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A word from your
Account Management Team...
Welcome to the 4th Quarter 2022 issue of Leadership!

Quarter 4 is already here whether we are ready or not.
This time of year is always busy as we tie up the current
year and prepare for the next. But don’t worry, we’re
here to help! We’ve packed this issue with resources to
help you make the most of your time, including your
breaks, communicate with your teams, rate performance,
and even support the new mothers in your organization!
Starting on page 4 we cover tips for time management
before talking about more effective team communication on
page 5. Next, page 6 offers help on creating a well-rounded
lactation support program. Page 8 talks about using your
breaks to be more productive, and finally, page 10 covers the
important manager skill of creating a performance review.

As always, if you need anything this year including resources
on any of the topics discussed in these articles or anything
else like helping employees return to the office, reminding
employees about parenting services available through
the EAP, or 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

Tips for More Effective Time Management
When daily tasks build up and you feel overwhelmed, it’s difficult to know where to begin. To make things more complicated,
you may find yourself easily distracted by activities that are more fun or help you avoid doing what must be done. You may
also be struggling to focus on completing one task at a time, instead trying to accomplish too much all at once, which can
prevent you from succeeding.
There are many fast and easy ways to help you reorganize, prioritize, and start being productive. If you incorporate even a
few of the recommendations below into your attempts to better manage your time, you’ll start creating small successes that
lead to big changes and even more time to spend on the things you enjoy most!

For better time management:

1. Create a list of priorities on a daily, weekly, and/or monthly basis.

2. Be sure your list is organized so that the most important and time pressing items will be completed first. For example,
before you decide to do a task, think to yourself, “What should I be doing right now?” Let that thought be your guide as
you look for which task to do next.

3. If you’re having trouble getting started, pick an easy task and when you’re done, check it off your list. After one or two
of these, you will begin to feel the accomplishment that comes with completing a task and will have the motivation to
approach the more difficult items.
4. Arrange your work day so that you can keep interruptions to a minimum. Try to turn on your voicemail at certain times
to avoid getting off task.
5. Schedule a specific time to check and reply to emails to avoid frequent interruptions.

6. Set deadlines and create a daily/hourly workflow schedule to ensure your task will be completed before that deadline.

7. Be realistic about your daily energy patterns. Complete important tasks when your energy is at its peak, and then save
more routine tasks for when your energy is lower.

Factors that can hinder productivity:

1. Don’t be too much of a perfectionist as you move through tasks. Focus on getting the task done, rather than always getting
it done perfectly.
2. Don’t take on everything yourself; delegate duties to appropriate coworkers or people in your life, when possible.
3. Don’t get off track. Learn to say “no” instead of sacrificing valuable time.

4. Don’t spend too much time on minor decisions. Save knit-picking for bigger things.

5. Don’t burn yourself out. Take breaks and go for a quick walk, talk to a friend, eat a nice lunch, etc. Giving your brain a rest
and rejuvenating your body will make you more productive in the long run.
Try out the tips and see which ones help you most. Do you recognize any that have helped before? Mix/match or add your
own; either way, it’s time to increase your productivity, knock items off your to-do list, and let go of unnecessary stress. M
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Keeping Your Employees Informed on Key Issues
Communication is a key element to successful organizations. By continuously updating your employees about the status of
the organization, you provide them a sense of community and trust among and between all levels of staff.

Communicating About Other Departments

Employees may have questions about how other departments affect their work, and how their work affects other departments.
In order to keep a positive work atmosphere that promotes healthy communication, arrange meetings between groups and
departments.

Communicating About Customers

Have employees ask customers for written and oral feedback. Share these comments and suggestions at staff meetings.
Communicating With Workers About the Company’s Financial Status

Share with employees as much as you can, explaining how each team has affected the company’s financial picture. Supervisors
can use sales or supply expense reports to demonstrate how much each team has contributed.

