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A word from your
Account Management Team...
Welcome to the Q3 2021 issue of Leadership!

Believe it or not, 2021 is already half over! As we head into
Q3 it will be important to stay the course and start off the second half of the year strong. To help you do just that, we have
selected articles to that should boost refresh your time management and planning skills, stay healthy, and learn some tips
for expecting parents and even help new employees succeed.

To get started, page 4 talks about some practical time management tips while page 5 looks at some of the ways planning can make life easier. Next on page 6, we look at ways
to protect your eyes during long or frequent computer
sessions. Page 8 talks about the hurdles of working while
pregnant and offers some advice to make navigating this
complex time a little easier. Finally, page 8 wraps things up
with some success tips for new employees that mangers can
share with new hires or maybe can even find a little wisdom
in themselves.
If you need resources 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, or anything else,
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

Time Management Tips
Managing your time involves being able to handle two very distinct elements of your work day: the long-term work goals and
the daily responsibilities that lead to the success of the big-picture projects.

Big-Picture Management
•

Evaluate your goals

•

Delegate responsibilities whenever possible

•
•
•

Develop long-term and short-term goals that will help you reach those goals
List your objectives by yearly, monthly, and weekly needs
Develop and maintain a support network

Make a list of daily priorities that you plan to accomplish:
•

Don’t include tasks that aren’t necessary to the success of your goals

•

Only take on one job at a time

•
•
•
•
•
•
•
•
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Do your most difficult tasks when your energy levels are at their peak
Tackle big jobs by dividing them up into smaller parts

Look for ways to improve the efficiency of your daily role

Set aside time every day to answer your communications
Learn to say “no” when you can

Reduce clutter around your workspace
Use calendars to track your success

Recognize the difference between doing the job right and perfection
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Why Plan?
When moving towards a goal, planning is crucial. By creating a plan, we can predict possible roadblocks and create positive
solutions that will prepare us to deal with the issue and continue to move forward. When we don’t take time to plan, problems
can arise that could then create a delay or completely derail achieving the original goal. Following the guidelines below will
help you prepare an effective plan and ensure success:

•
•
•
•
•

Time is precious. Consider this when you don’t feel like planning a project: Fifteen minutes of planning can save you
hours of time if the project goes awry.
When we plan, we consider both the expected and the unexpected, and are prepared for both.

In your plan, try to include a timetable for accomplishment. This can be a great motivating tool, and can also help you
measure progress and success. The timetable creates a pathway so people can better stay on track with their time
and efforts.
A plan can help you look at the big picture so you don’t get weighed down with the small stuff. Sometimes the little
bumps can take us off track. A plan can help you and others see what’s really important.

Lastly, a plan can help you develop a vision of the future. By plotting out steps, you can better judge what is working
and what isn’t working, and what is time-consuming and what saves time. Through this, planning can help generate
new ideas and ways of doing things. M
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Preventing Eye Strain at the Computer

If you spend hours each day working at a computer screen or other devices with screens, you may suffer from symptoms of
eye strain. Eye strain is a common problem, but you can take steps to reduce your discomfort.

What is eye strain?

Eye strain is a set of symptoms caused by overworked eyes. The most common symptoms of eye strain include:
•

Red, watery, irritated eyes

•

Muscle spasms of the eye or eyelid

•
•
•

Tired, aching, or heavy eyelids

Blurred vision or double vision
Headaches

Adjusting your computer workstation
You can make changes to your computer screen to help reduce your eye discomfort and fatigue.
Position your workstation to reduce strain. Make sure to:
•

Place the screen straight in front of you, not off to the side.

•

Use a document holder to keep reference material at the same height and distance from you as the computer screen.
This prevents the need to change eye focus when looking from one to the other.

•

Position the screen about 4 to 5 inches below eye level (as measured from the center of the screen) and 20 to 28
inches from the eyes.

Reduce screen glare with these steps:
•
•
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•

Place the screen at a right angle to any windows.

Tilt the screen angle to reduce reflections from overhead lights or desk lamps.
Use drapes, shades, or blinds to control window lighting and glare.
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•

Keep the screen brightness the same or brighter than other bright objects in the room.

