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ABSTRACT 

Dentists running their own private 

practices know very well that 

success has many more 

components than just the clinical 

skills. For us, the patients’ 

treatment outcome and satisfaction 

are the top notch priorities always, 

of course, with our pocket being 

justified for the same as well. All 

the above will come to a 

screeching halt or sometimes a 



Dr. Ahuja et al: Time Management for the Dentists – Part 1  

 

www.wjasr.in  World J Adv Sci Res Vol. 3 Issue 1 January – February 2020  Pgs. 210-244 

 

naught even with the best training 

and techniques from the finest 

institutes of the world if the dentist 

doesn’t value time and can’t set 

goals regarding efficiency and do a 

proper patient and work (life) 

scheduling, exercising his 

excellent time management skills. 

With definite objectives and well 

defined goals in clinical practice, 

we can satisfy more patients and 

keep clinic running like a well-

oiled machine apart from keeping 

everyone happy in this ‘sojourn’ 

called private practice. Many of us 

rely on others for structuring and 

scheduling as we have been trained 

since childhood for the same but 

dentists if they rely on others for 

their own time will land up in 

difficult situations since each 

procedure takes its own sweet time 

to finish in a dental clinic. Our 

(dentists’) time is our own 

prerogative and it is only who is 

in-charge (i.e. we) decide the best, 

how to use it. If deficient, we 

should imbibe better time 

management skills to manage our 

work in a better manner. This will 

also help us to plan and organize 

staff duties and assignments to get 

the desired results and also 

eliminate the unwanted stress, 

which is also a part and parcel of 

ill time management. Time 

management also helps us to 

coordinate our activities and 

control the time destroying factors 

which influence our ability to 

prioritize; hence, the crucial 

factors are the goals and 

prioritization, here. Astute 

leadership skills are paramount in 

harnessing and realizing our true 

potential for the effective 

utilization of time.  
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REVIEW 

Importance of Time 

Management 

A famous verse goes, “If we can’t 

manage our time, we won’t be able 

to manage any other part of our 

life”. Time management is the art 

of consciously managing our time 

to get the most out of it and 

accomplish all our daily tasks in a 

systematic manner. One who 

masters the art of managing time 

can accomplish the invincible as 

well making an optimum use of 

the same to achieve success in any 

field. As easy as it may seem, it 

takes a lot of effort to master this 

technique. Efficient time 

management is thus, the first step 

towards climbing the success 

ladder as we are likely to fail at 
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almost everything, we do without 

it. Time management skill 

increases our productivity; 

improves our quality of work and 

reduces undue stress. Deft time 

management is an adroit art of 

deciding and controlling the 

amount of time spent on different 

activities and comes with in-built 

talent to utilize time efficiently and 

is thus, a key to stay more 

productive and well organized. 

With experience, it is easy to delve 

that if we master this technique, 

we can accomplish just about 

anything in life. However, as 

simplistic as it seems, efficient 

time management is not something 

that everyone can easily be good 

at. Self discipline is the master key 

along with good amount of other 

concentrated efforts to achieve 

efficient time management. There 

is an ancient proverb which says, 

“Either we run the day or the day 

runs us” as time management does 

help in achieving all goals 

effortlessly. It does hold true not 

only for dentists but individuals 

from all walks of life like 

professionals, corporates, 

homemakers, students, freelancers 

and infact, people from every 

sphere of life. Success needs a 

stepping stone and the foremost of 

the same is by managing our time 

efficiently. Mastering the art of 

managing the time well helps us 

accomplish our tasks 

systematically and in a better 

manner to achieve the desired 

results. Time is always a limited 

precious commodity with every 

one of us and once gone, it never 

comes back, so the onus is on us to 

make the most of it. The various 

advantages of time management 

can be deciphered from the 

advantages below; it accords to us, 

wishfully viz.:   

1. Better decision-making – Path 

crystal clear and chartered out. 
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2. Enhanced motivation levels – A 

chance to prove ourselves, 

giving a sense of satisfaction. 

3. Greater productivity – More 

output, helps achieve more with 

lesser efforts. 

4. Improved quality of work – 

Increases our work standards 

drastically.  

5. Lower stress levels – Reduces 

anxiety and work induced 

blood pressure. 

Let us take up the above points 

slightly in-depth: 

1. Better Decision Making: 

Planning a little according to 

the time helps us make better 

decisions and accomplish the 

tasks more efficiently. My all 

time favourite quote to quote 

here is (written by ‘Yours 

Truly’) below. Planning helps 

evaluate all the pros and cons 

of the task, we are going to 

undertake and help in executing 

the same better.   

