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Overwhelm Is Normal



How many emails are in your 
inbox right now?

Overwhelm Is Normal…



…And Overwhelm Is Solvable



Other People Are The Problem…



How many emails do you receive 
daily, on average?

On A Typical School Day…



…But It Doesn’t Have To Be This Way



Ending Email Overwhelm Is Possible



“I got to inbox zero for the first time in my career this 
past week. I've kept it there ever since following your 
protocol for managing e-mail. I can't believe how 
much time I've found freed up. Today, I actually found 
myself with free time to work on items in a proactive 
way- something I typically don't get much of during 
the work day! Just thought I'd share.”

—Scott, Chief Academic Officer

Change Is Possible—And Permanent



from
Email as an all-purpose tool

to
Email as just a communication tool

My Goal for This Training



A Rude Awakening: Principal Email



Principals have too many stakeholders and get too 
much unwanted or unimportant email

Triage, not total perfection

My Discovery (The Hard Way)



Get “Current” and Get Back To Work



1.The Power of Zero
2.Decisional Minimalism
3.Fight Asymmetry Head On

3 Counterintuitive Keys to Email



How many emails 
belong in your inbox? 

Counterintuitive Key #1: 
The Power of Zero



Your Inbox Is Just An Inbox



•0 emails
•Every day
•Multiple times per day

A Vision For Your Inbox



Email “Bankruptcy”



•Create a new folder or tag: 
“Email Bankruptcy MONTH YEAR”
•Move all emails out of inbox
•Don’t tell anyone

A Safer Way To Declare Email Bankruptcy



After moving everything in your inbox to an 
“Email Bankruptcy” folder…
•What do you need to go back and check?
•How does it feel to see zero emails in your 
inbox?
•What will you do when your next message 
comes in? 

How Does It Feel?



Counterintuitive Key #2: 
Decisional Minimalism



Counterintuitive Key #2: 
Decisional Minimalism



Counterintuitive Key #2: 
Decisional Minimalism



Counterintuitive Key #2: 
Decisional Minimalism



Counterintuitive Key #2: 
Decisional Minimalism

Decision Minimalist Answer
Which folder? Archive

Save or delete? Save
Where did I put that? Search



Counterintuitive Key #3: 
Fight Asymmetry Head On

Let me know in the chat:

Who emails you?



Counterintuitive Key #3: 
Fight Asymmetry Head On
•Parents
•Teachers
•Other staff
•Students
•District administrators
•Salespeople
•Publishers

•News outlets
•Past vendors
•Prospective vendors
•Researchers
• Job applicants
•Automated software
•Social networks



Counterintuitive Key #3: 
Fight Asymmetry Head On

Keep your 
responses brief



Counterintuitive Key #3: 
Fight Asymmetry Head On



Counterintuitive Key #3: 
Fight Asymmetry Head On

Unsubscribe



•Get to zero
• Implement decisional minimalism
•Fight asymmetry head-on

…will email be less stressful and a more effective 
leadership tool?

If You…



What’s your #1 takeaway so far? 

Let’s Process…



Are You Ready To Be Done
With Email Overwhelm?



1. Use email as a leadership tool
2. Understand how email is designed
3. Get & stay “current”
4. Use your mobile device appropriately
5. Timeshift your email
6. Use the right complementary tools

If You’re Done With Email Overwhelm, 
Here’s What You Need To Do






