Thyme and Wellbeing User guide

Introduction

The whole life of a minister should speak powerfully about God not only to the worshipping
communities in their care, but also to the wider community. Consequently, it is important to
develop healthy patterns of prayer, work and rest to be sustained in ministry. This will differ for
each minister and will depend upon personal circumstances. Over the last few years a user-
friendly tool (Thyme and Wellbeing) has been developed to provide a number of differing, but
complementary, resources to aid the minister in their duties. These range from administrative tasks
(e.g. recording of holidays and claiming expenses) to planning of Sunday Worship (e.g. Service
rotas, hymn suggestions and lectionary readings) to name just a few.

Furthermore, Thyme and Wellbeing provides the ability for ministers across all denominations to
monitor and manage their time. This allows insights to be made into the shape of their unique
ministry and aid in the self-regulation of their time. It is further envisaged that the tool can assist in
the promotion of wellbeing.

Thyme and Wellbeing also has a number of other key features that have been provided to assist
the minister from week to week. These include:

« ability to record holidays, sick leave and sabbaticals;

* Indicate the dates of feasts and festivals throughout the year;

* Provide the time of sunrise/sunset on Easter Day for your locality

* Lectionary Readings for a large number of lectionaries, with ability to search for bible
readings within a Lectionary; Lectionary-based hymn suggestions,

* Daily Time Management and Well-being tips

* Asimple questionnaire to assess your own wellbeing.

The tool has been developed using LibreOffice Calc' (Thyme Tracker.ods), but is also available to
users of Microsoft Excel (Thyme Tracker.xlIsx).

An Overview of the Work Sheets
The file contains a number of worksheets (listed below).

Welcome: Welcome Page with general information about Thyme and Wellbeing and how to
get started.

Settings: Global Settings are modified here (e.g. the current year, the default day off). As there
is a huge variety of ministries from parish priest to chaplain and pastor, so the range of activities
that an minister will be focused upon will differ. These activities can be edited to reflect an
individual's ministry; any changes that are made to these cells are reflected across all sheets
and all months.

Leave: The user can enter the start and end days of holidays, sick leave and sabbaticals. These
are displayed in a green, red and blue backgrounds (respectively) on the Calendar and Jan,
Feb, ... sheefs.

Calendar: Provides an overview of the current year displaying Feast Days of the selected
Lectionary. The calendar enables the planning of holidays and allows the user to immediately
go to any day in the year.

1 LibreOffice is a powerful office suite and is freely available from http://www.libreoffice.org/
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Planner: A variety of wall planners (weekly, monthly and half-yearly) that can be printed out.
Claims: A simple sheet for submitting expenses and travel claims.

Wellbeing: An overview of the daily well-being scores are displayed. In addition, a person’s
well-being can be assessed through a questionnaire.

Shape: This provides a simple way for a minister to gain an insight into the shape of their ministry
by inputting the number of hours (or units) that they might spend across ten activities in a given
week.

Hymns: For each Sunday throughout the year web links are provided to external websites to aid
in the choice of hymns.

Festivals: This provides a list of the Feast Days and Festivals for the selected Lectionary. To aid in
planning, a utility is provided to determine the dates of key festivals for a chosen year. Sunrise
and Sunset times (UK Only) are provided for the current day and Easter Day.

Lectionary: For each Sunday (and Feasts, Holy Days and Major Festivals) readings are provided
from the selected Lectionary. The Lectionary year (e.g. A, B or C) is calculated from the current
year and the corresponding readings are automatically determined. All Lectionary Readings
are hyperlinked to the Bible Gateway website (www.BibleGateway.com). This allows readings
to be displayed in an external web browser, using a Bible translation of your choice. Simply click
on the top Bible Reference, and all passages will be displayed in the browser.

Services: A simple rota planner for church services.

Overview: The Overview sheet collates the times entered in the monthly sheets and displays
them in tabular and graphical form to allow the minister to gauge where their time is being
spent.