Start Early, Plan Well, Finish 

Early and well 

    ~ Bhavdeep 

Singh Ahuja 

2. Enhanced Motivation Levels: 

Setting the targets helps us to 

double our energy in search of 

glory enhancing the motivation 

levels automatically. Targets 

inspire us to work harder to 

prove ourselves and carve our 

own niche, thus, granting a 

better sense of satisfaction. 

3. Greater Productivity: A 

prepared schedule helps us to 

manage our time more 

efficiently without wasting 

much time on thinking what to 

do next as the next thing in 

pipeline is already set in to 

deliver greater productivity. 

With plan ready, it is just about 

the correct execution with all 
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resources on hand, thereby, 

increasing the overall 

productivity. 

4. Improved quality of work: 

With a chartered schedule 

already, our path for the day is 

crystal clear with set sequences 

which help us to concentrate on 

our work resulting in an 

augmented work quality. 

5. Lower Stress Levels: Stress, 

anxiety and blood pressure 

(sometimes) shoots up with a 

long list of tasks at hand. 

Prioritization helps us turn from 

a clueless individual to a goal 

oriented person and making a 

plan to complete them timely 

and combat stress handsomely. 

With time management, we can 

accomplish more tasks in lesser 

time and with lesser efforts, 

thus beating anxiety and stress 

at its own game.   

Time management helps not only 

the students and working 

professionals but all of us 

particularly homemakers as well to 

manage their work efficiently, 

increase productivity and help 

them stay more organized. 

 
 

(Image Courtesy: Google) 
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Time Management – Vital Role 

in Every Sphere 

Time Management is essential for 

people belonging to different 

walks of life, be it a student, 

homemaker, working professional, 

freelancer or a business 

professional – everyone must 

manage his/her time well in order 

to manage their tasks well.  

1. For Students: Students need 

to juggle between several 

different activities throughout 

their day. From going to 

school/college to taking 

tuitions, from indulging in 

self studies to participating in 

sports activities, from taking 

part in extra-curricular 

activities to taking enough 

rest to stay fit and the list goes 

on. In such a situation, if they 

do not schedule our time 

properly, they won’t be able 

to carry out any task 

efficiently. 

2. For Business Personnel: 

Discipline is the first thing we 

require if we are planning to 

start with a business and the 

first step towards disciplining 

one self is to respect time. In 

business, we are our own boss 

and we have a lot more 

responsibilities compared to 

when we are working for 

someone else. In order to 

handle everything efficiently, 

we must begin by managing 

our time resourcefully. 

3. For Home Makers: Home 

makers toil the entire day. 

Their list of tasks is endless 

and if not managed properly, 

it can be quite taxing. Since 

they require doing different 

varieties of tasks each day, 

they should begin by 

preparing a to-do list in the 

morning. Prioritize the tasks 

and keep checking as we 

finish them one after the 
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other. This would not only 

help us manage our time 

efficiently but also give us a 

sense of satisfaction. 

4. For Freelancers: Freelancers, 

particularly, those who work 

from home, must ensure that 

they prepare a daily schedule 

and follow it diligently to 

manage their time efficiently. 

Most individuals who work 

from home choose this option 

because they have certain 

duties to fulfill at their home. 

Fulfilling our personal duties 

and managing our 

professional tasks 

simultaneously can be quite 

daunting, sometimes. The key 

is to manage our time more 

efficiently. It is suggested to 

identify those hours of the day 

when we can concentrate best 

and spare that time for our 

professional tasks. 

5. For Working Professionals: 

With the growing 

competition, it is essential for 

working professionals to 

perform exceedingly well in 

their field. They are expected 

to do something out of the 

box in order to outperform 

their peers and stay in the 

good books of their seniors. It 

is, thus, essential for them to 

schedule their time in a way 

that they do not only get time 

for their usual work but also 

for doing something different 

/ new that can bring them 

recognition. 

6. For Dentists: We as a dentist 

have a very busy life (even if 

not overtly busy, we still have 

to devote 8-9 hrs to our 

clinical practice or job). 

Everybody expects us to play 

multiple roles by being an 

entrepreneur, planner, banker, 

financial whiz kid, family 
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man, doraemon for our kids, 

morally and ethically upright 

person for patients, nice and 

good fellow for staff whilst 

attending to so many other 

things in life, saying in short, 

a Superman to people around 

us. After all the above, we 

also require a small me-time 

and space as well. It is a 

juggling art to achieve so 

many goals within the 

boundary condition of limited 

amount of time we all have – 

24 hours each day. Many of 

us struggle to make use of 

these hours properly to 

achieve our targets, happiness 

or success whereas some 

people achieve it happily 

within these 24 hours only. 

So, managing time properly 

becomes so very imperative 

for all of us so that we can 

make all involved around us 

happy, be it the patients, 

family, staff etc. and most 

importantly ourselves.  

