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Keep Calm and Give Feedback 

http://bit.ly/HMbemx


Related Article: Dealing With Problems 
 

See This on the Website: http://bit.ly/HMbemx 

 
The Keep Calm meme is very appropriate 

when things go wrong. As managers we are 

often faced with those head-scratching 

moments of divine(!) staff performance that 

provoke a WTF?! response. 
 

But the reality is that getting upset in any way is not going to fix the situation. 

Getting upset results in conflict and stress, not solutions. When something goes 

wrong, the best method you have of fixing it is simply to keep calm and give 

feedback. 
 

Another reason why I think the Keep Calm meme is so appropriate for giving 

feedback is that feedback is so much more effective when you give it in a calm 

manner: 
 

When you give feedback when you are upset then the focus isn't about the 

message, the message is lost because the fact that you are upset is more 

prominent. Just think what happens when someone shouts at you: Do you 

carefully listen to the words that they are saying or do you do one of the 

following: 
 

• Go into defensive mode 

• Go into attack mode 

• Go into avoidance mode 
 

In other words did the shouter get their message across or not?  
 

Giving feedback is already stressful enough for both the giver and the receiver - 

let's face it, no-one likes being told what they are doing wrong. As soon as you 

start giving an employee feedback and they perceive that you are upset, the 

effectiveness of your message is diminished. 
 

So when things go wrong, Keep Calm and Give Feedback. 
 

What performance issues have you given your staff feedback about? What did 

you say and how did it work? 

http://managerfoundation.com/training/feed101


Keep Calm and Delegate 

http://bit.ly/HX4imk


We all know that feeling of thinking that we are 

drowning in a huge workload. Well the good 

news is that organisations were designed 

because no single man (or multi-tasking 

woman) can do everything on their own. 

I like the Keep Calm meme that has taken the internet by storm and I think that 

effectively delegating your massive workload is truly the best method to keep 

calm and carry on... 

 

Of course staying calm during a delegation is another matter altogether and 

requires:  

 

1. Delegating the right things to the right people in the right way; 

2. Avoiding reverse delegation; 

3. Recruitment processes that give you good people to delegate to; 

4. Active development of employee skills to enable employees to grow into 

their new responsibilities. 

 

Remember you can't do it all and holding on to work because "you are the only 

person that can do it right" is the path away from calm.  

 

So if you are feeling panicky because you feel like you will never finish 

everything on your plate and each day you get more and more behind, Keep 

Calm and Delegate. 

Related Article: Dealing With Massive 
Workloads 

 

See This on the Website: http://bit.ly/HX4imk 

http://bit.ly/HX4imk
http://managerfoundation.com/training/dele101


Keep Calm and Read The Manual 

http://bit.ly/17rUScJ


Wouldn’t it be nice if people came with an instruction manual? 

 

We know how to use generic devices like television sets, computers, software, 

cars etc. but there are always some peculiarities. And these differences can be 

almost impossible to figure out without the help file. We struggle with a problem 

until we read the manual. Then we read the instructions and find a much easier 

way to do something. 

 

People aren’t automata with a standard set of obvious controls. Randomly 

pushing buttons can be fun but doesn’t get you what you want. The result: 

manager (and employee) frustration. 

 

People do respond to stimuli but different people respond in different ways and 

the original manufacturer never provided an instruction manual. 

 

If we can understand why people behave the way they do, we can use this to 

motivate our employees. Then they will do what we want and they are will be 

happy doing it. 

 

The DISC behavior model is like an instruction manual for people. 

 

So when you are struggling with motivating your employees, Keep Calm & Read 

the Manual 

The Instruction Manual for People… 
 

“When all else fails, read the manual” is an 

amusing truism that after you have “tried 

everything” the last resort is to read the manual 

for the solution. 

Related Article: Instruction Manual for 
People 

 

See This on the Website: http://bit.ly/17rUScJ 

http://managerfoundation.com/disc/
http://managerfoundation.com/disc/


Keep Calm and Get Faster 

http://bit.ly/17lXgOM


Do you feel that life is a treadmill some days? 

And staying in the same place gets more 

difficult because the treadmill gets faster? 
 

 

This is because life is exactly like that – progress, competition and accelerating 

change. If you think you can do nothing and maintain position, pretty soon you will 

be spat off the back of the treadmill. 

 

This is why improving the skills of your staff and developing their capabilities is one 

of the 5 things that every manager must do. It’s not a nice to have. It’s vital for 

long-term survival. 

 

Developing your staff is where you take on the role of coach and “send your staff to 

gym” so they can keep up on the treadmill. 

 

So next time you feel that the treadmill is wearing you down, Keep Calm and Get 

Faster. 