Jan, Feb, ... Dec: For each month there are four/five weekly sheets enabling the minister to
enter the time spent on each activity for that week. The list of activities are set in the Overview
sheet.

Rather than use a whole lot of words that are unlikely to ever be read, the user guide takes the
form of a number of screen-shots highlighting the main points (see subsequent pages). Each
worksheet contains further Help — simply hover the cursor over the Help

A few tips before starting
1. Think carefully about the activities that your role encompasses. The activities can be
edited in the Settings tab (those listed are those that occurred to me).

2. Try to account for the hours for each activity in the same way each week (though
admittedly this may be different from how others account for their time).

3. Complete the Global Settings in the Settings tab and input your holidays for the year.
A Health Warning (compiled by fellow ministers)
This uftility is intended for private use only. Use it honestly and do not be tempted to use it as a stick
to beat your Church Council, archdeacon, bishop, spiritual director, and (most importantly)

yourself. You may choose to use it for a month, a season, a year to gauge whether your
perception of how many hours you do each week bears any relation to reality.

Rev. Joe Heaton (22 November 2022).
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Welcome

Welcome =2 Viewing Tips"

Th Track
Welcome to Thyme Tracker® yme Iracker

Infroduction
It's important to develop healthy patterns of prayer, work and rest fo sustain ourselves in ministry. This will differ for each minister and will depend
upon personal circumstances. Over the last few years a user-friendly tool (Thyme Tracker) has been developed to support and encourage
ministers across all denominations o promote personal well-being, in particular, when it comes to managing time.

Thyme Tracker allows the minister to frack the amount of time spent on a range of activities and hence provide an indication where their time is
being spent, and importantly to provide an indicator as o where it isn't been spent (and perhaps should be). By recording the hours spent on
activities this resource can provide an insight into the shape of someone's ministry and hence might encourage them to consider re-shaping their
ministry and aid in the selfregulation of their ime. However, Thyme Tracker is more than just a tool to monitor the use of time, it also has many
other features developed to support the minister in their role. In effect a suite of tools |

Afew important points before beginning ...
. The current yvear, day off, Ministry Areas and Activities, etc. needs o be set on the Setftings Sheet;
changes to dates will then be updated automatically.

=]

. Edit the Ministry Areas (and associated activities) on the Settings sheet to reflect your ministry.

P“

The spreadsheet makes heavy use of hyperlinks (shown in blue or red).
Simply click on the link [or Cirl+click) and you will be taken to another part of the spreadsheet.

e

. On each sheet there is a Help button. Simply hover the cursor over the red square (or friangle)
and further information will be displayed.

w

. Please see the Viewlng Tips at the top of this sheet to get the best out of Thyme Tracker.

o

Thyme Tracker consists of a large number of Sheets that can be accessed by the Sheet Tabs at the
bottom of the window. 3ome of these may not be visible due to the Screen resolution of the computer.
However, the Sheets can all be accessed through the hyperlinks on this sheet (see below], or by the
arrows (€, =) on each sheet, or by using Cirl+Page Up / Page Down to move between sheets.

7. Do not use Cut-and-Paste as it disrupts not only the formatting, but the underlying calculations.

8. Sheets can be printed out: it may be necessary to adjust the scaling to fit a print to a page.

b

Thyme Tracker is not compatible with Google Sheets, Apple Numbers, or Excel 2007 (and earlier],
due to loss of functionality.

An brief overview of the various sheets is given below. Each Heading is hyperlinked to the appropriate sheet.