 

(Image Courtesy: Google) 
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Time Management for the 

Dental Clinic Scenario 

In  this mad race for wealth, name, 

fame and success, which we never 

intended to run but are running due 

to no option left, somewhere, we 

are forgetting our own selves, our 

own bodies, which also need due 

attention. Earning Money ‘only’ 

was never our motive. We have to 

realize that just going for vacation 

once or twice a year or dining out 

twice a week is not the only 

enjoyment of our life. We have to 

really try to ponder where our time 

goes. We always yearn to have 2-3 

more hours at the end of each day.  

Really?  

Is that going to be enough?  

Time Management is a big part of 

Practice Management as it is the 

process of planning and using our 

conscious control over the amount 

of time we spend. It is basically 

the way how we utilize our time to 

achieve or maximize our 

effectiveness, efficiency or 

productivity to gain some of the 

long term goals.  

For this, we need to apply the 

powerful concept of TIME 

MANAGEMENT. We as dental 

practitioners often need to don 

various hats on any given day, be 

it personal, professional or social. 

We have to struggle with time and 

eventually end up working for 

longer hours. Being the owner of 

our own practice, the top priority 

for us lies in our patients’ oral 

health. Along with diagnosis and 

treatment plan, we also have to 

think about scheduling, marketing, 

hiring and lastly, managing our 

staff (read: all employees). Unless 

we have definite objectives for our 

practice, it won’t be much easier to 

keep our patients happy, satisfied 

and keep things running smoothly. 

Many dental practices struggle 

financially because they have 

fewer new patients coming in and 

existing patients are postponing 

oral care appointments to save 
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money. To stay viable, dentists are 

trying to increase efficiency and 

cut costs. Managing our time 

effectively, thus, becomes crucial 

to ensure a successful practice. 

Very often, dentists find 

themselves running late between 

appointments or working for 

longer hours than they intended to. 

At the end of the day, we might 

actually wonder where the time 

has gone.  

Let us see where the changes can 

come from: 

 

1. The first step therefore, is to 

track the amount of time 

which is spent on daily tasks 

and procedures in a typical 

week. Analyzing this data can 

reveal areas where time can 

be saved.  

2. Sometimes, dentists perform 

tasks that could easily be 

delegated to their assistants. 

There may be procedures 

which can be completed in 

less time by using automated 

equipment. For example, the 

use of computer software or a 

practice management solution 

can help save time in areas 

like documentation, charting, 

scheduling and many others.  

3. There might be certain other 

areas which might be needed 

to improve upon as well. 

Identifying and implementing 

solutions to these grey areas 

can increase our efficiency 

significantly.  

4. Some clinics face this 

problem where staff roles are 

not clearly defined and 

outlined. Sometimes, a patient 

keeps waiting in the chair and 

the dentist is busy doing the 

job of the assistant in the 

backroom.  

5. We can save a lot of time and 

get a fruitful output if we 

clearly schedule everyone’s 

responsibilities in the clinic 

which ensures that there are 

no bottlenecks and that saves 
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time for both clinic and the 

patient.  

6. A quick referral to the list of 

patients to be done in the day 

(at the start of the day itself or 

the end of previous day) helps 

us recollect any missing links 

of information or material 

required or a chain sequence 

to be followed so that there 

are no surprises during the 

day.  

7. One can overcome last minute 

hiccups if things are discussed 

before time and any errors 

and inaccuracies corrected 

before hand, special needs can 

be met and accommodated if 

each one in the team knows 

about it in advance. This can 

make sure that the next in line 

patient is not kept waiting 

because an early appointment 

took more time than expected 

because of any ‘xyz’ reason.  

 

Proper time management allows a 

dentist to treat all patients 

punctually creating a good 

impression. Just for e.g., most of 

us prefer travelling on Indigo 

Airlines since they have a 98% on-

time record. The preference is still 

there, even if it has a non-regular 

terminal (e.g. New Delhi – 

Terminal 1 but now changed to 

Terminal 2 as well majorly), 

doesn’t serve any free meals, has 

no executive class because for 

most people time is money; we all 

know it is going to be on time, so 

we reach airport before time 

because they take off also much 

before scheduled departure time as 

their boarding gets completed fast 

and much before the actual time. 

Similarly, we can accommodate 

new checkup patients in the day 

without overworking thereby, 

reducing stress and increasing the 

profitability of the clinic.  

 

So, how do we start? 
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1. The first thing we need to do 

is really look at our business 

practices – identify the 

biggest time wasters.  

2. Smart phone is the first one 

and useless internet surfing is 

another big time robber.  

3. Sure, we want to stay abreast 

with important 

communications, but, as we 

all know, time on the smart 

phone and computer has a 

snowball effect.  

