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A word from your
Account Management Team...
Welcome to the Winter 2020/2021 issue of Leadership!

We are ending Q4 of 2020 and starting Q1 of 2021 in a
very uncertain position. What will the remote working
situation be like? What impact will the vaccines have on
restrictions? How will the economy and profits fair? With
so many questions hanging over the beginning of the year
it is easy to feel overwhelmed. We hope that the resources in this publication will help around some of the more
common workplace issues, while reminding you that if
you have more specific needs to please give us a call and
use your unlimited management consultations so we can
help develop solutions particular to your organization.
We start off with an article covering the basics of communication with superiors on page 4. Next, on page 5 we cover
how to be an effective meeting participant to help you make
an impression in your next zoom call. Page 6 looks at preventing age discrimination, while on page 8 we provide tips
on avoiding procrastination, an issue all the more difficult
due to remote working. Finally, if you have any new parents
in your organization you will want to read up on parenting
and work on page 10.
If you need resources specific to COVID-19 topics, help supporting your employees during this difficult time, or anything else, please 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.
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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Total

Wellbeing

2021

TotalWellbeing is your way to connect the dots between the 8 core dimensions of wellness: Physical, Occupational, Intellectual,

Environmental, Financial, Social, Spiritual, and Emotional Wellness. Understanding these dimensions is the first step toward a sense
of complete wellbeing. In 2021 we take ideas around wellbeing and tie them into the bigger picture, your community, and the rest
of the world. It is important to understand the influence that the world has on our wellbeing and the influence we may have on
others. All year we will be looking at ways to strengthen your connection with your community by providing information, insight,
and resources to help on a personal level along with ways to give back to the people around you so we can all thrive together!

Enhancing Awareness
Inspire Wellbeing

The 8 dimensions of wellbeing don’t just apply to one person, they apply to everyone we know and everything we do. Social
influence is a huge factor that contributes to each of our levels of wellness, but it all starts with the individual. With this in mind,
our challenge to you in 2021 is to see how you can apply wellness goals and concepts to the activities you do everyday. Any time
you learn something new, teach someone else and help them use it to enhance their own life!

Total Wellbeing
World View

In 2021 we aim to build on the concept of wellbeing awareness. We will be providing resources, stories, and tools to help you see
the bigger wellness picture from your community to the rest of the world. Check out our articles in this magazine and head to
minesandassociates.com/newsletters to check out our monthly newsletter with even more great wellness information.

Wellness Webinars

Support from the experts

Join MINES for any of our free monthly webinars. 2021 will cover great new topics ranging from improving your credit, having a
stress free summer, turning negatives to positives, and much more! Visit our website to learn more, or register for upcoming events
at www.minesandassociates.com/webinar.

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

Communicating with Your Boss at Work
The special relationship between a boss and an employee is one that can’t be overlooked. Your manager is responsible for
overseeing your daily responsibilities, monitoring your progress, and evaluating your work performance for the organization.
It can often be difficult for a manager to understand what you do from one day to the next unless you communicate these
things to him/her. By not taking the time to discuss the issues you’re running into that impact your workflow, you run the risk
of your boss interpreting the wrong information, and that might jeopardize your success in the workplace.
Below are some tips that can help you create and maintain a relationship with your boss that promotes open and effective
communication:

1. Before you talk with your manager, organize your thoughts onto a sheet of paper so you can be certain you don’t miss
anything important.
2. Be clear and concise with what you need from your manager.

3. Practice what you’re going to say to your boss. You can do this at home, in the shower, or during your commute to work.
4. Use language that doesn’t over-promise results or raise red flags.
5. Use “I” statements and avoid “You” statements.

6. Avoid discussions with your manager when you’re feeling tired, overwhelmed, or emotional. If you can’t avoid the
discussion, take a moment to organize your thoughts and compose yourself.

7. If you are aware that your discussion might touch on a heated topic, talk to your boss before the issue becomes
emotionally-charged or after the topic has had a chance to cool in the workplace.
8. Pay attention to not just what your boss says, but how he/she physically responds to your comments. Be an active
listener.

9. Repeat what your manager tells you during your conversation to show that you’re paying attention to what you’re
being told.
10. Be mindful of your body language and how your expressions and mannerisms can influence what people think about
whit you’re saying.
11. Avoid being aggressive.
12. Be open and honest.