Communicating About Outside Competition

Use outside, competing companies to inspire a competitive edge to your workforce. Examining competing products during
meetings is a great way to discuss the competition your company is up against, and generate ideas to help set your company
apart from the competition. Mutual vendors and distributors can also give supervisors insight into how your company and
outside companies are viewed in your market.

Communicating About Job Performance

Tell your employees daily about job performance. Clearly defining goals and reminding employees of these goals is crucial to
company success and allows employees to critique their own performance. M

Remember: Communication from leadership, as well as interpersonal
and employee communication, are all things MINES can help with.
Management consultations and organizational trainings are available
among other powerful HR and management tools.
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9 Tips for Managers for Creating a Well-Rounded
Lactation Support Program

With August being National Breastfeeding Awareness Month, it is timely to celebrate all new families who go above and beyond
with feeding their babies in these challenging times. No matter the type of milk we choose for our newborns, it is not always easy.
Recent months have also proven that infant feeding is not immune to supply chain and other economic challenges. Not having the
food for our babies readily available is a daunting and unnerving experience.
With that in mind, feeding babies breast milk would seem like the logical and best thing to do. One would think there are no
supply shortages or geopolitical events that could disrupt the process. Breastfeeding, however, comes with its own challenges and
obstacles. Breastfeeding is defined as the process of feeding a baby breast milk, direct or via a device. It is the process of delivering
breast milk from the lactating parent to the baby. Breastfeeding is known to bring along a number of health benefits for both
parents and infants. World Health Organization recommends breastfeeding a baby exclusively for 6 months and then along with
complementary solid foods till 2 years of age.

Until recently, the American Academy of Pediatrics recommendation was exclusive breastfeeding for the first 6 months of a baby’s
life and then along with solids till their first birthday. While having recently updated its guidelines and now acknowledging that
there are continued benefits from breastfeeding for up to 2 years, AAP also recognizes that not everyone can breastfeed for that
long for various reasons, including “workplace barriers.”
“Families deserve nonjudgmental support, information, and help to guide them in feeding their infant.” AAP recognizes that having
policies that protect breastfeeding, providing a clean, private space for expressing milk, having a good break time system in place
and available lactation support are all essential ways an organization can support families in sustaining breastfeeding. Creating a
wellness-centered corporate breastfeeding support program for employees does not require major investment, but does deliver a
considerable reduction in the cost of health care and turnover rates for the company. It also serves as an attractive incentive in the
talent acquisition process. There are several aspects that a well-rounded lactation support program encompasses and if you are
just getting started or thinking of revamping the support system currently in place, below are some helpful tips:

Tip #1: Call on your company’s health insurance provider

Check with your insurance provider for lactation services coverage. Depending on what this coverage is, an organization can build
a lactation support program on it and appreciably develop it. Among other services, most insurance companies now fully cover or
partially subsidize a breast pump purchase, which is a huge added benefit for families returning to work after childbirth.

Tip #2: Get your company EAP to work

Check with your EAP (Employee Assistance Program) for lactation support and services. While most EAP companies are focused
on providing emotional and psychological support, there are some industry innovators who recognize the vital role breastfeeding
wellbeing plays in employee’s job performance.

Inquire with your EAP. This is how change is initiated. (Note: MINES EAP offers employees and members parental coaching services
and breastfeeding consultation support as a standard part of the core EAP features.)

Tip #3: Perform company policy inventory

Review existing company policies to see what is currently in place for lactation support. It is legally required that an organization
provides a minimum of reasonable break time for employees to express breast milk and a shielded private place other than a
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bathroom to do so. What is your company’s approach to meeting these legal requirements? What is currently in place at the HQ
and field offices? Is there a thorough understanding within the company leadership team of what these legal requirements mean
and how to act on them?

Tip #4: Mind new families

Try to understand where new parents are coming from in their needs. The milk-making process is strongly conditioned by the
mental and emotional state of a lactating parent. Environment and setting play a big role in how much time away from their desk
the new parent will spend. A stress-free supportive environment and comfort measures that promote relaxation and care-free
pumping will increase productivity and morale.