4. Set aside time strictly for 

phone and computer avoiding 

reckless surfing on social 

media sites to really bother 

about what the other person 

has eaten, visited or similar 

and we waste our precious 

time in updating status over 

trivial matters on social media 

like Whatsapp, Facebook, 

Instagram, WeChat, SnapChat 

etc. just in the surge to be 

ahead of others in such 

matters. 

5. We can proceed ahead with 

selective time for such 

exercises and we rarely know, 

how sometimes, time flies 

when sitting on such media. 

6. Identification of areas where 

we waste the most of our time 

is the first step and from here, 

we can take steps to de-clutter 

our day.  

7. Making a to-do list is the 

usual but crucial part that 

frequently gets overlooked.  

8. Put the tasks that are not 

likeable on the top of the list 

and don’t move further till 

they are finished. We will see 

a big sense of 

accomplishment once those 

‘obstacles’ (of our mind) are 

removed. 

9. Always keep some margin for 

the some extra time into our 

schedule as some things 

always take longer than what 

we imagine.  
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10. Starting the day at the 

backdrop of such knowledge 

makes us feel less distressed 

as the things actually start 

moving faster and we have 

usually more time for some 

petty tasks which otherwise 

always seemed to go 

unnoticed and undone.  

 

 

(Image Courtesy: Google) 

 

11. Remember while charting the 

schedule, we can delegate this 

to a responsible guy in our 

work space and not always do 

it on our own. 

12. When we are hiring a ‘My-

Man-Friday’ (new assistant, 

associate or receptionist), we 

look out for the most 

responsible and efficient 

person, but once hired, we 

still try to do everything 

ourselves leading to agony 

and despair. 

13. When we do our staff’s jobs 

for them, they feel 

undervalued and take less 

pleasure in their work. 
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14. A new employee should be 

clearly delineated his roles 

before/after appointment. 

15. Schedule the most productive 

appointments through the 

morning hours and then our 

“easier” appointments 

throughout the afternoon and 

evening and don’t forget to 

apply the Pareto principle of 

80-20 in practice while giving 

appointments.  

16. Always block time on the 

schedule for “urgent” or 

contingency especially if one 

is a super busy practitioner so 

that the schedule doesn’t 

potentially wreak havoc on 

us.  

17. As the in-charge of practically 

everything (CEO) in the 

clinic, dentist has to don 

multiple hats in the day, so 

like a smart CEO, we have to 

master the art of scheduling 

clinical time productively as 

well as managing 

administrative tasks 

especially pertaining to lab 

work and dealer orders.  

18. The dentist’s time 

management problems are 

probably worse than those of 

other executives, because 

some amount of the day has 

to be genuinely dedicated to 

the administrative tasks.  

 

SMART DENTISTRY TIPS 

There is always that honest 

intention in us to manage clinic 

efficiently and successfully, 

thereby, mastering time 

management as well, perfectly in 

our dental practice. We all have 24 

hours in the day but some tweaks 

here and there and we, the dentists 

can manage our time better with 

the usage of these smart tips 

mentioned below: 

 

1. Budget the time: Our first 

step towards efficient time 

management should be 
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assessment. We need to have 

a very clear idea about the 

time we spend on our daily 

tasks. This will help us 

identify the areas where time 

is wasted and also where we 

can manage to de-clutter our 

day and accordingly, save 

time. We can get a better 

insight for planning an ideal 

day with minimal to no 

wastage of time. Depending 

on our assessment, plan the 

day and delegate time limits 

to each task. A small break 

should be inculcated as a 

buffer or extra margin 

between the two scheduled 

tasks.  

2. Have a to-do list ready: A 

simple way to start next step 

of effective time management 

can be with a to-do list, which 

frequently gets overlooked; 

thus, depending on our work 

ability we can allot a 

transition time between two 

appointments to avoid chaos. 

All time management experts 

recommend making lists as 

per convenience and as a 

minimum, we can have a 

daily to-do list and a master 

task list. A daily to-do list is 

the key to getting more things 

done during the day. Set the 

daily to-do list in the order of 

priority (Point No. 6 below). 

For this to-do list to be 

effective, we must assign 

reasonable time projections 

for every item on the list. The 

master to-do list will serve as 

the project warehouse. 

Everything that isn't on our 

daily to-do list probably 

belongs on the master list. 

When we accomplish a task 

on our daily to-do list, we 

remove it from the master list.  

3. Planning Calendar with 

markings: The next step in 
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effective time management 

for the dentist CEO is to 

choose a personal planning 

system and a simple tool like 

a daily or weekly calendar or 

a Note pad (on our phone or 

PC) for marking the daily and 

master tasks so that it can 

serve a good purpose. It is a 

convenient system and very 

easy to handle and works for 

most middle level dentists. 