Seftings Sheet Lectionary Sheet

Global Settings are modified here (e.g. the current year, the default day off, For each Sunday [and Feasts, Holy Days and Major Festivals) readings are

Ministry Areas and Activities, etc.). As there is a huge variety of ministries provided from the selected Lectionary. The Lectionary year (e.g. A.Bor C)

from parish priest to chaplain and pastor, so the range of activities that an is calculated from the current year and the comresponding readings are

minister will be focused upon wil differ. These activities can be edited to automatically determined (taking account of Easter Day, gic). All

reflect anindividual's ministry; any changes that are made fo these cels are Lectionary Readings are hyperlinked to the Bible Gateway website |

reflected across al sheets and all months. www.BlbleGateway.com)|. This allows readings to be displayed inan
external web browser, using a Bible translation of your choice. Simply click
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Global Settings

€ Seftings

Leadership
Services
Pastoral
Mission
Administration
Wider Church
Other

Travel Time
Duties not listed elsewhere

Service Preparation
Sermon Writing
Services
Teaching / Mentoring

*[ church of England

Prayer and Study
Personal Development
Reflection
Retreats

Mission and Quireach
Community Engagement
Schools’ Work
Children / Young People

Pastoral Care [ Visiting
Church Social Events
Bapftisms
Weddings
Funerals

* church of England - Modern

Administration & emails
Parish Organisation
Staff Meetings
Buildings and Churchyard
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Total No. of days holiday

incl. Bank Holidays
Leqve ( Y \ Total No. of Sundays allowed
\ IU JI’k.,l;\U Uff ;II (@] yiVUII ycul.
Total No. of Holldays - / Help
Total No. of Sundays: ‘ Jump to Toda
€ Annualleave =2 ye:] < ] Sick Leave
No. of Holidays No. of Sundays No. of
Start Date End Date Holldays Left Sundays Left Start Date End Date Sick Days
1 2 40 0 & 1 Tue 04 May 2021 Sun 09 May 2021 &
2 1 39 1 5 2
3 14 25 3 2 3
4 21 1 1 4
5 5
é &
7 7
8 8
9 7
10 \ / 10
1 N 1
12 Enter Start and en 12
13 ates of HOlldClys. 13
14 14
15 15
16
[
"7 Total
18
19
= Sabbatical Leave
21 Sabbatical
= Start Date End Date Days
23 1 Tue 12 Oct 2021 Thu 28 Oct 2021 17
24 2
25
Total 21 21 5 1 Total 17
Longest Period between Holidays is from: There are 52 Days until the next Planned Holiday:
16 August to 25 December; 133 days (~4.3 months) 26 December until 31 December; é days
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Cq Iendqr Each day of the year s

hyperlinked; clicking on

the link will take you to Helo"
: Calendar (2021) i that day. elp

Jump 10 loday
Sundays are Jump to Toda

January .
Mon Tue Wed Thu Fr Sat Sun / marked in bold
1 é 7
4 5 é z 8 13 14 Show / Hide Calendar Elements:
11 (12 [ 18 | 14 15 2 21
1819 20 |21 22 27 28 Feast Days: 3
25 | 26 | 2/ | 28 22
Holidays: > |
April May June Leave (Hollc!oys, Sick ek Leave: T
Mon Tue Wed Thu Fr Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu i swand Sabbaticals) and
1 2 3 4 | 1 2 5 DCLYS Off are shown Sabbaticals: !
5|6 28 2 10 1 3 4 5 & I 8 9 > with different coloured
12 (13 14|15 16 17 18 10 14 15 16 _* baekgrounds Weekly Day(s) Of: |
19 (20 | 21 | 22 23 24 25 17 21 2 2B 26 27
26 | 27 |28 | 22 30 24 28 22 30
31
Feast Days are taken from the Church of England Lectionary
July August
Mon Tue Wed Thu Fri  Sat Sun Mon Tue Wed Thu Fri  Sat Sun A Mon Tue Wed Thu Frii  Sat Sun
I 2 3 4 1 I 2 3 4 5
5 é Z 8 2 10 1 2 3 4 5 6 Z 8 6 7 8 g 10 11 12 f lid
12|13 14|15 16 17 18 > 10 1 12 13 14 15 1814 15|16 17 18 19 Summary of Holidays
19 (20 © 21 | 22 23 24 25 16 (17 18 (12 20 21 22 20 |21 [ 22 (23 24 25 26
26 | 27 28 29 30 31 23 |24 25 |28 I 28 29 27 |28 29 | 30 No. of Holidays Planned: 21 Days
2|
Holidays yet to Plan: 21 Days
November December
Mon Tue Wed Thu Frl  Sat Sun Mon Tue Wed Thu Fri  Sat Sun Longest Period between Holidays is from:
1 2 3 4 I & 6 7 1 2 3 5 16 August to 25 December: 133 days (~4.3 months)
8 2 10|11 12 13 14 6 7 8 2 10 11 12
15 |18 17 | 18 12 20 21 13 | 14 15 | 1&6 17 18 19 There are 52 Days until the next Planned Holiday:
22 23 A 25 26 27 28 20 21 22 23 24 25 26 26 December until 31 December; & days
2 |30 7 282 » 3 3 | W<
_— | \

