em-
ployee education, training, and develop-
ment; Motorola, which has realized 135
percent or greater productivity gains for
cight years running, thinks its return on in-
vestment for employee training is 30-1.
Question: Why is it that in almost any uni-
versity or college—organizations devoted
to learning—the comparable expenditure
will be a fraction of one percent?

The sixth insight has to do with organi-
zational structures. Quality champions
argue that, to assure the delivery of value in
the marketplace, work has to be organized
around the nceds and preferences of cus-
tomers, not those of the corporation or its
employeces.

In the burcaucratic world of old, the par-
ticulars of most work processes tended to
be clustered within neatly tiered depart-
ments or disciplines (“silos”), each with its

own turf and nonns—manufacturing, sales,
finance, R&D, purchasing, and so on. As
the Cadillac Motor Car Company tells itin.
its Baldrige presentation, the consequence
for the company (up until the mid-cighties)
was “over the wall enginecring™: car buffs
in the design shop would draw up a new
model, fins and all; they'd toss their draw-
ings over the wall to engineers, who were
supposed to figure out how to manufacture
it; the engineers tossed their work over the
wall to the factory flocz, where workers
were supposed to build it; upon which the
car went to dealers, who were supposed to
sell it; whence it was passed to the buyer, to
whom they said “good luck.”

ONE OF THE IDEAS TQM
HAS PUT INTHE AIR IS
THAT ORGANIZATIONS
SHOULD BE DRIVEN BY

THE INTRINSIC MOTIVATION

IN ALL OF US TO DO OUR

BEST WORK.

Now that whole process Is inverted, or at
least rurned on its side, and the walls disap-
pear: customers, mechanics, dealers, as-
sembly-line workers, engineers, designers
—even the finance people—work together
as a team to produce a car that is buildable,
sellable, usable, fixable, and a delight to the
customer. The entire process, as they say,
has been re-engincered.

From a quality perspective, American
colleges and universities seem incredibly
vertical and compartmentalized—like a
corporation of 10 years ago. Indeed, we
practice “over the wall teaching™ as stu-
dents traipse across loose collections of
free-standing courses on the way to degrees

o

of unspecificd outcome. Anything that
requires cross-unit collaboration, like stu-
dent advisement or general cducation,
never seems to be done well.

What, then. shall we make of the coming
of TQM? There are powerful, relevant
ideas here: wonderful stories of accom-
plishment have already been written in its
name, as you'll sec on the following pages.
Even so, the transformations TQM wants
are so great that the best one can say is that
this, too, will be uphill.

The pessimism about TQM's amval in
higher education comes from a comparison
with its adoption in industry. Motorola and
Xerox remade themselves into “high-per-
furming woik organizations™ because they
absolutely had to—it was change now or
die. Few institutions or people in higher ed-
ucation feel that's a reality for us now
....there just isn't that “heat at the backside™
that brought transformation clsewhere.
Even if we felt that urgency, I'm = = <ure
that a headlong, externally driven rush into
this thing makes sense for us. Too much of
value could be left behind.

Having said that, I reurn to the ideas that
TQM has put in the air. One of those ideas is
that organizations should be driven by the in-
trinsic motivation in all of us to do our best
work. Might it be that a fine sense of our own
possibilities—and of our obligations to stu-
dents, knowledge, our publics, and to one
another—could serve as impulse for a home-
grown push for higher quality?

What vision might drive such a push?
What is it we hope for from our work? Last
winter in Change, Jane Tompkins listed
what she wanted from her university work:
a common enterprise; belonging: good
feelings in the workplace; a community of
hope; an integrated life. Here's another
answer, from Max DePree’s “Leadership is
an Art"—a little book written by the CEO
of a quality-oricnted furniture company:

We would like to find the most effective,
most productive, most rewarding way of
working together. We would like to know
that our work process uses all the appro-
priate and pertinent resources: human,
physical, financial. We would like a work
process and relationships that meet our
personal needs for belonging, for con-
tributing, for m=aningful work, for the
opportunity to make a comsutment, for the
opportunity to grow and be at least reasen-
ably in control of our own destinies. Finally.
we'd like someone to say “thank you.”