•

Use a 3-sided computer hood if glare continues to be a problem.

•
•
•
•

Set your computer to show black characters on a white background.

Use a screen filter that reduces glare to enhance screen contrast and make characters easier to read.
Keep the screen clean and dust-free. Wipe it often with an anti-static cloth.
Keep the screen in focus.

Other tips:
•
•

Use artificial tear or lubricating eye drops as needed to ease dryness and irritation.

Give your eyes rest breaks from the computer screen. Every 15 minutes, look up and focus on a distant object for
about 2 minutes.

Getting prescription lenses for computer use

One of the easiest ways to prevent eye strain is to see a vision specialist. You may need prescription eyeglasses for computer
use. Prescription lenses correct vision problems and can increase your comfort while at the computer. The type of lenses that
work best for you will depend on your needs. Choices include:
•

Single-vision lenses. These lenses are used just for computer work. You would remove the eyeglasses when not on
the computer.

•

Progressive lenses. This is another type of lens with multiple-use correction. A progressive lens may have a large
middle section for computer use.

•

Bifocal lenses. These are lenses with different correction on the top and bottom. You can have the top of the lens for
computer use and the bottom for close-up reading. Or, you can have the top for distance vision and the bottom for
computer use.

Talk with your eye healthcare provider about your daily computer use and vision needs to find which type of lens will work
best for you. M
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Pregnancy and Work

The decision to work outside the home during pregnancy is best made with advice from your health care provider. Most
women with healthy pregnancies are able to continue to work until delivery. When discussing your options, your provider
will talk with you about your responsibilities at work, your health history and your workplace environment.

If you do heavy lifting

If your job requires heavy lifting, prolonged periods of standing and frequent stair climbing, your provider may suggest
talking with your employer about temporary changes that are better for you and your baby. If you work long hours and
experience excessive stress, you may consider reducing your work schedule or sharing work duties with another employee.

The biggest concern of heavy physical demands or undue stress is the risk of premature birth. When a baby is born before 34
weeks and weighs less than five pounds, chances increase for permanent problems, such as respiratory difficulties, blindness,
learning disabilities and even death. Some research has shown that these babies are more likely to be obese and develop
diabetes or heart disease as adults.
Unless you are already at risk for premature labor, work and stress are not likely to be a problem. There is still medical
uncertainty about this, however, so discuss the issue with your health care provider.
Falls can be a problem for some pregnant women who do heavy work. Dizziness, fatigue and nausea in the first trimester
can increase your risk of falling. Later in pregnancy, your balance can be thrown off by the extra weight of pregnancy as well
as by your changing body shape.

Medical reasons for not working

If your body is showing signs of early labor, such as early dilating, your doctor may require you to stop work. Other medical
reasons for stopping work are high blood pressure, diabetes and previous pre-term delivery.

If you work with chemicals

If you work in an environment where you are exposed to toxic chemicals or radiation during your pregnancy, you can harm
the developing baby. Exposure can happen when you inhale, swallow or have skin contact with a toxic substance. Some
chemicals can circulate through your blood and pass into the placenta. If a chemical is in a sealed container, there is no
exposure. Radiation can pass directly through your body to your baby.

Your employer should have information on the toxicity of these substances. You can also call your local poison control center
with the names of the chemicals to check for any risks to pregnant women. Every hazardous substance should have a Material
Safety Data Sheet (MSDS) from the manufacturer available at the worksite. An MSDS is a document that contains information
on the potential health effects of exposure and how to work safely with the chemical product. Users should know they
have the right to get this information in order to learn if they are working with hazardous substances. State public health
departments have environmental health personnel who can also advise users; unions also should have this information.

Birth defects from harmful solvents can occur early in pregnancy -- sometimes as little as two weeks after your missed
period. If you are planning a pregnancy, think ahead and learn about any harmful effects of substances in your work area.