  

What is the Manager Foundation take on this? You don’t have to spend a lot of 

time training your staff. You don’t even need to be the subject matter expert. You 

work with your staff to: 

 

• Work out what they need to get better at and; 

• What exercises they need to do to get there. 

 

And then you help to keep them on track. A super time-efficient and effective 

technique that engages your staff members is what we show you in DEVE101 – 

Developing you staff. 

Related Article: Beating the 
Competition  

 

See This on the Website: http://bit.ly/17lXgOM 

http://bit.ly/17lXgOM
http://managerfoundation.com/blog/what-are-the-five-things-that-every-manager-must-do-but-arent-on-your-job-description/26/7/2013
http://managerfoundation.com/training/deve101
http://managerfoundation.com/training/deve101
http://managerfoundation.com/training/deve101
http://managerfoundation.com/training/deve101


Keep Calm and Diarize It 

http://bit.ly/186kBEy


But it’s bugging you isn’t it? It’s not helping you to sleep well at night. It’s 

destroying your state of calm. 

 

The technique I use to fix this is to book an appointment in my diary. A time to 

start and some time set aside. If interruptions are a problem then carving out 

some “do not disturb” time is also essential. I’ve also got a few tricks to get going. 

If you want to find out how to do this then read about the free “YOUR Power 

Hour” technique here. 

 

Firstly there’s no better way to get something done than spending time focused 

solely on that single task. And secondly knowing that you have a specific time to 

get to the task is a really good way to be calmer about what you have to do. This 

works in two ways: 

 

• It’s written down so your mind can stop worrying about trying to remember 

what to do; 

• Because it’s in your diary you can take it off your to-do list and not worry 

about it not getting done. 

  

So the next time you have something that should really get done but you are 

struggling to make it happen, Keep Calm & Diarize It. 

 

PS: One of the things that people would like to most do is to spend some time to 

learn something new or to get better at their day job. As Stephen Covey says, it’s 

really important to spend some time “sharpening the saw” But this is the most 

neglected part of our work day because as important as this is, this tends to get 

pushed out of the way by more urgent activities. The YOUR Power Hour™ 

technique is specifically designed to help you to overcome the difficulties you 

face. If you have five minutes then read about it here. 

You know that important item on your to-do list 

that never seems to get done? Maybe there are 

too many staff interruptions or meetings that 

keep on getting in the way. Or simply you’re 

avoiding it because it’s unpleasant 

(procrastinators put your hands up with me). 

Related Article: Using Your Diary to 
Make You Calmer  

 

See This on the Website: http://bit.ly/186kBEy 

http://managerfoundation.com/blog/your-power-hour-how-to-invest-in-yourself/12/6/2013
http://managerfoundation.com/blog/your-power-hour-how-to-invest-in-yourself/12/6/2013
http://bit.ly/17uqvo8


Keep Calm and Cross It Off 

http://bit.ly/I7tojg


How to deal with long overwhelming to-do lists… 

You know there are few things more satisfying 

than crossing items off your to-do list. But the 

sight of a long to-do list can be totally 

demotivating. And most days you’ll be lucky to 

finish half of the things on your to-do list. 

So to take control of your to-do list I’m going to suggest something pretty crazy. 

Just cross things off your list without doing them! You will get satisfaction from 

crossing items off and you reduce the length of your to-do list to something you can 

finish today. Three benefits with a really simple technique. 

 

But I’m guessing you’re not sold because I can hear a voice saying, “Hang-on, you 

can’t just cross things out without doing them”. Well you can and you should 

because: 

 

1. Don’t cross things off randomly, cross off items that aren’t worth doing - you will 

never be able to do everything and it’s incredibly important to decide what not 

to do. 

 

2. Move items that are worth doing but less important to a file or notebook titled 

“someday”. You’re not saying that you’re not going to do them, just not right 

now. You can do these when you have finished what is more important. Every 

now and then review your “someday” list and if something is really important it 

can be promoted to your main list. 

 

3. This has just removed low importance tasks. These are taking up your time 

and distracting you from doing what is really important. 

 

4. Now you can focus on finishing the important items before the day is over. This 

will increase your focus, make you more effective and make you feel much 

more positive about your to-do list. 

 

So when your to-do list is getting you down, the first thing to do after making your 

list is to Keep Calm and Cross It Off. 

Related Article: Long To-Do List? 
 

See This on the Website: http://bit.ly/I7tojg 



Keep calm and Hit Publish 

http://bit.ly/186gSa4


Striving for perfection is an admirable trait but it 

may be holding you back. When we are so 

worried about getting things right that we don’t 

do anything at all, it’s time to change our 

strategy. 