Tip #5: It’s field trip time!

Go on a field trip and gather information from employees on what policies and provisions are in place to support new families.
Then compare your findings with #3. There is a high chance these two may differ. If that’s the case, here is the next tip for you.

Tip #6: Loop them in

Oftentimes employees are not aware of all the benefits provided by the company. It makes sense to review organizational policies
and procedures periodically and disseminate information throughout the organization. Is there a well-constructed welcome
back kit that goes to every new family informing them about the benefits and services available? Are there timely updates to the
employee handbook outlining options and offerings? Is feedback from employees routinely collected and reviewed?

Tip #7: Be the industry leader, the trendsetter, and the front runner

Providing support to new families goes long way in creating a loyal, productive, and satisfied team. There are many ways to show
that the organization cares. Some are standard, and some are outside-of-the-box solutions. As families are warming up to their
new social roles as parents, ensure their return to work is seamless and timely by providing covered lactation services, breast milk
shipping, on-site daycare, welcome back care boxes, on-site breastfeeding education and support, flexible schedules, and a way to
connect with other new families within the organization – to name a few.

Tip #8: Implement, listen, tweak

End-users of the program should have a say. Listen to what the ask is and deliver accordingly. There is no point in creating a
program that no one will ever use. There is also no point in excessive spending on bells and whistles that won’t be utilized. Have an
easy process of feedback collection and review in place. Ask often, and tweak accordingly.

Tip #9: Reap the benefits of your excellent work and enjoy the ROI

As employers are continuing to figure out what their company profile is going to be in these post-pandemic times and adjusting to
the hybrid work environment, whether you bring employees back to the office or allow flexibility, companies caring for the families
and wellness of their employees will gain competitive advantage.

These organizations will create a positive public image for the company and enjoy reduced cost of health care, lower rates of
absenteeism, improved retention rates, loyalty, morale, and job satisfaction, and will have no difficulty in attracting top talent. M
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Downtime: Make the Most of Your Breaks

You’re rushed. You’re overbooked. You’re going at top speed. Yet the more you do, the less you seem to get done. But there’s
a way to stop this stressful cycle.
“Pull the plug and give yourself some downtime,” suggests Maryann Troiani, Psy.D., a psychologist in Barrington, Ill., and coauthor of “Spontaneous Optimism: Proven Strategies for Health, Prosperity and Happiness.” “Everybody needs some time
just for themselves, to refresh and recharge both mentally and physically. When you come back after a break, you feel better
and you work better, too.”

Dr. Troiani defines downtime as a “break from the gottas -- as in I gotta do this and I gotta do that.” It’s unstructured and
usually unplanned time when you do something you really want to do -- or, even better, nothing at all. She prescribes at least
one hour of downtime two or three times per week.
Most Americans don’t get even this small amount of time to themselves. “Even when you’re alone, there are too many ways
the world can intrude on you and vice versa -- cell phones, e-mail, voice mail. All those distractions dilute your creativity and
energy,” she says.
People also become experts at multitasking. Juggling family, career and other demands leaves little time for oneself.

Those lucky enough to have leisure time often believe they have to fill it with hobbies or errands. “But that’s not downtime,”
says Dr. Troiani.

By the same token, you’re missing the point if you obsessively schedule periods of downtime at the same time each week,
whether you’re in the mood or not.
Instead, just go with the flow. Give in to that urge to take a walk or to pick up that book you’ve been wanting to read. Pour a
cup of tea and stop to watch the sunset.

Find the time

“Don’t think of downtime as goofing off,” says Dr. Troiani. “It’s an investment that helps you get control of your life -particularly of the stress and tension. It calms down your body and makes your mind more focused so you can deal with
things more effectively.”
Even when you give yourself permission, though, it can still be hard to spot opportunities to take a break -- at least at first.
The following suggestions can help you find more time for yourself:
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•

Cut the cords. Don’t feel you have to respond to every signal from the outside world. Turn off your computer and leave
the cell phone behind.