There is no universal system 

that will work well for 

everyone but a handy and 

everywhere available system 

(virtually, easy to carry) 

should always be a priority. 

This system should be 

updated on a daily basis, 

adding tasks as necessary and 

noting down tasks, which are 

completed and if completed 

late, always with a marking, 

so as to not repeat the same 

mistake the next time. 

4. Setting goals with a moving 

backward plan in action: A 

CA (Chartered Accountant) 

makes our balance sheet for 

the year sometimes going 

back from the end figures 

(depending on how much 

income tax we ‘want’ to pay) 

on 31
st
 March of this year to 

31
st
 March of last year. We 

should always have written 

goals as going back on our 

plans is sometimes, the best 

way to achieve our goals. 

Starting at the goal we wish to 

accomplish and moving 

backward through the task 

sometimes helps us see the 

forest and the trees as well 

(the larger picture). A forward 

plan works well usually for 

short-term projects but not 

equally well with long-term 

projects. Planning backward 

usually focusses on results 

providing the right structure 

needed to get things done in 
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the right manner with the 

right personnel at the right 

time. 

5. Planning is imperative: 

According to time-

effectiveness studies 

conducted by DuPont, for 

every one minute spent 

planning, the time required to 

complete an activity is 

reduced by three to four 

minutes. When properly used, 

15 minutes of planning can 

effectively control our time 

for the entire day. It is 

probably best to do our 

planning at the end of the day 

for the next day. I mentioned 

my own quote above – Start 

Early, Plan Well, Finish Early 

and well. So plan well; really 

well to get task done in full 

abundance. 

6. Prioritization with (or 

without) planning: The next 

move is to prioritize. Choose 

a combination of procedures 

which is suitable for us. The 

task of assigning priority out 

of all the tasks at hand is 

probably one of the hardest. It 

is not uncommon for anyone 

to have up to 6-7 top priorities 

at any given time. It is really 

an art to classify them, 

according to need and 

demand. The easiest at this 

stage is categorizing the same 

into 4 categories in a matrix. 

    

 The template for an Urgent 

Important Matrix is a simple 2 

x 2 square. The resulting four 

quadrants reflect the degree of 

urgency and importance of 

individual tasks. The vertical 

axis shows ‘Importance;’ the 

horizontal axis, ‘Urgency.’ 

This handy tool relies on the 

answer to just two questions: 

 Is a task important? 

 Is a task urgent? 
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Each task is then positioned 

on the prioritization matrix, 

thus providing a visual 

representation of which 

critical activities we should 

focus our resources and effort 

on and which are essentially 

distractions. 

 

(Image Courtesy: Google) 

a. Important and Urgent 

(Crisis): Important and 

Urgent activities are either 

emergencies that we 

couldn’t predict or foresee 

or those that we have left 

until the last minute and 

have reached crisis point. 

We can eliminate last 

minute activities by 

planning ahead 

and avoiding 

procrastination. However, 

we can't always predict or 

avoid some of the issues 

and crisis. The best 

approach is to leave some 

time in our schedule to 

handle unexpected issues 

and unplanned important 

activities, but remember if 

a major crisis arises, then 
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we might need to 

reschedule other tasks. 

These are things we have 

to manage right now and 

have a relatively short-

term focus. If we have a 

lot of urgent and important 

activities, identify which 

of these we could have 

foreseen and think about 

how we could schedule 

similar activities ahead of 

time, so that they don't 

become urgent always. 

Important and Urgent tasks 

might include: 

 Fire-fighting & 

pressing problems 

 Deadlines 

 Equipment breakdowns 

 Client complaints 

 Items from Point b 

(below) that weren’t 

dealt with 

 

By spending more time in 

Point b, developing 

systems and plans, we can 

make many of these tasks 

more efficient or even 

eliminate them outright. 

 

b. Not Urgent but 

Important (Planning): 

These are the activities 

that help us achieve our 

personal and professional 

goals and complete 

important work. It is 

always good to make sure 

that we have plenty of time 

to do these things properly, 

so that they do not become 

urgent. We might often put 

off tasks in this category, 

but these are the ones that 

require our attention more. 

These involve planning, 

organizing and 

implementing our 

objectives. The real danger 
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in delaying these activities 

lies on the possibility that 

we may engage in more 

unimportant tasks that we 

see as more urgent. This 

would therefore, eat up a 

lot more of our time. For 

example, instead of 

planning on how to 

increase our sales or 

minimize our expenses, we 

tend to put most of our 

time in entertaining 

customers (which, by the 

way, can be done by other 

people). Give these tasks 

high priority. We may not 

immediately realize the 

advantages of 

accomplishing them, but 

the benefits in the long run 

is worth the efforts, we 

will be pouring into them. 

