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A word from your
Account Management Team...
Welcome to the Q1 2022 issue of Leadership!

2021 is in the rear view mirror! To help you look forward and tackle the New Year with gusto we’ve
packed this issue full of resources to help you explore new ventures, set and reach new goals, get and
stay organized, and avoid some pitfalls along the way!
We pop the cork on page 4 with some tips for starting a new
self-run business. Next, on page 5 we explore some common
risks that businesses may need to navigate. Page 6 looks at
strategies for setting and hitting goals for the New Year. We
examine some common at home work scams on page 8, and
then we wrap things up with some simple ways to get and
stay organized all year long on page 10.

If you need anything this year including resources on any
of the topics discussed these articles or anything else, like
helping employees return to the office, reminding employees about parenting services available through the EAP, an
introduction to the new mindfulness app available through
our web-portal please give us a call. Remember with MINES
you have access to unlimited supervisor consultations for
all sorts of things including employee issues, EAP referrals,
policy development and implementation, and more! We are
here to help. Please call us at 1-800-873-7138 anytime or
contact your account manager directly.
To your health!

– The MINES Team

MINES & Associates
10367 West Centennial Road
Littleton, Colorado 80127
800.873.7138
www.MINESandAssociates.com
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TotalWellbeing is our way of connecting the 8 core dimensions of wellness: Physical, Occupational, Intellectual, Environmental,

Financial, Social, Spiritual, and Emotional Wellness to everyday life through regular communications, educational opportunities,
and resources designed to equip individuals with helpful and practical knowledge. These tools can be used everyday to strengthen
resilience, increase wellbeing, and improve work/life balance.
MINES’ TotalWellbeing communications not only provide helpful resources, but also serve as a way to increase engagement with
the Employee Assistance Program. We encourage anyone to email us directly with questions or needs around wellness topics,
comment on our blog or social media posts to let us know their thoughts and what they’d like to see more of, and of course to let
us know if there are additional ways we can help in any way possible.

TotalWellbeing communications include:

Monthly Newsletter

Your Monthly Guide to Wellbeing
Every month MINES sends our TotalWellbeing newsletter that includes informative articles and helpful tips on a rotating wellness
topic. This newsletter acts as a hub for all TotalWellbeing communications as it always includes links to our website, online resource
library, blog, and social media streams, as well as offers a way for employees and members to get in touch directly via email.

Wellness Publications

Your Quarterly Resources

Every quarter, MINES releases two publications; BalancedLiving and Leadership. BalancedLiving is a wellness resource designed
for anyone looking to balance work, family, and personal time to enhance their wellbeing. We tackle topics like stress, nutrition,
fitness, communication, personal development, family issues, safety, and more. Leadership collects resources on leadership
specific skills and challenges including workplace policy, team building, productivity, morale, conflict management, and more to
help address issues that face leadership every day.

Website

Your Hub for All Things MINES

Our website (www.minesandassociates.com) connects all our resources and communications in one place. Access our blog,
newsletter archives, current wellness publications, social channels, service overviews, and access services by completing an online
digital intake today!

MINESBlog

Updates and Resources from the MINES Team

Our blog features wellness resources, articles on current events, insightful stories, and great wellbeing ideas to help inspire one’s
own creative mindset around wellbeing. It also offers a way for employees and members to communicate on these topics through
comments or tell us about other topics they would like to learn more about.

Social Channels

News, Updates, and Perspective

Follow our channels to get helpful updates, links, and info, or to send us messages or feedback on what you want to see more of!
Twitter: @MINES_bh
LinkedIn: www.linkedin.com/company/mines-and-associates
Facebook: @minesBH

Is there a topic you’d like to see us explore? We’d love to hear from you.