Eestival Days are

coloured in red.

Thyme and Wellbeing (v3.2) Page 6 of 19




Planner

July August September October November December
01 Mon
02 Tue 01 Tue
03 Wed 02 Wed
04 Thu 01 Thu 03 Thue 01Thi
01 Fii 05 Fri 02 Fri o T o
02 Sat 06 Sat 03 Sat 01 Sat 0!
03 Sun 07 Sun 04 Sun 02 Sun 06
04 Mon 08 Mon 05 Mon 03 Mon 0; september 2022
05 Tue 09 Tue 06 Tue 04 Tue 08
06 Wed Wed 07 Wed 05 Wed 5 Monday Tuesday Wednesday Thursday Friday Saturday Sunday
07 Thu hu 08 Thu 06 Thu 0 1 2 | £ T
Fri Fri 9 Fri 07 Fri
at at 0 Sat 08 Sat
| 10 Sun Sun Sun 09 Sun
Mon Mon Mon Mon
Tue Tue ue Tue Proper 18 / Trinity 12
Wed Wed ed Wed
hu 8 Thu hu hu
Fri $ Fri Fri Fri 8
at at at at ¢
| 17 Sun Sun 18 Sun 4 Sun 20
Mon Mon 9 Mon Mon
Tue Tue 0 Tue 8 Tue Proper 19 / Trinity 13
0 Wed Wed ed 9 Wed 16 7 8
1 Thy Thu hu 0 Thu
22 -
23]
24
| 25] i Holy Cross Day Proper 20 / Trinity 14
o Monday Tuesday Wednesday Thursday Friday Saturday Sunday |21_ = = = £
7] (12 sep) (13 sep) (14 sep) (15 sep) (16 sep) (17 sep) (18 sep)
| 29 Morning Morning Morning Morning Morning Morning Morning
30|
B
Michael and All Angels
Evening Evening Evening Evening Evening Evening Evening
Holy Cross Day Proper 20 / Trinlty 14
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Travel and Expenses Claim

€ Expenses and Travel Claim =2 Help.

Jump to Today

Name:
Jump to Travel Clalm
Expenses Claim Jump to Travel Claim

Jump fo Expenses Claim

Costpermile: [£100 |  Unils: [mies Use Odometer: [1o |

Travel Claim
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Well-being Questionnaire

Health and Well-being Questionnaire
Tick which statements apply to you

Health and Well-being Wheel

T
T b=

Relationship Health
O I have healthy relationships with my work colleagues
™ Relationships within my family are happy and conflict-free

™ linvest time to maintain healthy and happy relationships é‘% L
O | am content with the relationships | have in my life and feel happy I I wyv E

and fulfiled
™ I never take my relationships and friendships for granted W E I I B E I N G
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Wellbeing Chart

€ Clergy Care and Well being =2 Help
Jump to Today
Well Being Tip #12:
Make time for yourself to relax. SEE AR bl =
Range:

Chart: Summary of Personal Well being

S U S P S JUUES U 0 O S SV S S SO U O U S O 3 -
S 4.-- -—I ------------- ————— = ----- -l- —————— II———I—.I— ——————————————————————————————————————————————— -
XL ll- --- ffffff - l- --ﬂ---ll l-l- —————————————————————————————————————————————— -
i ...i-... ..-.%. ...-.ai .............. -..é. ......................... -%. ........... -j. ............. ?. ................. .a; .......................... -
e e L T ;"-' bt (it Sl et ir """ T 'ir' ikl Bl it ir """ Tommmms HH _ feee=an (et Tommmms T
5 s T S T e T T E T | L e L
f\ &\ S N o @

(s} & &

& @5-“ W < W R
2022
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Shape

Leadership . Sleep

Services . Meal fimes
Pastoral . Family / Friends

Mission . Recreation

Administration . Exercise
Wider Church
Other . None of the Above
The Unexpected

Chart 1a of 2: Ministry Areas Chart 1b of 2: All Areas

¥ Leadership ¥ Ministry Areas

W Services mSleep

Pastoral Family / Friends
¥ Mission ¥ Meal times
¥ Administration ¥ Recreation
~ Wider Church " None of the Above
= Other " Exercise

S  Agropticalvewisshovn nere
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Hymns

Hymn Suggestions
based on the Lectionary

Date (2021)

03 January
10 January
17 January
24 January
31 January
07 February
14 February
21 February

28 February
07 March

14 March
21 March
28 March

Sunday in the Year

2nd Sunday of Christmas
The Baptism of Christ
2nd Sunday of Epiphany
3rd Sunday of Epiphany
4th Sunday of Epiphany
2nd Sunday before Lent
Sunday before Lent

1st Sunday of Lent

2nd Sunday of Lent

3rd Sunday of Lent

4th Sunday of Lent

5th Sunday of Lent

Palm Sundary

Easter Day

2nd Sunday of Easter
3rd Sunday of Easter

4th Sunday of Easter

5th Sunday of Easter

6th Sunday of Easter

/th Sunday of Easter

L7

Jump to this Sunday's Hymns

Website Links

Narrative Lectionary:

RCL Lectionary:

‘ Cremus Hymnal

‘ Freed From Freed To

Oremus Hymnal
Oremus Hymnal
Oremus Hymnal
Oremus Hymnal
Oremus Hymnal
Oremus Hymnal
Oremus Hymnal
Oremus Hymnal
Oremus Hymnal
Oremus Hymnal
Oremus Hymnal

QOremus Hymnal ‘\

Oremus Hymnal
Oremus Hymnal
Oremus Hymnal
Oremus Hymnal
Oremus Hymnal
Oremus Hymnal
Oremus Hymnal
Oremus Hymnal

Freed From Freed To

Freed From Freed To

Freed From Freed To

Freed From Freed To

Freed From Freed To

Freed From Freed To

Freed From Freed To

Freed From Freed To

Freed From Freed To

Freed From Freed To

Freed From Freed To

Freed From Freed To

Freed From Freed To

Freed From Freed To

Freed From Freed To

Help

Jump to Today

Word To Worship
Website
Word To Worship
Word To Worship
Word To Worship
Word To Worship
Word To Worship
Word To Worship
Word To Worship
Word To Worship
Word To Worship
Word To Worship
Word To Worship

ord To Worship
Word To Worship

Word To Worship
Word To Worship
Word To Worship
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Hymns (continued)

A Liturgical Colour Wh
indicating the colour f

ce
or

each Sunday of the Yea

(e.g. 8 May is White).
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in 2022
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Festivals

-

Thursdays
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Lectionary Readings

L] L] L] L]
e s veion tosascie
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Church