The saying is “Don’t let the perfect be the enemy of the good” 

 

I’m not suggesting to consistently push out low quality work, it is just about 

knowing the difference between good and good enough. 

 

Even Apple - a company whose name is synonymous with quality, attention to 

detail and the phrase “it just works” uses this strategy. In fact they are masters at 

applying the principal because people don’t think Apple ships “half-baked” goods. 

 

What Apple does is focus on getting the important stuff right and leave less 

important features for later updates. The original iPhone didn’t come with 3G 

(mobile broadband), copy and paste and a few other relatively basic features. A 

lot of people were pretty vocally upset about that at the time but that didn’t stop 

the iPhone from being a resounding success. Why? Not because they perfected 

everything but rather by leaving out a few less important features they could focus 

on what was important and were able to ship rather than delay. 

 

It’s a balance of holding back vs shipping. Publishing vs continual re-working and 

editing. If you find yourself in a position where not publishing is causing distress 

then it’s probably time to Keep Calm & Hit Publish. 

 

Side Note: 

Even the Keep Calm & Manage On book is an example - I have several more 

Keep Calm insights to write but I have not drafted, let alone finished them yet. But 

I wanted to be able to share with you what I have already and give you a peek of 

what is coming in the future. Therefore the first version of the Keep Calm & 

Manage On book was published incomplete. 

 

 

Related Article: Knowing the Difference 
Between Good and 

Good Enough  
 

See This on the Website: http://bit.ly/186gSa4 

http://bit.ly/186gSa4


http://managerfoundation.com/signup/


Here’s a 

Preview  

of What we Have 

Lined Up…  



Keep Calm and Engage Your Staff 



Keep Calm and Fix or Fire 



Keep Calm and Manage Your Boss 



Keep Calm and Build Relationships With Your Staff 



Keep Calm and Hire the Right Person 



Keep Calm and Set Goals 



Keep Calm and get Stronger 



Keep Calm and Act Now 



Keep Calm and Manage Change 



Keep Calm and Implement Change Gradually 



Keep Calm and Coach Your Staff 



Keep Calm and Take it One Step at a Time 



Keep Calm and Tell People What You Want 



Keep Calm and Take the Guesswork Out of 
Recruitment 



Keep Calm  and Take Notes 



Keep Calm and Stop Interruptions 



Keep Calm and Take Ownership 



Keep Calm and take Minutes 



Keep Calm and Stop Doing Unimportant Tasks 



Keep Calm and Stick to the Agenda 



Keep Calm and Start on Time 



Keep Calm and Speak Their language 



Keep Calm and Say S’il Vous Plait 



Keep Calm and Save as a Draft 



Keep Calm and Plan Your Feedback 



Keep Calm and plan Your Delegations 



Keep Calm and Manage the Time 



Keep Calm and Listen 



Keep Calm and Keep Going 



Keep Calm and improve your Skills 



Keep Calm and Help Your Staff Improve Their Skills 



Keep Calm and Have Meetings That Matter 



Keep Calm and get Your Company to Pay for Your Training 



Keep Calm and Get Started 



Keep Calm and Get it Right Next Time 



Keep Calm and Focus on Your Important Tasks 



Keep Calm and Establish ground Rules for Meetings 



Keep Calm and Effectively Onboard New Staff 



Keep Calm and Dress to Impress 



Keep Calm and Click Save 



Keep Calm and Build Your Network 



Keep calm and Brainstorm With Your Team 



Keep Calm and ask Questions 



Keep Calm and Arrive on Time 



Keep Calm and Appoint a Facilitator 



Keep Calm and Accept To-Do List Defeat 



Inspiring Quotations Keep Calm 
Quotes 

• Provided to you by Manager 
Foundation to help to get you through 
your day. 

 

• More are being added, get your most 
up to date copy on: 
http://www.managerfoundation.com/kcmo 

 

• If you like these stories then you’ll 
enjoy our inspiring quotes: 
www.ManagerFoundation.com/inspiring-
quotes 

Provided By: 

 

 

http://www.managerfoundation.com/kcmo
http://www.managerfoundation.com/kcmo
http://www.ManagerFoundation.com/inspiring-quotes
http://www.ManagerFoundation.com/inspiring-quotes
http://www.ManagerFoundation.com/inspiring-quotes


Inspiring Quotations “Make Managing 

Easy” 

Sign up for the free “Make 

Managing Easy” email series and 

find out about how the 

Management Sweetspot can: 
 

– Make the lives of Managers easier; 

– Make employees happier and; 

– Make companies more profitable. 
 

www.ManagerFoundation.com/signup 
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http://www.ManagerFoundation.com/inspiring-quotes



