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Time Management: The AD’s Secret Weapon
By Brian Daniels, IADA Editor

Remember the song from the movie Oklahoma, sung by a forlorn young lady who lamented: “I’m just a girl who can’t say no”? Although the girl in the movie is singing about her love life, she could just as well be singing about any Activity Director’s love affair with the word “Yes.”


Time Management is often that way for Activity Directors. Whether you’re working by yourself in a stand alone nursing facility or have a staff of assistants and volunteers, there never seems to be enough time to do everything, right?

Learning to manage your time is one of the most effective ways to improve your job efficiency and contentment. Everyone has only 24 hours a day, seven days in a week, 365 days a year. Successful people learn to use their time to their advantage. Here are some pointers:

1) Use your technology, don’t let your technology use you. Cell phones and other devices tweet and Facebook and e-mail and remind you about everything from doctor’s appointments to feeding the dog. Use these to your advantage. Don’t answer every call: use your voice mail. You don’t have to tweet or text right away. Keep your phone in your desk or locker at work. Let the technology take care of you while on the clock.

2) Understand the importance of the time you need to do your work. Activity Directors get nabbed to pass meal trays or run a staff party or push wheelchairs leaving little time to do what needs to be done for a good activity program. Do your part and be a team player BUT remember your work takes time, too. Parties don’t just happen. Bingo prizes don’t fall out of the sky. Exercise equipment doesn’t grow on trees. The time you need to do your job is just as important.
3) Believe in what you’re doing. The main job of any activity department is “to provide meaningful and purposeful activities.” Do you believe that what you are doing provides meaning and purpose for the people who love where you work? 
4) Allow enough time for your responsibilities. No one can write a good care plan in just a few minutes. Supportive progress notes take thoughtful responses. Resident activity assessments are often a ‘first impression’ you can’t shirk. Planning a birthday party is more than running out to buy a quick, cheap cake. Recruiting volunteers takes time. Allowing enough time for these will help you manage your whole schedule.
5) Be careful about Administrator whims. Have you ever had your administrator come to you and say, “I read about ‘this or that’ they’re doing over at ‘That Other’ Nursing Home. Can we do that here?” He does that every week and before you know it you don’t know up from down. Remember, long-term care is very competitive and Administrators want to be up on the latest – often for marketing reasons rather than what is good for residents. Be open to new suggestions, but if you are doing with you’re what you’re supposed to be doing, and doing it well, you’ll have leverage to siphon out good ideas from bad ones.
6) Be mindful of time wasters. Sure, you like to chat with the receptionist. But often a short chat is much long than you might think. You may think you’re just checking your e-mail, but some studies show that employees use their internet access for personal business up to ten minutes an hour. 

From the Districts
District 1 – Jan Brough, reporting

      Lilia Ramos A.D hosted our meeting on November 17th at Munster Med Inn in Munster IN. The Educational session was “Memory Enhanced Activities, a Breakdown of Activities to Succeed With”. The DVD shown was by Jolene Brackey, the founder of Enhanced Moments and the author of Creating Moments of Joy. She gave us all some new ideas as well as a refresher of things we may have forgotten. Jolene is a super enthusiastic presenter and will be one of the speakers at the upcoming Spring Conference in Indy.


Due to the different time zones within our District, it was decided we would change our meeting times to an hour later. District 1 Board Meetings will begin at 9:00am with our General Meetings starting at 10:00am. We also decided to move our July meeting to August so more of us could possibly attend the District 2 Workshop in July. We are looking forward to acquiring great new ideas in the upcoming year with I.A.D.A.


Our next meeting on January 19th will be held at St. Agnes Adult Day Services in Valparaiso. Jim Lindzy will present “Activity Programming Ideas for Sundowning Residents”. He is the Life Enhancement Director, with 8 years of CNA experience at Greencroft Goshen Healthcare, a Greencroft Community.

District 2 – No report submitted.
District 3 – President Judith Hahn reporting:


Greetings from Dist. 3! We will be having our first meeting of the New Year on February 19th at the Indiana Veterans Home at 9:00am. We will be planning our next year goals and speakers of interest. If anyone from other Districts has good speakers please e-mail them to me. Our Dist. Officers for the New Year are President: Judith Hahn  Vice President: Tammy Shirels   Secretary: Sonya Hill  Treasurer: Judith Hahn .  Hope everyone had a great Holiday and is ready for the New Year to start off Great!
District 4 – No report submitted.
District 5 – President Carmen Garson reporting:

"A New Beginning for District 5" is the theme of the January 21 meeting at the Stratford. Mark Laker will be our guest speaker/facilitator. A goal for this year is to grow our membership by having meeting locations accessible to more people, and bringing in new, active members. District 5 will be hosting a conference in June, so look for specific details at our Spring Conference in Indianapolis in March.