13. Avoid gossiping or sharing rumors to your boss about other coworkers.
14. Cultivate a positive mindset.

15. When your boss makes a decision that supports your needs, give him/her praise and recognition.

16. Keep the lines of communication open and communicate with your boss without waiting for him/her to come to you. M
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How to Be an Effective Meeting Participant
The key to a productive meeting is productive participants. It’s important that you always attend a meeting well prepared so
you can participate when appropriate and know how to follow-up with meeting leaders. Follow the tips below to help you
before, during, and after a meeting.

Before the Meeting

By preparing for a meeting, you can help contribute to productive discussion and be a valuable meeting participant. Follow
the guidelines below to see what you should do in advance:
•
•
•

Tell the meeting leader you’ll be attending, and ask him or her if you can have a copy of the agenda. This will help you
identify the purpose of the meeting, so you can go in prepared and confident.
Know how to get to the location and get there on time.

Find out what your purpose is at the meeting and get materials ready in advance. This can include putting together notes,
studying proposals or charts, or drawing up diagrams.

During the Meeting

While you’re in the meeting, contribute with useful comments and questions, and help others do the same:
•

Speak up when you have something of value to say.

•

Treat others with respect and listen to their ideas. Take time to think about what others are saying, instead of judging or
criticizing too quickly.

•
•
•

Address the items on task. However tempting, don’t mention items that aren’t part of the meeting agenda.

If you’ve prepared notes ahead of time, use them, and also take well-organized notes of what is being discussed.
Ask questions when you need to. Don’t be afraid to look silly if you don’t understand something.

After the Meeting

When the meeting is over, you can still be a productive participant. Review what has happened, and follow these key points:
•

Talk to the meeting leader. Tell them what went well or what could be more effective next time.

•

Think about your behavior in the meeting. Were you productive? Could you be more productive? See what improvements
you can make, and go for them. M

•

If you were delegated job duties in the meeting, make sure to attend to them. Keep your supervisor posted on your
progress.
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Battling Age Discrimination

Downsizing. Layoffs. Early retirement. We hear those words so often nowadays that we don’t even question such news
anymore. But we should. A company’s hiring and firing statistics can say a lot. Sometimes “downsizing” really means “out
with the old and in with the new.”
“Despite the fact that seniors can be bright, and athletic, strong and vital decades longer than ever before, there’s still a
perception that they are less effective as employees because of their age,” says Tom Borek, an EEOC attorney. “And that’s both
unfair and foolish.” Age discrimination occurs for an array of reasons. Companies may cut older workers because they make
the highest salaries. Or the business wants to promote a “young” image with younger workers. Or employers think younger
employees will work for less money and be more flexible.

Although the EEOC’s statistics show a drop in the number of age discrimination claims from 1993 to 1999, Borek says that
doesn’t mean the problem’s going away. There were 14,141 claims in 1999 – down nearly a third from the 19,809 complaints
filed in 1993. “I think more people are now aware that it’s illegal to discriminate based on age, but lots of employers still
haven’t lost their prejudices,” says Borek. He says many employers may have just learned how to cover their tracks.

Before Signing Anything …

The Older Workers Protection Act, passed in 1990, attempts to make it more difficult for a company to conceal its “true”
intentions and, at the same time, protect the business from future lawsuits.
“Congress recognized that older workers sometimes have a tougher time getting back into the work force,” says Frank
Kollman, an employment attorney from Kollman & Sheenan in Baltimore. “The Older Workers Protection Act helps them
make decisions with their eyes wide open.”

It’s common for employers who offer severance packages or early retirement options to require that employees, in return,
sign away their rights to sue. That’s OK under the law as long as they follow these rules:
•

The waiver must be easy to understand.

•

The employee must get something extra in return for signing it – better-than-usual severance pay, for example. It can’t
just promise to give the employee what he or she is already entitled to.

•
•
•
•

It must mention the Age Discrimination in Employment Act, so employees know exactly what types of claims they’re
giving up.
The waiver cannot require the worker to relinquish their rights regarding claims that arise after his or her job ends.
The release must advise the employee – in writing – to talk to an attorney before singing it.

The employee has to be given at least 21 days to sign it and has seven days after signing it to revoke it.

If a group of people is being laid off at the same time, the waiver requires even more company information. Employers must
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give employees 45 days to consider the agreement and disclose the job titles and ages of every person who’s getting cut as
well as everyone who still has a job.

If the Waiver’s Not Valid

In some cases, employees can sign a waiver, take the severance pay and then sue anyway – if the waiver doesn’t comply with
the Older Workers Protection Act. That’s what Delores Oubre did. After working at Entergy Operation Inc. for 14 years, she
received a poor employee review and was told she might be fired without benefits in the near future. She opted to take a
$6,258 severance package and signed a waiver, agreeing she would not sue. She was 41.