hange May/June 1893
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SELECTING A PROCESS

SELECT A PROCESS (NOT A SYSTEM OR DESIRED
SOLUTION) THAT:

¢ 1HAS A DIRECT IMPACT ON CUSTOMERS

EVERYONE HAS INTEREST IN

RECYCLES ON A REGULAR BASIS

IS RELATIVELY SIMPLE

IS SOMETHING A SUBSTANTIAL GROUP AGREE
1S IMPORTANT TO THE ORGANIZATION
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TEAM-DEVELOPMENT WHEEL

11

STAGE FOUR

MATURE
CLOSENESS
10 (PERFORM)

Resourceful
Flexible
Open
Effective
Close and Supportive

1 STAGE ONE

TESTING
(FORM)

Polite
Impersonal
Watchful
Guarded

9 3

GETTING INFIGHTING

ORGANIZED (STORM)
(NORM)
Developing skills Controlling conflicts \
Establishing nrocedures Confronting people
8 Giving feedback Opting out 4

Confronting issues Ditficulties

Feeling stuck

STAGE TWO

STAGE THREE

12

o




TEAM PLAYERS
e SPONSORS
e LEADERS
e FACILITATORS

MEMBERS (TASK ROLES/MAINTENANCE ROLES)

&

- Initiator

- Information Seeker
- Energizer

- Orientator

- Information Giver
- Opinion Giver

- Coordinator

- Evaluator/Critic

- Encourager

- Harmonizer

- Compromiser

- Standard Setter
- JFollower




' RECIPE FOR A SUCCESSFUL TEAM

e CLARITY IN TEAM GOALS

e AN IMPROVEMENT PLAN

e CLEARLY DEFINED GOALS

e CLEAR COMMUNICATION

e BENEFICIAL TEAM BEHAVIORS

e WELL-DEFINED DECISION PROCEDURES

BALANCED PARTICIPATION
¢ ESTABLISHED GROUND RULES
e AWARENESS OF THE GROUP PROCESS

e USE OF THE SCIENTIFIC APPROACH




DATABASE DECISION MAKING
e FLOW CHART

¢ CHECK SHEET

¢ PARETO CHART

CAUSE & EFFECT DIAGRAM

e RUN CHART

e HISTOGRAM

e SCATTER DIAGRAM

¢ CONTROL CHART
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THE QUALITY PROCESS

OBJECTIVE

ACHIEVE BUSINESS SUCCESS
IN A CHANGING ENVIRONMENT

WITH FINITE RESOURCES
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TQM: THE IDEAS

e CUSTOMER FOCUS
¢ CONTINUOUS IMPROVEMENT
e MANAGEMENT BY FACT

BENCHMARKING

e PEOPLE

STRUCTURES
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TIME-DO YOU MANAGE IT OR DOES IT MANAGE YOU?

A DISTANCE LEARNING STAFF DEVELOPMENT PROJECT
LACKAWANNA JUNIOR COLLEGE 1995

JOYCE PACKARD KERRICK
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Time- we all have it and yet we say we don't. We all think there
should be more hours in the day. But what would we really do with any

more time that we can't do now? Everyone has the same 24 hours each

day but some people do a much better job of managing their time than

others. Time management skills are the key to developing an efficient
I and effective personal and professional life. Time management lets you

have the quality tims you need with your family as well as the time to do

an excellent job at your work place.

I. Goal Setting

The most basic time management strategy is to have a PLAN. Set
personal and professional goals. Look at each goal and develop an
action plan to meet that goal. Then prioritize the goals. Which are most
important for you to achieve now and which are more long term in

nature? Do you need to address any part of the goal immediately?
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Goals are SMART.
S--specific; written down and concrete
M-measurable; you can tell when it is completed.
A--achievable; realistic and attainable.
R--recorded; written down and reviewed periodicalily.
T--timely; has a time frame associated with it; i.e. 3 months,

2 years, next Friday.

Once you have determined the most important goals for you, makr
an ACTION PLAN. Decide exactly how you will reach each goal. Set
time tables and put specific tasks into place. When you accomplish a
goal or subgoal, CROSS IT OFF and celebrate the achievement. When
someone asks you to do some task you can now look at your ACTION
PLAN and decide if this fits into your personal or professional goals. If

not, JUST SAY NO. The only way to get more time to do what you
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want or need to do to accomplish your goals is to be very specific in
determining what you have time for or need to make time for.