District 6 – No report submitted.
District 7 –  President Sheila K. Daws, ADC, reporting


I would like to thank the members of District 7 who attended/hosted the meetings last year.

I look forward to a successful 2010. My challenge to the members of my district is to call at least one care center and invite their activity director to a meeting. 

District 8 – No report submitted.
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Submit your district reports, ideas to share, photographs, and other newsy items to Brian Daniels:
bdaniels@timbercrest.org  Not all photos are suitable for use due to darkness and/or space issues, but I try my hardest! Some items may be edited only for space, but not for content. Thanks!
From the Education Desk

Terri Dickus, IADA Vice President for Education
I am excited to bring you the line-up for our 2010 Spring Conference. It will be conducted at the Marten House and Lilly Conference Center in Indianapolis on March 10, 11 & 12. 


* We begin on Wednesday evening with one of our own – Jennifer Greathouse (District 8). Jennifer 
has developed a therapeutic horticulture program at her facility. She will show us how we can begin 
and sustain a similar program at our own facilities. Bring your gardening gloves because you will leave 
with your own seedling. 


* Jolene Brackey, a nationally renowned author and speaker, will speak Thursday on the challenges of 
Alzheimer’s disease. She is a dynamic speaker who will fill the room with energy. You will laugh and 
cry with her as she inspires you to create moments of joy with those for whom you care. 


* Friday’s great line-up continues with Brad Harris, VP of resource development for Miller’s Health 
Systems, Inc. He is a captivating speaker who will motivate you and give you the tools you need to 
become a better manager and perhaps a better person. 

As usual, we will offer the Accreditation Test to members who have worked as an Activity Director for at least one year. Once you have signed up to take the test you will need to bring your membership card to the testing room. If you have taken the test in the past you will not need to take the test again as long as your accreditation is current. Just a note, please do NOT send proof of hours in until your accreditation renewal is due.

I look forward to seeing all of you at conference. 


Terri Dickus 

IADA 2nd Vice President

* A complete copy of the Spring Conference Brochure in this newsletter! Details about our speakers, schedule, and other information can be found there.

The following members have accreditation certification due:

Sandy Cassidy, Tomme Owens, Kristina Rutledge, Elizabeth Targgart, Sharla Wilson.
Please send verification of your hours to: IADA, P.O. Box 215, Mooresville, Ind. 46158
From the Desk of Past-President Glenda Dearth

Greetings to all!!!!


I hope everyone had a wonderful Christmas and Happy New Year! I am looking forward to the new year with IADA. Our officers are dedicated and will do a great job! To Barb, Terri, Dietlind, Erica, Erin, Judy and our District Presidents, Congratulations!

I would like to announce that our next Activity Directors Course, MEPAP 2nd Edition, Part 1-11, (Pre-approved # NCCAP 26196-11) will begin on Feb. 20. The dates for the class are: Feb. 20-21; March 6-7, 27-28; April 10-11, 24-25;  and May 15-16.  The cost is $325.00 for IADA members and $350.00 for non- members, textbook included.


Classes are conducted at: MorningSide of College Park, 8810 Colby Blvd., Indianapolis, IN  46268 (just off 96th St. near St. Vincent’s Hospital). Please contact Glenda Dearth, Facilitator at: (765)618-6426 if you know of someone interested in taking the course.


Anyone interested in attending the NAAP Convention in Milwaukee, Wisconsin, the dates are listed below. For more information please visit: www.thenaap.com and download the 2010 brochure: 


* 2010 NAAP Annual Conference: April 14-17, 2010: Hilton Milwaukee City Center, Milwaukee, WI

The annual NCCAP 2 day Symposium will be held June 4th & 5th at the Holiday Inn-Cincinnati Airport.  Please contact www.nccap.org for more information. 


I would like to thank everyone for being a member and helping us to grow. I am looking forward to seeing you at our Spring Workshop, Mar. 10-12, at the Marten House, Indianapolis.

Respectfully Submitted,


Glenda Dearth, ADC, 
Past President, IADA

From the President’s Desk

Barb Eckert, IADA State President


As I sit at the computer I fumble with words to write as when I was in membership. I always knew that it was numbers, explanation of types of membership and any other concerns that may have been a concern.


Each year elections are held on the state and district level. You have elected the people that you felt would best serve the membership for the office. The people who were elected cannot do the job by them-selves they need your support. There may be times that you are asked to help in some sort of way, you may be asked to attend a meeting, you may be asked to help with the membership drive, you may be asked to assist at conferences or workshops and more please do what you can to be supportive so that your district will be successful. 


If you are a district officer please remember that you were elected because the membership had faith that you would do the best that you could for the office. Which brings me to say those that were elected it is your responsibility to represent the membership with the best that you can which means keeping your district fully informed and this would be by passing on information to the members. Members need to feel that they are a part of your team.