It is always good to leave 

enough time in our 

schedule to deal with 

unforeseen problems. This 

will maximize our chances 

of keeping on track and 

help us avoid the stress of 

work becoming more 

urgent than necessary. 

These are the activities 

that help you achieve your 

long and mid-term goals 

and objectives. Because 

they aren’t necessarily 

pressing for attention, we 

often put them off to deal 

with “urgent” issues. 

Important but not Urgent 

activities might include: 

 Longer term planning 

 Work that directly 

contributes towards 

goals and objectives 

 Risk analysis 

 Relationship and team 

building 

 Education and training 

 Proactive maintenance 

 Creating a budget and 

savings plan 
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Investing more of our time 

in this quadrant to help 

prevent and eliminate 

many of the urgent 

activities in Point a 

(above) and balance the 

demands in Point c 

(below). 

 

c. Not Important but 

Urgent (Interruptions): 

Urgent but not important 

tasks are things that 

prevent us from achieving 

our goals. At this point of 

time, it is important to ask 

ourselves whether we can 

reschedule 

or delegate them. These 

activities are things that 

sap your time and energy 

without contributing to 

longer term benefits. They 

keep you busy but have no 

real value. Urgent but not 

Important tasks might 

include: 

 Regular meetings and 

reports 

 Phone calls and text 

messages 

 Most emails (although 

some emails could be 

urgent and important) 

 Requests from others 

that don’t directly 

contribute to our 

objectives 

 Tasks that “We have 

always done this way” 

that are ineffective 

 

Renegotiate deadlines, 

delegate where possible 

and challenge the status 

quo of “regular” activities 

that don’t necessarily add 

value, e.g. reports that no 

one reads or actions. A 

common source of such 

activities is other people. 
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Sometimes it is 

appropriate to say "no" to 

people politely or to 

encourage them to solve 

the problem themselves. 

Alternatively, try to have 

time slots when we are 

available, so that people 

know they can speak with 

us then. A good way to do 

this is to arrange regular 

meetings with those who 

interrupt us often, so that 

we can deal with all their 

issues at once. We can 

then be able to concentrate 

on our important activities 

for longer. 

 

d. Not Important and Not 

Urgent (Distractions):  

We might think activities 

in this section are not 

worth people's time, so 

they won't engage in these 

activities much. Think 

again, because we would 

be surprised to know that 

people spend most of their 

time doing things that are 

both unimportant and non-

urgent, such as watching 

TV and movies, playing 

video games, endless 

chatting for hours on the 

phone, shopping for new 

clothes etc. Of course, it is 

essential for people to 

relax and unwind once in a 

while but we should be 

strict in limiting our time 

for these activities; that is, 

if we really want to 

accomplish a lot in our 

life. Treat activities 

belonging to this section 

with the lowest priority. If 

we really want to succeed, 

strictly limit our time in 

doing these activities or 

don't do them at all. These 

activities are just a 

distraction and we have to 
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avoid them as much as 

possible. We can simply 

ignore or cancel many of 

them. However, some may 

be activities that other 

people want us to do, even 

though they don't 

contribute to our own 

desired outcomes. Again, 

say "no" politely, if we 

can, and explain why we 

cannot do it. If people see 

that we are clear about our 

objectives and boundaries 

and also priorities in life, 

they will often avoid 

asking us to do "not 

important" activities in the 

future. These activities are 

neither important for 

achieving your long-term 

goals nor urgent. They are 

essentially distracting you 

from doing things that 

matter. Not Urgent and 

Not Important tasks might 

include: 

 Excessive or irrelevant 

email 

 Personal phone calls 

 Social media usage 

 Unimportant or 

unproductive meetings 

 Anything that causes 

you to procrastinate on, 

or delay Point b tasks 

 

Reduce or completely 

avoid spending time, effort 

and resources on activities 

in this quadrant if where 

possible. 
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(Image Courtesy: Google) 

Thus, understanding the clear 

difference between urgent and 

important is the key to 

obtaining valuable outcomes. 

Urgent means that a task 

requires immediate attention. 

They are things that can’t be 

put off but are oftenly done 

for others. The negative 

consequences of not doing 

them are immediate. Urgent 

tasks are thus, reactive, 

defensive, hurried, short term 

and have a narrow focus. 

Important tasks contribute to 

our long-term mission, values 

and goals. They are 

sometimes urgent but usually 

aren’t. The negative 

consequences of not doing 

them tend to accumulate over 

a longer period and can then 

become a crisis. Important 

activities are thus, proactive 

and lead to long-term 

benefits. Actions plans should 

focus on Point b and Point a. 

