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Hey, everyone, welcome to another episode of legendary leaders. We're going to talk
about my favorite topic. It is communication. Imagine that, right? If I don't talk to you
about communication in some capacity at least once a week, you know that something is
probably wrong with me. So I want to talk about communication. And I want to talk about
very specifically, setting communication hours for your team. I saw this headline in
Harvard Business Review, I didn't read it necessarily because I saw the headline and I
thought, I thought, ah, I want to talk to all of you about this, but I want to talk about it
from my lens. So I purposely actually didn't read it, because I want to share my
perspective and then I'll go back later and read it and see if my perspective aligned with
theirs. But it was just a headline that said said set clear communication hours for your
team. And I loved it because I absolutely agree with that. You know, if we're talking about
creating our own legendary life, right, well, when we think First art took our first job and
try it out again, when we first took our first job, we envisioned a life that we were going to
create in that first job. And then when we took the promotion or the next job we
envisioned another life and so on and so forth. Everything that we do, as it relates to our
career or business, we do it with the idea that we're going to have a certain lifestyle, we're
going to be able to enjoy certain things as a result of taking that step in our career. Well,
everyone does it. And so people that are working for you have their own vision of their
legendary life. Whether they call it that or not, it doesn't matter. They have their own
vision for it. And so what we need to do as leaders is empower them to put guard rails
around work to guard rails around all the priorities that are hitting them every day
because you and I both know that whenever you started working, you know as a as an
employee, maybe even an hourly employee, usually In those instances, you have work that
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you do while you're on the clock. But that work stops when you clock out and you go off
and you're done. You're not worrying about it, you're not stressing over it. There's not
decisions that have to be made. You simply go in and you're an execute, you do the
function that you've been assigned to do. But as you can continue to progress and move
up in responsibility and authority, those responsibilities and authority that authority
carries forward well after 5pm. Right. And so what happens is that we start to feel
obligated to answer that email eight o'clock, or we will obligated to send that email at
11pm. When we think about it, or whatever it is, or even worse, we send the text message
or the slack or you know, whatever direct message, we send an immediate something
because it gets off of our minds. And now we've put it back into the plate of someone else
so we feel better, but now we've just ruined it. They're evening or you know, they're they're
ready to go to bed. Now they're up thinking or worrying about what you send to them or
whatever it is. And we don't need to do that. We need to protect our team and allow them
to have the life that they want to create. And we have to understand that just because
we're in a leadership position, that yes, we accept responsibility. And yes, we accept all
the authority that comes with it. But we all deserve a good life. We deserve it. And so will
they be fires in the business? Absolutely, there will always be fires. But just because there's
a fire doesn't mean that every single night, I should be checking my email eight o'clock, or,
you know, sending urgent emails out at 11pm so that they'll see it and react to it first thing
in the morning, and when I say they, I'm talking about my team, right. I need to set
communication hours for my team so that they can clearly walk away. We've talked a lot
about working remote lately. ton because we've been doing it for months now much
longer than I think all of us ever expected to. And so because we're always right beside
our computer or phone, and there's really nowhere else for us to go, some people think
that, Oh, well, I'll just keep working, you know, or, Hey, I'll just keep asking them to work if
they're, if I'm working, they can be working. And the reality of it is, if you are driven as the
business leader, to work 12 hour days, you get to actively make that decision, because you
are very much in control of your schedule to a large degree. But those that report to you
are at the mercy of you and your schedule and your ideas, and the routines that you
create. They just are. And so if you're not leading by example, to establish communication,
expectations, then you need to set clear hours of communication for your team so that no
one expects to have an origin answer unless it's urgent. If it's a fire right before fires, like
we've talked about in other episodes, the fine the fires, explain what those are. But
everything else can stay within that communication timeframe. Maybe it's 8am to 5pm, I
don't know. Or maybe it's 9am to 6pm. You decide. You decide whatever those hours are.
But standard business communication has to happen within those hours. And outside of
that, no one expects communication to happen. Now, if you want to catch up on your
emails, if you want to send stuff, that's your, that's your prerogative, you can decide to do
that. Right. That's something that I would encourage you to establish with your team. But
having the expectation, the communication should be happening at all hours, because
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you're at home and there's nowhere else for you to go and your computer's right there. So
get to work. It's disrespectful, right? And everyone needs downtime. Everyone needs to
have a mental break. And we cannot encroach upon that. We as leaders have to be the
role model. And if you can't be the role model right now and you're working on it, but you
can't be there. The next best thing or the equal thing that you need to do is also set
communication hours for your team. So they know very clearly when you expect them to
email, respond, react, whatever, and also define examples of fires. So you, you know that
you've taught them when they should respond outside of this. If you send an email that
starts with, you know, the subject line starts with urgent, that is their signal that they must
respond because it truly is urgent. Or maybe you set the communication like I do, where if
you're calling me outside of standard hours, it's urgent, it's important, I know I'm going to
answer the phone because you wouldn't call me otherwise. Okay? So a phone call says it's
urgent answer the phone, Katrina, something's going on and I need to communicate it
with you now. So set those expectations but please set hours for your team. Definitely tell
them when a communication timeframe has to exist. And and then follow the email
etiquette. Excellent. If you've established sundown rule, right, and most respond to an
email before close of business, and you've defined close of business for communication
purposes, as 5pm or 6pm, whatever it is, now they know that the boundaries of stay within
both to perform and communicate effectively, but also when they are allowed to have
downtime, and they don't have to be on point. Okay, that also saves them from checking
their email all the time. Think about that. If I have my phone, and it's laying on the table in
the living room, but I don't have it close to me now I'm not tempted to check it. Because I
know that if it's urgent and something crazy is happening, you're going to call me and I'm
going to hear the phone ringing. So now I don't feel the obligation to go check my email
every 10 minutes. So now you can truly have some downtime. And that's what you're
striving for, both for yourself and for your team. So, communication hours, what does that
look like set them try to practice it, build the routine around You can do this. empower
your team to take the mental breaks they need so they can come back the next day and
problem solve and be fully rested and feel fulfilled. And they can give you even more in
your company or your business. Because they want to, and they're energized by it. That's
exactly where you want them to be. All right, how can you apply that? Go and be
legendary.
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