8
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About the Medical Leave Act
If your doctor ultimately requires you to stop work during your pregnancy, you may, under the U.S. Family Medical Leave Act,
be eligible for 12 weeks of unpaid leave with a guarantee that you will not lose your job. To be eligible, you and your employer
must meet certain requirements. If you are planning a 12-week leave after your baby is born under the U.S. Family Medical
Leave Act, time off before delivery will count as part of your 12 weeks unless your employer offers another maternity leave
program.
If you continue to work while you are pregnant, talk with your doctor about any difficulties you have at work that affect your
pregnancy.

“Reduce stresses if you can. Research has shown that excessive stress
has negative effects on pregnancy, including premature delivery and
an increased risk for childhood asthma.”

Talk with your doctor
When you discover you are pregnant, talk with your doctor about your health history to determine your risk for complications
from working. Learn whether any harmful substances in your workplace could pose a danger to you or your unborn child.
Determine your needs and talk with your employer about options for working at home or creating a flexible schedule. Know
your rights under the U.S. Family Medical Leave Act. Most women work throughout their pregnancy with no complications.

Self-care Steps for Pregnancy and Work
•

Avoid heavy lifting and prolonged standing. If you must stand, ask for a stool to sit on while you work. Remind your
employer that your request to sit is temporary and a healthy alternative for you and your baby.

•

Rest, if possible. Take short breaks during the day. Go for a walk, or find a quite place to sit.

•
•

Eat throughout the day, if you are nauseated. Keep healthy snacks near your workstation. Don’t forget to drink water.
If you skip a meal because you are too busy, your baby skips that meal, too.
Reduce stresses if you can. Research has shown that excessive stress has negative effects on pregnancy, including
premature delivery and an increased risk for childhood asthma. M
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Success Tips for New Employees

You’ve just been hired or transferred to a new department. You’re excited, apprehensive, and a bit overwhelmed. Here’s how
you can make your transition easier and less stressful, so you can enjoy your new coworkers and be successful in your new
job.

Understand the big picture

Understand the purpose of your job in helping carry out your company’s mission. Visualize a jigsaw puzzle with you as the
one missing piece that will make the picture complete. This will make your job more meaningful, even if it’s limited in scope.

Dress appropriately

At your interview, ask about the appropriate dress. Make sure your clothes are neat, clean and pleasant for others to look
at. Even if your company has a casual dress code, the more professional you look, the more respect you’ll get from your
supervisors.

Get to work early

Arrive at work at least 10 minutes early. Use that extra time to relax and prepare for the day. This will help you appear more
organized and confident.

Take notes

Take notes or tape-record your training sessions. You may think you’ll remember everything, but it’s better to have notes to
refer to so you don’t have to depend on memory.

Ask questions

Don’t assume anything. Repeat important instructions by saying, “What I understand you’re saying is --. Is that right?” Always
ask someone if you’re not sure how to perform a task.

Be patient

Everything is new for you -- new people, new tasks, a new environment. Don’t get down on yourself for not learning everything
the first week. Instead, notice how you’re improving.
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Ask for help
No one expects you to be up to speed on everything your job entails right away. If there’s a deadline, and it’s obvious you
won’t be able to meet it, ask for help.

Be helpful

Offer to help your coworkers whenever you can. This will create a supportive relationship with colleagues. Sometimes there
may be a need for employees to stay late. If you volunteer, you’ll be looked on as a team player.

Keep your desk organized

You may know where everything is even though your desk looks like a tornado just hit it, but you’ll appear disorganized to
others. So take a few minutes at the end of the morning and at the end of the day to organize your work area.

Ask for feedback

Check with your supervisor after the first week on the job to ask how you’re doing. Then continue asking for feedback once
a month.
Some questions you might ask include: Is there anything I can improve on? Am I working fast enough? Am I accurate enough?
How can I add to my knowledge or skills? How can I make things easier for my coworkers?

Be friendly

People are wary of others until trust is built. Since you’re the new kid on the block, your coworkers will be sizing you up to
see if you’re a positive addition to the department or team.

Finding things in common with your new coworkers will create a bond of friendship. A one-on-one lunch with a different
coworker each week will give you an opportunity to ask about his or her personal interests and share yours.

Show appreciation

Everybody craves appreciation. Be sure to thank your boss and the coworkers who are helping you learn your job.

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