Service Planning | services

€ Sunday Service Rota Planner =2 V/ Help Jump o Today
1= 2. 3. 4,
Churches il Ministers' Name | _Inifials Types of Service | Start Month of Rota Process
1 Kirk Christ [9.30am) Joe Heaton JH [No Service) Movember 2021 1. Populate the Churches
2 | st Catherine's (8am) [CW MP) 2. Populate the Ministers (with names and their in
3 | st Catherine's (11am) [CW EP) Red Eﬂyﬁ« 7 3. Populate the Types of Service
4 | St Mary's (11am) [CWHEG) JH \ 4, Select the Start Month of the three-month Rota
5 | st Peters(3.150m) ‘ /' [BGP MP) 4 \ 5. Populate the Service Paftern for each Church
é | Churché / (BGP EP) Blue er 6. Enter the Ministers in the three-month Service R
7 | Church? / [BGP HE) \ 7. A more detailed rota (that includes hymns, rec
8 Church 8 [All Age Service) \ a) Hymns can also be entered in this detailed ro
9 Church ¢ The ministers and (Taize) Green Hwnaﬂ 8. Rotas can be printed out (nof all pages may b
10 | Church 10 their.initials / Els \
Ministers can be \
“Service Pattern for Churches: 1to 5 ?(;g\t?:ggﬁfswhgz rofa Start month qf the A dg’roiled church
Kirk C hrist St Catherine’s / Tﬁié:qﬂ\z%irﬁ'seen plaétl\&w's =1 3-month Service Rota service rota for a
(5-30am) (8am) LD Btém) AL selected month can
5. 1 Sunday (CW MP) (BGE HE) / (CW MP) (EWHE) (568 EF) be printed out.
2™ Sund [CWHG) Mo Service| / [CWHS) [All Age Service) (BGP EF)
Service Pattern. ’—my (CW MP) (BCP !ig/ [All Age Service) {CWHE) BCP U\y
SerVices el Se|eCfed 4" Sunday ({CWHG) (No Ser\r/e,l (No Service) {No Service) (Ny@ce,l ta
from the drop-down
list. 5" Sunday [CWHG) No frvice) [CWHE) [CW MP) (BGP EP) Selected Month

November 2021 ‘

Sunday Service Rota (Novey{ber 2021 to January 2022)} St. «

Sunday 3rd Sunday before Ac

Kirk L hrist S$t.Catherine's St Catherine’s St. Mary’s St.Peter’s 1 Sunday
Eake Sundoy el m) (8am) (11am) (11am) (3.15pm) 07 Nov
07 Nov ad SU;SSZHTEFOFE Red / Green JH (CW MP) {BCP HC) (CW MP) (CWHC] (BCP EP) Service [CW MP)
Ind Sunday before . (Al Age .
14 Nov Advent Red / Green N CW HC) | | {CWHC) Service) {BCP EPF) Minister
21 Nov Christ the King Red {CW MP) II {SZi’vTci-Je {CW HC) (BCP HC) Colour Red / Green
28 Mov || 1stsunday of Advent Purple (CW HC) |
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The Overview Table

€ Overview for 2021 = Help

Jump to Charis Jump fo Today

Pastoral Care [/ Visiting
Church Social Events
Baptisms

‘Weddings

Funerals

Total Hours

No. of Leave Days - Worked
No. of Weeks in Month
Average Hours per Week
No. of Excessive Hours
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The Overview Chart

Chart 3 of 5: Totals for each activity September (2021)
20.0
— [ Leadership
18.0 I Services
16.0 y [Pastoral
= Mission
140 I Administration
(%) 12.0 C—IWider Church
3 0 Other
T 10.0+
— 5% Threshold
8.0 1
6.0 1
4.0
20
0.0
&fy&
& @
& &
&5"&
¢
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The Weekly View

€ January =

lay's Sunset
04:28 PM

Jump to Today

Week Beginning: Monday 3 January

The Epiphany

Day(s) Off: | Monday

None

Pastoral Care / Visiting

Church Social Events

Baptisms

Weddings

Funerals

Thyme and Wellbeing (v3.2)

Baptism of
Christ

[l

LA G

Monthly Overview

Pastoral Care / Visiting

Church Social Events

Baptisms

Weddings

Funerals
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