Point c is to be dealt with as a 

lesser priority and many tasks 

from Point d should be 
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eliminated completely. As 

with most brainstorming 

activities, the time required to 

conduct an effective Urgent 

vs. Important analysis varies 

depending on dentists to 

dentists and clinic to clinic 

which includes a few 

variables like the size of the 

same, employee / staff 

strength, core activities and 

the focus of the session. 

However, there is no reason 

why you can’t brainstorm, 

group position, plan actions 

and write up a consolidated 

action plan in less than an 

hour or two. 

                 Reviewing the task 

and assigning the same a 

priority will make us go about 

the task in a phased and 

synchronized manner as 

sometimes, these tasks might 

take a back seat in the day 

when we are neck deep busy 

with our OPD and hardly find 

time to address any such key 

issues otherwise. For any 

prioritization to work, one 

must have clearly pre-defined 

values and goals. The 

priorities and plans should be 

re-collectable easily by us on 

our fingertips, when required, 

so that their importance is 

never undermined; 

alternatively we can have 

them in a small reminder 

diary or as a phone reminder 

in written form as well for 

easy reminiscence. The 

unpleasant tasks should 

always be scheduled early in 

the day, being realistical and 

understably relaxable keeping 

some inflated (extra) time 

buffer to complete that task 

(ample time) which anyways 

we don’t like doing but have 

to do due to unavoidable 

reasons. For dentistry, the 

first and foremost step to 

move ahead is to plan our day 
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and then is to prioritize being 

the next step. To start with 

like a combination of 

procedures which are 

complex and of first priority, 

should be planned first 

moving on to simple and easy 

going then throughout the 

day. It can be illustrated 

simply with the help of 

substantial cases like crowns, 

bridges, veneers, implants etc. 

which can be allotted 

maximum time and following 

medium chunk of work load 

can be allocated for RCT's, 

restorative procedures etc. 

and miscellaneous such as 

adjustments, checkups can be 

taken up in and around major 

tasks as time allows. 

7. Keep an up-to-date project 

plan: There are a lot which 

lands up ‘on our plate’ plus 

we have to manage all the 

patients and other tasks going 

on around the practice. So, 

bring together all the patients, 

actions and tasks in one place. 

We can have specialist 

software for the same or can 

simply set up an excel 

spreadsheet. For e.g. the 

treatment progress chart of an 

ongoing case which involves 

multiple specialties and 

accordingly, the interventions 

done and involvement by 

different associates (staff). 

Just make sure we can clearly 

see who is taking a particular 

action (if delegated to 

associate dentists), by when 

and what progress has been 

made in each patient. Keeping 

our plan updated is a good 

idea so that we can be clear 

on our own priorities and the 

work we have delegated to 

others. This will save us time 

working out what is currently 

being worked on 

and confirming the status of 
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particular patients. We can 

assure that the project 

plan has the power to become 

the ‘sacred book’ and we can 

wonder sometimes how we 

actually managed without it. 

8. Always have a ‘Me-Time’: 
One of the most effective 

things we can do to manage 

our task is to set aside 

sometime for ourself which 

we can designate as the ‘Me-

Time’ (half an hour to an hour 

each day or alternate day as 

per schedule) which is a quiet 

time for approaching ourself 

in today's racy and pacy 

times. We easily forget how 

to recharge our batteries for 

the prime reasons for our 

good health, well-being and 

enhanced mind creativity to 

dwell upon what is going 

around us, we should 

mandatorily take out time to 

relax, recharge with a ‘me-

time’. Taking time out for our 

self is not a luxury; infact a 

necessity. Most particularly, it 

is an important part of 

keeping our stress levels at 

bay. Many dentists find it 

difficult to give up this much 

time of their productive 

schedule, but some dentists, 

though, find that if they 

regularly do this, the times of 

being overwhelmed by 

administrative tasks will be 

limited and production will 

actually increase. It is 

important to remember that 

we must take time each day to 

work on our business in 

addition to working in our 

business. 

9. Manage desk or paperwork: 

There is an old saying that 

says no job is done until the 

paperwork is completed. This 

is also true in managing our 

dental practice which leads us 
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to managing a lot of papers in 

the day. Most experts have 

summarized that there are 

three choices to handling 

papers: 

 Toss 

 Delegate 

 To-Do List 

If the task can be completed 

in three or fewer minutes, it is 

best to handle the papers now. 

If the matter is truly urgent, 

do it immediately, no matter 

how long it takes; within 

reason. Otherwise, we can 

add the task to our to-do list. 

Most experts suggest using 

some type of tickler file, 

typically one file for each 

month and 31 folders within 

each month. We can then file 

the paper on the date that we 

must deal with it. 