Maintain flexibility in your goals by reviewing them to see if
adjustments need to be made. Perhaps the goal you set for spending less
time commuting is no longer an issue and can be revised or eliminated
all together. Maybe you have changed job responsibilities and need to
adjust ~your professional development goals to address those changes.
Don't think that goals are set in stone. Life changes and su should your
goals.

I1. Organization

The next most important step in managing time effectively is
GETTING ORGANIZED. The best plans in the world will fall apart if
there is no organizational structure to support them. You need to
organize your time in two areas; personal life and professional life.

Personal organization-find or develop a system that works for your

family. Some families like to keep one BIG calendar with everyone's
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activities listed. Other families let each individual keep track of their
own schedules and then tell the rest of the family when important events
are taking place.

Have a place to keep important papers. Then everyone will know

i where to look for their birth certificates, passports, and other valuables.
ﬁ Set up a place for things that need to be signed or filled out. Put all

needed items for school or work in the same place every day. Keys and

bookbags will be Iess likely to get lost if they are always stored in the
same place. Make it a habit to put all coats and boots in the closet as
soon as they are removed. They will not get lost or mislaid if the habit is
ingrained from the beginning. It takes a minimum of 21 repetitions for
an activity to become a habit.

Use a desk calendar to plan the month. Find the right daily or
weekly planner for you. Write out an Action List each day. This

includes the things you want to accomplish that day.
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Keep your supplies at hand; pencils, paper, computer, stapler,
clips, and whatever else you need to get it done!

III. Time Bandits

Use the telephone to your advantage. Telephone Tag-leave a
short message including the time you will be available to speak with the
person; then Be There. Return all your calls at the same time each
day-right before or after lunch or quitting time. Limit the time you
spend with each caller.

Stand up when talking to a long winded caller. It will help you be
more assertive in saying good-bye. Have a list of the topics for
discussion before you dial and check it off as you speak. Ask yourself if
you really need to call this person. Maybe someone else can handle the
routine call backs or other tasks. If you have a very detailed
conversation ahead, fax a hard copy of the pertinent details so that the
other person can see what you are talking about.  If necessary, hang

up. Be polite and say "thanks for calling," but hang up!
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IV. Visitors in the Office

Remove extra chairs from the area. Put your desk in an unusual
place to make it uncomfortable for the visitor to stay. Do not sit facing
the doorway. Keep a clock in sight and look at it to signal that the
meeting is over. Stand up and move toward the visitor and the door.
Schedule an appointment with the person for later in the day at your
convenience.

V. Paperwork

Handle each piece of paper no more than twice; once is better.
Write replies to memos on the memo or a copy to eliminate having to
formulate a reply. Don't open the junk mail-discard it! If the paperwork
has a deadline-put it on your calendar as a reminder. Carry a note card
or small notebook to write down important things that happen or things

you need to act on. Add these items to your Action List for the next day.




-

V1. Meetings

Get there on time. This will encourage the convener to start and
end on time. Be prepared to discuss the topic at hand.  Keep your
comments relevant and to the point. Sit where you can see all the
players but not in the prominent seat unless you are running the meeting.
Take notes and put them in a file to bring along for the next meeting.
Don't let your mind wander.

Make notes on your Action List about any tasks that came about
because of the meeting. Help to keep the meeting moving. Don't carry
on side bar conversations. Practice deep breathing when the meeting
gets tense or runs over the time allotted. Leave the meeting when it's
over. Don't let yourself get drawn into rehashing the meeting.

VII. Socialization

Be friendly to your co-workers but don't spend a lot of time
visiting with them. Limit the conversation to necessary items related to

your work. If visitors come to your office, stand up and move toward
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the door. Only discuss personal problems or concerns with your closest
friends, not everyone in sight. Do not let confidential information slip
out in conversations. Remember we all have only 24 hours in a day.
Use your time wisely and to its greatest effect by managing each

activity. Time can be your friend if you manage it wisely.
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