Shoot us an e-mail at communications@minesandassociates.com and let us know what you’d like to see.

www.MINESandAssociates.com | 800.873.7138

Going into Business for Yourself: Need to Know’s
You certainly need some business savvy in order to go into business for yourself. Assuming you have a good idea on how to
make money, you should develop a detailed business plan before you do anything else. Going through this process will give
you a much better idea of what you need to know about your business before you begin operations. Things to cover would
include the following:
•

Capital requirements

•

Profits and losses

•
•
•
•
•
•
•
•
•

Costs of operating

Ownership and control

Labor and employment laws
Potential liability exposure
Insurance coverage
Tax consequences

Regulatory hurdles

Administrative issues
Marketing angles

Beyond all these issues, it is also extremely important for all business owners to know that they can’t know everything. By
definition, business is always a risky venture. The best way to quantify the risk is, when appropriate, to rely on other people
for advice and consultation. Every business, for example, should have a working relationship with a lawyer, an accountant,
an insurance agent and a banker.

It likewise makes sense to delegate out certain job functions when it is either cost effective to do so (for example, payroll
services) or when it helps to spread the risk of your business enterprise (for example, subcontracting out part of a project
when someone else will assume the risk of doing a comparable job at a cheaper price). M
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Risky Business
Starting a business is always risky. In some businesses, however, the risks are particularly extreme. If you’re planning to launch
an investment firm or start a hazardous waste management company, there’s little doubt that you’ll need all the protection
you can get, including limited personal liability as well as adequate insurance. Other businesses are not so obviously riskladen, but could still land you in trouble if fate strikes you a blow.

Here are a few red flags to watch for when analyzing the risks involved in your business:
•
•
•
•
•
•
•
•

Using hazardous materials, such as dry cleaning solvents or photographic chemicals, or hazardous processes, such as
welding or operating heavy machinery
Manufacturing or selling edible goods

Building or repairing structures or vehicles
Caring for children or animals

Providing or allowing access to alcohol
Driving as the main part of the job

Allowing activities that may result in injury, such as weightlifting or skateboarding, and
Repairing or working on items of value, such as cars or antiques.

If your business will face one or more risks like those listed here, consider whether business insurance will provide adequate
protection. Some risky activities, such as job-related driving, are good candidates for insurance and don’t necessarily warrant
incorporating. But if insurance can’t cover all of the risks involved in your business, you should consider forming an LLC or a
corporation, which will protect your personal asserts from claims and judgments against your business. M
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Workplace Goals for the New Year

The new year brings hopes and dreams for the future. You’ve made your resolutions -- to lose weight, exercise, plan a dream
vacation, for example.
Don’t forget, however, that you also spend one-third of your day at work. You can improve your on-the-job enjoyment and
your productivity by making the following work resolutions.

Learn new skills

To keep your career moving forward and prevent burnout, learn some new skills. Investigate which ones you’ll need for a
promotion or for your dream job, then make sure you acquire them. Make a resolution to always be learning something new.

Keep organized

Most people don’t function well in the midst of chaos. The clutter on your desk likely distracts you and muddles your thinking.
If your office is disorganized, the time you spend getting organized will be paid back in less stress and increased productivity.
Make a resolution to spend the last 15 minutes of every day clearing your desk and getting organized for the next day.

Take daily breaks

Human beings aren’t built to sit at a desk for hours at a stretch -- that’s why the coffee break was invented. But, there are
better ways to use your breaks -- quick, simple techniques that rejuvenate the body, mind and spirit so you can return to work
refreshed and ready to accomplish great things.

The following energizing breaks take less than two minutes: Count down from 10 to one, taking a deep breath with each
number. Read affirmations, inspiring quotes or poetry. Read a couple of pages of a book. Put your hands over your eyes
and visualize a favorite vacation spot. Gaze out a window. Listen to your favorite music. Stand up and stretch your muscles.
Doodle. Drink a full glass of water. Eat a healthy snack. Take a short walk.

Structure your time

Are you wasting time taking care of things that just aren’t important? If so, you’ll be frustrated when you fritter away your
workdays doing things your boss would consider insignificant.

The solution is to block off one or two hours of quiet time each day that you spend focusing on your important tasks. Since
most people concentrate best in the morning, choose your quiet time early in the day. Then transfer your calls to your voice
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mail and put a “Do Not Disturb” sign on your door.