Oubre was the oldest person in her department and the only person dismissed. She also learned that the waiver she signed
might be invalid under the Older Workers Protection Act. She was not given 21 days to consider her options or seven days
after signing the release to change her mind. It also failed to mention anything about the Age Discrimination in Employment
Act. She decided to sue the company nine months later and refused to return the severance pay.
Eventually her case made it up to the Supreme Court, after a federal trial judge and the 5th U.S. Circuit Court of Appeals said
she could not sue if she kept the severance pay, thus ratifying the waiver she signed. However, the Supreme Court agreed
with her in 1998.

Before Accepting Severance

“In most cases, once you sign a release, you’re done,” says Kollman. “You can’t go back to the company and try to sue. If
you don’t like it, you’re perfectly free to reject the deal and then sue.” Borek says to always question a company’s motives –
whether or not it decides to use a waiver. Companies aren’t necessarily hiding anything either way – but some businesses
might feel that requiring an employee to sign a waiver is also asking for a discrimination claim.
“In some ways it’s a risk for employers to require employees to sign releases,” says Kollman. “It suggests to the employee that
maybe the company is doing something wrong.” But he says the benefits of using waivers usually outweigh the risks.

What Should You Do?

If you’re 40 or older and feel forced into signing a waiver or taking early retirement, there are a couple of steps to take:
•
•
•

File a company complaint with the human resources department.
Talk to an employment attorney.

File a claim with the EEOC. Remember, though, that if you have to make a decision in 21 days, you should talk to a private
attorney at the same time. It’s unlikely the EEOC will respond in three weeks.

Know your rights and act on them. Even though the EEOC says almost 300 Woolworth’s employees were fired because of
their age, only 55 formal complaints were made. M
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Overcoming Procrastination at Work

We all procrastinate at times, and usually the results are unpleasant but not catastrophic. If you procrastinate a lot, however,
it can cost your company thousands of dollars in lost productivity and unhappy customers. It also can cost you your job.
“There are two main reasons people procrastinate,” says M. Susan Roberts, Ph.D., a behavioral psychologist and author of
Living Without Procrastination: How to Stop Postponing Your Life . “They may be overwhelmed with the project, or they
think the task is boring. And, of course, some tasks straddle both categories. They’re overwhelming ones that are drudgery.”

To overcome procrastination, Dr. Roberts suggests asking yourself, “What is it about this task that I don’t want to do and
why?”
Be totally honest because there may be several reasons for the delay.

“There’s no single solution. You must try several different strategies to discover what’s going to work for you,” says Dr.
Roberts, who recommends the following strategies:

Employ positive self-talk
The number one strategy for getting things done is to psyche yourself up. Thinking in a really positive way is essential to
getting things done.

Change your thinking from, “This is very difficult or boring” to “I really want to do this. I can do this. I want to get this
over with.” Get it started. Once you get started, it gets easier and easier. Doing one step at a time will keep the project
moving forward.

Modify your environment

If your task is boring, play some lively music. If you need to concentrate, put a Do Not Disturb sign on your office door or
go to a quiet conference room away from distractions.

Don’t use procrastination as a weapon

There’s an imbalance of power between employer and employee. If you have problems accepting authority, you may be
angry and unconsciously using procrastination to get back at your boss.
This can have a disastrous effect on your work and can put your job in jeopardy.
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“The number one strategy for getting things done is to psyche yourself up. Thinking in a
really positive way is essential to getting things done.”
Remember! If you or any of your employees need help with positive thinking, overcoming
procrastination, or need assistance with any other workplace issue or behavioral health topic
please don’t hesitate to give us a call and take advantage of your unlimited management
consultations, workplace performance referrals, and conflict resolution services!

Give yourself a deadline
If you weren’t given a deadline for your task, create your own. Then, work backward from your deadline and determine
how much work you’ll need to do every day.

Ask for a critique of your work

Most people fear criticism of completed tasks because they fear failure. If you ask for a critique, it puts you in a position
of greater power because you’re asking for the feedback. Expect criticism, and try to anticipate criticism you might hear.

Balance your work and leisure life

Don’t expect your work to sustain you in an unrealistic way. Use your personal time to do fun and exciting things you
enjoy, and you’ll be more willing to do the difficult or unpleasant tasks at work.

Mix and match

Just as you don’t make fruit cocktail with pears alone, no one strategy by itself will overcome procrastination. “The best
news is that you can overcome chronic procrastination,” says Dr. Roberts. “When you start to get things done, it lifts your
spirits. You feel like a new person, and it’s very exciting.” 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
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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.

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.

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.

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

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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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