10. Delegate effectively: When 

we delegate effectively, we 

save time for ourself as we 

avoid having to go over tasks 

again. We also prevent 

wasting our team time. So, 

make sure to provide full 

‘training’ on a task, 

communicate our 

expectations in terms of 

timescale for completion and 

then, checking in with the 

team members frequently / 

periodically. Let them know 

that we are around if they 

have any queries on the task, 

without watching or following 

every move of theirs. We also 

delegate more effectively 

when we create a system for 

team members to follow. Use 

it to specify how we wish a 

particular task is to be done 

and we can delegate with 

confidence. We can also refer 

them back to the system, 

should an error be made or 

system step missed. 
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11. Get help from specialists 

where appropriate: The time 

for ‘Jack of All’ trades has 

diminished, but then ‘Master 

of None’ is also not in vogue. 

On the contrary, ‘Master of 

All’ is not possible also 

practically; thus, don’t even 

try to become a master of 

everything. We will spend 

unnecessary time trying to get 

our head around new concepts 

and skills which others can 

quite simply provide for us, 

albeit at some cost. Anyways, 

there are no free lunches 

anywhere and nothing in this 

world comes free, except 

Mother’s milk. Making 

optimum use of specialists 

wherever we can rather than 

trying each aspect ourself and 

messing up with it, is the call 

of the day by thinking of them 

as our supporting pillars. 

Speaking from the medico-

legal point of view also, the 

courts don’t expect us to be 

‘Hercules’ that we should 

accomplish everything 

ourselves. Infact, it is the 

reverse as we shouldn’t jump 

beyond our professional skill 

set ambit and not attempt any 

procedure in our clinic that 

falls beyond our ways and 

means. Remember, it is 

important not to be 

adventurous in our clinic and 

not be experimental in our 

treatment part and the best is 

to take help of specialists for 

the job wherever necessary. 

12. Manage emails or social 

media accounts: It wasn't 

that long ago (10 years back) 

that most of us did not have 

email or social media 

accounts; a few colleagues 

still don’t have it either. Over 

the last five to 10 years, most 

dentists now have a computer 

or phone on their desks with 
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Internet access and do a fair 

amount of communicating via 

email, whatsapp, facebook, 

instagram, linked-in etc. 

Unfortunately, like many 

modern conveniences, 

addressing to our social media 

responses every now and then 

has added additional burden 

to our productive days. Some 

thoughts that we have with 

regard to managing the above 

is that we keep minimum of 

the communication through 

those media (limited to 

emergencies only). For 

emails, we can set-up separate 

files in our email program that 

include emails to answer, 

emails to be added to the to-

do list, emails to print and 

emails saved for later 

reference. We must become 

disciplined to check all our 

social media including email 

maximum three-four times 

per day only on a working 

day. It is a good idea to mark 

or print the most important 

messages / emails 

immediately. The best 

suggestion would be that we 

don’t have to answer them 

immediately (be it an email); 

if it is that urgent, the sender 

would call us especially the 

message senders on Whatsapp 

as they won’t wait for the 

blue ticks to come, out of 

urgency or impatience. 

13. Manage pending files and 

bills: Patient information files 

and other records are an 

important resource, but once 

filed, most of them are rarely 

used. Valuable time is wasted 

looking for lost papers and 

trying to decode improper 

files. Create a proper filing 

system to ensure the records 

are updated as and when 

required. These files should 

be easily accessible. We can 
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also use technology to 

manage our records 

efficiently. When possible, 

allocate a few hours from our 

work day to deal with emails 

only. This way, we can deal 

with them quickly and not be 

distracted throughout the day 

thinking about them. 

According to the experts, 

most of us use only 20% of 

the papers we file and most of 

us spend at least 75 hours a 

year looking for lost papers. 

That is about 90 minutes per 

week. While most of our 

filing can be delegated to our 

office staff, there are some 

papers, bills or files that we 

will want to keep safe and 

secure with us only. In 

addition to those files related 

to the accounting and 

payment of bills, it is a good 

idea to set up files for current 

projects, ideas and plans, 

action files and reading 

references.  

 

(Image Courtesy: Google) 
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Are the Smart Dentistry Tips 

limited to 13 or are there 

any more? 

What are the Time Management 

Tips for the Dentist 

‘Moms’? 

Gender Discrimination aside, 

what about Dentist ‘Men’ 
then?  

How about Ergonomics playing 

a role in Time 

Management? 

All the above and many more 

tips shall be continued in the 

Part – II of this article. 

(To be Continued) 

Special Thanks for some contributory text for this article:  

Dr. Gautam Madan, Ahmedabad, Gujarat    
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Dear Readers: Important Announcement 

The above article by Dr. Bhavdeep Singh Ahuja & Dr. Vandana Dhameja 

will be published in 2 Parts. 

The above is Part I. 

Check out WJASR Volume 3 Issue 2 March-April 2020 for the IInd and 

Final Part of the above article. 
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