If you are a district president and you are not able to attend board meeting please make sure that you have someone attend in your place otherwise your district misses out on information.


If you are a 1st Vice-president and the members aren’t aware of when their membership is due then members lose out. 


If you are a 2nd vice-president and you do not ask your membership what type of education they want or you don’t spend time trying to find quality speakers then members lose out. 


If you are a secretary and you do get the mailings of the meetings out in a timely manner or the minutes done in a timely manner then members lose out. 


If you are a treasurer and you do not keep up on expenses and deposits then members lose out.


It takes a total team effort not only from the officers but from the members as well. This organization can only be successful as the members allow and be in involved.


Thank you for the opportunity and faith that you have in the officers that you have elected for 2010. Please remember to be supportive.


Respectfully submitted,


Barb Eckert
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IADA President

IADA State Officers (l-r):
Glenda Dearth, past pres.; Barb Eckert, president; Terri Dickus, 2nd Vice; Erica Thomas, 1st Vice; Dietlind Woods, treasurer; Erin Canada, co-treasurer; Judith Zahrn, secretary

Activity Director Course Offered through Rowlette and Laker, Inc.


Another Activity Director Course is being offered in Indianapolis by IADA Sponsor Members Rowlette and Laker, Inc. The schedule is Feb. 22-26 and March 22-26th at the Jamenon Inn, 8380 Kelly Lane, Indianapolis. The cost for IADA members is $345.00, and $375.00 for non-members. Call Rowlette and Laker, (260)471-4888, to receive a flier on the course.

 
Rowlette and Laker also offer a Home Study Course, available any time. The cost of this course is $500.00 for IADA members or $575 for non-members. Visit the web site at www.activitydirectorcourse.com for more information.  Call (260)471-4888 for a full information packet on the course.

Idea Swap

Submitted by Kim Pearson, District 6: Back Words
Divide residents into two groups with a pencil & paper or you can write it on the board.  Call out a word with four or more letters.  Write the word vertically down the left side of the paper and then backwords down the right side.  Fill in between with new words.

A  r   E

P  ear L

P  ee  P

L  ea   P

E   r   A
Be sure to patronize our Gold and Silver Members!
Elder Source Senior Ministries – Visit www.eldersourceinfo.com - Elder Source for seniors to be respected and fruitful for the glory of God. They facilitate partnerships between churches and seniors, connections between Christian youth and seniors, and provide seniors with materials for personal Christian growth.

Living Legacy & Associates, Inc. – Visit www.legacy1.com – Living Legacy enhances recognizes the diverse and specific needs of older adults. Consultation includes but is not limited to: staff in-services, Documentation Audits, Pre-survey Audits, Behavior Management, Activity Calendar program ideas, programming for Special Care Units, developing Policy and Procedures, plans of correction, and Marketing strategies for census growth.
Rowlett & Laker, Inc. – Visit: www.activitydirectorscourse.com  - Meet the basic educational requirements in multiple states to become a qualified Activity Director and study at your own pace without missing work, all with this home study course. No expenses of travel, hotels, and meals; receive instruction from recognized leaders in the field of activities. This course fulfills the initial requirement to become Nationally Certified. 
Senior Shopping Service – Visit: www.seniorshoppingservice.com - SSS provides special and adaptive clothing for seniors and nursing home residents. They offer quality healthcare apparel for the elderly, disabled, or anyone who needs assistance when dressing. Senior Shopping Service also has a myriad of goods that are of interest to older adults and help for activity departments. They are good and long-time friends of IADA.

United Art and Education – Visit: www.unitednow.com – United Art and Education is your one stop place for any art or craft supplies you can dream of. They have quality products, competitive prices and friendly customer service.  Save on over 22,000 educational and art related items with our low prices, volume discounts and free shipping policy and your satisfaction is 100% guaranteed. Visit their website for a convenient location near you.

Bosma Enterprises – Visit: www.bosma.org - Bosma Enterprises is dedicated to empowering people who are blind or visually impaired by creating opportunities that lead to the achievement of each individual’s employment, economic, social, and self-determination goals. They are a nationally recognized leader in bringing about true equality for people who are blind or visually impaired.
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I.A.D.A. Philosophy: The Philosophy of the Association is to join together as professionals who share interest and goals; to plan for continuing education; to upgrade our professional standing; and to speak as one voice in dealing with the public, in general, and the Government agencies and bureaus in particular, as part of the health facility team, for the benefit of both the facility and the patient/resident/client.

I.A.D.A. Code of Ethics: IADA recognizes the responsibility of our profession to the chronically ill, the convalescent, the aged, their friends and the people of this state, and believes that it is our solemn duty to foster, promote, supervise, and insist upon high ethical standards in our profession based upon the concepts of moral, humane, and legal rights and predicated upon the principles exemplified by the Golden Rule. 