Make a resolution to set aside quiet time every day to work on your important projects.

Keep an accomplishment journal

Buy a separate notebook for an Accomplishment Journal. At the end of the day, write the date on a new page and write
something that you accomplished. It doesn’t have to be something major. Even little steps of progress need to be acknowledged.
For example: “I dealt with Mr. Jones, a difficult customer, in a very kind and professional way.” “I wrote two pages of a special
report.”

Writing such a journal increases your enthusiasm as you look for things to accomplish and write in your journal. Your focus
will be on what you did instead of what you didn’t do. Keeping the journal will also give you more confidence during employee
reviews or when asking for a promotion.
One last thought: When you follow through on your work resolutions and make them daily habits, you’ll experience increased
productivity, more energy and enthusiasm and the joy of accomplishment. M

Remember! With MINES EAP you and your household members have
access to professional wellness coaching that can help you tackle tough
workplace related goals as well as other work/life balance or wellness
related goals you may be working on this year.
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Work at Home Scams

While you may find “work at home” ads appealing, especially if you can’t work outside your home, proceed with caution. Not
all work-at-home opportunities deliver on their promises.

Many ads omit the fact that you may have to work many hours without pay. Or they don’t disclose all the costs you will have to
pay. Countless work-at-home schemes require you to spend your own money to place newspaper ads; make photocopies; or
buy the envelopes, paper, stamps, and other supplies or equipment you need to do the job. The companies sponsoring the ads
also may demand that you pay for instructions or “tutorial” software. Consumers deceived by these ads have lost thousands
of dollars, in addition to their time and energy.

Classic Work-at-Home Schemes

Several types of offers are classic work-at-home schemes:

Medical billing

Ads for pre-packaged businesses - known as billing centers - are in newspapers, on television and on the Internet. The
promoter may tell you that many doctors who process claims electronically want to “outsource” or contract out their billing
services to save money. Promoters will promise that you can earn a substantial income working full or part time, providing
services like billing, accounts receivable, electronic insurance claim processing and practice management to doctors and
dentists. The reality: you will have to sell. These promoters rarely provide experienced sales staff or contacts within the
medical community.

Few consumers who purchase a medical billing business opportunity are able to find clients, start a business and generate
revenues - let alone recover their investment and earn a substantial income. Competition in the medical billing market is
fierce and revolves around a number of large and well-established firms.

Envelope stuffing

Promoters usually advertise that, for a “small” fee, they will tell you how to earn money stuffing envelopes at home. Later when it’s too late - you find out that the promoter never had any employment to offer. Instead, for your fee, you’re likely to
get a letter telling you to place the same “envelope-stuffing” ad in newspapers or magazines, or to send the ad to friends and
relatives.

Assembly or Craft Work

These programs often require you to invest hundreds of dollars in equipment or supplies. But after you’ve purchased the
supplies or equipment and performed the work, fraudulent operators don’t pay you.

Questions to Ask
8
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Legitimate work-at-home program sponsors should tell you - in writing - what’s involved in the program they are selling.
Here are some questions you might ask a promoter:
•

What tasks will I have to perform? (Ask the program sponsor to list every step of the job.)

•

When will I get my first paycheck?

•
•
•

Will I be paid a salary or will my pay be based on commission?
Who will pay me?

What is the total cost of the work-at-home program, including supplies, equipment and membership fees? What will I
get for my money?

You also might want to check out the company with your local consumer protection agency, state Attorney General and the
Better Business Bureau, not only where the company is located, but also where you live.

Where to Complain

If you have spent money and time on a work-at-home program and now believe the program may not be legitimate, contact
the company and ask for a refund. Let company representatives know that you plan to notify officials about your experience.
If you can’t resolve the dispute with the company, file a complaint with:
•
•
•
•
•
•

The Federal Trade Commission Consumer Response Center toll-free at 1-877-FTC-HELP (382-4357)or fill out the Federal
Trade Commission Consumer Complaint Form online
The Attorney General’s office in your state or the state where the company is located
Your local consumer protection offices
Your local Better Business Bureau

Your local postmaster (the U.S. Postal Service investigates fraudulent mail practices)
The advertising manager of the publication that ran the ad

M

Q1 2022 LEADERSHIP 9

Simple Steps for Getting and Staying Organized

Your ability to accomplish any task or reach any desired goal is directly related to your ability to find the right thing at the
right time.