•

Play hooky. Look over your daily routine to see what’s truly important and where you might cut yourself some slack. Can
you miss that meeting or put off that trip to the store?

•

•
•
•
•

Say no to “emotional vampires.” “People who use you as a sounding board for whining and complaints can drain away a
lot of your time and energy,” says Dr. Troiani. If someone is constantly coming to you with gripes, set boundaries. Tell the
person you have only five minutes, then use the time to focus on solutions.

Brown-bag it. Instead of fighting the crowds at the cafeteria, bring lunch from home and find a quiet, pleasant place to
enjoy it. Use the extra time to take a walk.

Seize the moment. The best downtime opportunities are often unplanned. Open your mind to what’s happening around
you and be willing to respond.
Free your mind. Worries and other negative feelings can keep you from enjoying your downtime. To get rid of the clutter,
visualize a vacuum cleaner as it pulls the bad feelings out of your head.

Relieve the pressure. Don’t expect too much of your downtime. The point isn’t to write the great American novel, it’s just
to relax. Keep your expectations simple.

“Listen to your inner voice,” advises Dr. Troiani. “See what your mind and body need at that moment. You don’t need to make
a lot of plans -- just do what feels right.” M

Remember: MINES can consult and help with productivity issues by
helping employees with time management, work/life balance, stress/
burnout, and more. Call today to access your work performance
referrals, conflict resolution, and more!
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Management Skills: Performance Reviews

One of the most important skills to being a good manager is knowing how and when to provide honest feedback to your
subordinates in a productive way. They need to know where they’re meeting the goals you’ve set for them and the areas that
they need to improve. A performance review is the perfect time to outline their past successes and the future expectations
you have for them. Here’s what you need to know to conduct a performance review that will provide results.

Be Prepared

Before you can begin any review process, you need to be familiar with the work history of your subordinates.
•

Review any records and projects notes related to each employee.

•

Set an appointment time for each employee to have a private, uninterrupted review meeting.

•
•
•

Make note of what successes they each created in the workplace.
Record any areas where improvement can be made.

Give each employee questions to consider in advance related to their achievements, professional goals, and any roadblocks
that they need to overcome.

The Meeting

Be sure that each meeting is private and set up in a place and time where you can be without interruption. Giving your
employees your undivided attention reveals how committed you are to supporting them in the workplace.
•

Explain the importance of the performance review process.

•

Don’t just give a 1-5 ranking of performance. Support each ranking with details related to the employee’s performance.

•
•
•

Help the employee be-at-ease by having a general, casual discussion before starting the review.

Always use specific examples from the employee’s performance to support discussions of behavior.
Discuss short-term and long-term goals for employee development and improvement.

Closing the Meeting
•

Remind each employee of your commitment to help him or her succeed.

•

Always end on a positive note that reinforces the value the employee brings to the workplace.

•
•
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Make sure the employee understands what you’ve said. Answer any questions they might have.
Have the employee sign off on the performance goals for the next review period.
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Post-Meeting Goals
•

Make a summary of your meeting for the employee’s records. Have the employee review what you’ve prepared.

•

If you made promises or commitments, keep them. Don’t let poor organization keep you from meeting your own goals
as a manager.

•
•

Don’t hesitate to fill out any paperwork or create any reports. Your memory of the meeting will fade over time and crucial
details might be lost.
Check in with your subordinates on the effectiveness of the review process and any areas where they want further
improvement to aid in their own workplace effectiveness.

Tips for Being a Good Reviewer
•

Always be supportive.

•

Avoid asking questions that are inappropriate and unnecessary for the review.

•
•
•

Actively listen and respond to what’s being said.

Be willing to take criticism and accept suggestions for improvement.

Try to encourage discussion by avoiding questions with simple yes or no answers.

M

Remember: MINES can help with employee behavior and performance
issues. If you need to consult about employee policy, take advantage or
work performance referrals, or need to discuss a specific employee that
may need support, please contact us today!
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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