To determine your level of organization, Barbara Hemphill, CEO of Hemphill Productivity Institute in Raleigh, N.C., and author
of “The Paper Tiger at Work,” recommends you ask yourself these questions:
•
•
•

Can I find what I need?
Does my office work?

Does it work for other people on my staff?

“If the answer to any of these questions is no, your lack of organization is costing you time, productivity and money,” says Ms.
Hemphill. She offers the following suggestions on how to get and stay organized.

Make decisions

Recognize that clutter indicates postponed decisions. Desks and filing cabinets become inundated with paper -- and
computers with files -- because we don’t make decisions. In reality, you have only three choices.
“I call it The FAT System: File, Act or Toss. File means ‘I don’t know if I’ll ever need it, but I don’t have the nerve to throw it
out!’ Act means ‘The ball is in my court to do it or delegate it.’ And Toss speaks for itself,” says Ms. Hemphill.

Toss it

Practice the art of waste-basketry on an ongoing basis and encourage others to do the same.

According to Ms. Hemphill, research shows that people never use 80 percent of what they keep. But how do you decide what
you really need?
For each piece of information, whether paper or electronic, ask these questions:
•

Does this require action?

•

Is it recent enough to be useful?

•
•

Does it exist elsewhere?

Would it be difficult to get again?

If the answers are “No,” toss it.
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Keep contacts
Implement a fail-safe system for contact information. Many of the pieces of paper that clutter up your desk are deemed
valuable because of a name, address or phone number. Choose a system for tracking this information and use it consistently.

Find it

Turn your filing system into a “Finding System.” If your filing system isn’t working, ignore it and start over.

Clean out your most accessible file space, and put unused files into less accessible space if you’re not comfortable tossing
them. Begin your new system and as you need information from the old files, incorporate it into the new system.
“The key to the continuing success of your filing system is a File Index -- a list of your file titles,” says Ms. Hemphill. “You can
create a File Index with a word-processing or spreadsheet program.”

On the road

Manage your paper on the road as well as you do in the office. Turn your briefcase into a “mini office.” Carry file folders
labeled by specific action.
“Act,” for example, is for papers you’ll work on while you travel. A “Call” file makes it easy for you to spend the 15 minutes
before a flight to make one or two quick calls.
“Discuss with your assistant” contains papers to be handled when you return.

“Be sure to include ‘File’ -- with a copy of your File Index. As you collect papers along the way that you want to file, check the
File Index for the keyword or number and write it in the upper-right-hand corner of the paper,” says Ms. Hemphill. “When
you return, filing will be easy.” M
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A note to Supervisors...
From time to time, situations arise when a supervisor is not sure how to respond to a particular behavior.
The Employee Assistance Program is available on a 24/7 basis for consultation on issues such as: referring
an employee to the EAP, how best to respond to and manage difficult behavior in the workplace, and
whether training or some other form of group intervention (such as an organizational intervention or a conflict
resolution) may be helpful for a particular situation. The EAP can serve as an ally to anyone who is working
with a troubled employee.

•

24/7 supervisor consultation regarding problems

•

Assessment of behavioral risk on the job

•
•
•
•
•
•

in the workplace

Return-to-Duty conferences

Advisory services in writing, revising, and
implementing policies

Supervisor and Manager training

Unlimited formal Work Performance Referrals

Coaching for management and leadership skills

Conflict resolution for supervisor-employee problems

MINES believes that employees are an organization’s most valuable resource.
Your EAP is always available to provide you and your employees with support.

The MINES Team

Questions? Reach us at 800.873.7138 | www.MINESandAssociates.com

