Productivity,

Wellness and You!

Making “No” Mean “No”

ttempts to stop offensive be-

havior can be undermined if

you are more concerned about
hurt feelings or what others might think
of your being firm. It’s crucial to avoid
sending double messages. Apologizing,
smiling, or not clearly saying “no” can undermine your
goal of having offensive behavior stop. If something con-
cerns or offends you enough to make an offending person
stop (e.g., sexual harassment), try the head shake and both
hands up to indicate “stop” and say, “Stop. Please.” Tell
the person you do not feel comfortable with a specific be-
havior, certain words, or particular actions. Policies and
rules that prohibit offensive or hostile behavior work, but
they depend on clear and assertive communication, and
employee willingness to act on them.

IS There a
Bully Online?

ullying incidents when

viewed in isolation may ap-

pear trivial or may be unrecognized by others, yet
they take a severe toll on productivity. Cyber-bullying is
the use of e-mail, cell phones, and the Internet to perpe-
trate hostile behavior toward another person. Chronic
criticism of a competent or popular, yet vulnerable,
worker is a common form of bullying, and feelings of in-
adequacy by the perpetrator drive his or her behavior. As
cyber-bullying, or online bullying, gains recognition, it is
important to recognize victimization, talk about interven-
tion, and avoid communicating with coworkers in ways
that can be perceived as bullying.
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Help for
Long -

Distance

Caregivers

he National Institute on Aging has issued a new

resource to help long-distance caregivers. So Far
Away: Twenty Questions for Long-Distance Caregiv-

ers is a booklet providing resources and ideas designed to
make long-distance caregiving more convenient and fulfill-
ing. For example, question number three covers “What can
I really do from far away?” and provides a list of examples
and ideas common to long-distance caregivers. So Far
Away can be viewed online, or you may order a printed
copy at www.nia.nih.gov.

Avoid New

Grad Mistakes
on the Job

f you are a young person or newly hired graduate, take
time to observe the corporate culture so you can adapt

to it and avoid common mistakes that can interfere with
your acceptance, reputation, and productivity. Note what
people wear to work. What time they come to work. How
late employees stay. How young employees speak to older
workers. What values coworkers share, and what slang
common to young people is avoided. These observations
can also be powerful clues for how to form a satisfying rela-
tionship with your employer. Deciding that you will adopt
them may be a key to your success.

Important Notice: Information in Concern Connection is for general information purposes only and is not intended to replace the counsel or advice of a qualified health professional. For further
help, questions, or referral to community resources for specific problems or personal concerns, contact your employee assistance professional.
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Should You have a
Five-year Plan?

magine a large business organi-

zation making decisions daily with

no idea what will be decided to-
morrow. No plan. No direction. To
avoid this certain route to business
failure, an organization develops a
strategic plan covering three years or more. It’s not easy, and there
is no certainty of the end result, but the ship can’t be steered with-
out it. You are making decisions every day, but do you have a plan
in mind so you end up where you want to go? A plan will help you
feel less restless, more productive, and more in control of your life.
The younger you start, the better. Start by putting your imagination
to work. Decide upon several long-term personal and professional
goals. Divide your five-year plan into one-year blocks with achiev-
able subgoals for each year—your deliverables. Create incremental
steps within each year. Put the plan where you can see it often, and
keep acting and checking. Make adjustments, stay flexible, and be
adaptable as you go—even big businesses do that. (Some compa-
nies plan for more than one national disaster per year in their strate-
gic plans.) The key is to stay proactive, not reactive, in your deci-
sion making. The goal is to avoid arriving someday at the imaginary
crossroads of your life wondering, “Where do I go from here?”
Don’t fear that the plan for your life will interfere with your enjoy-
ment of it. On the contrary, having a plan will allow you to keep your

mind off the end result and enjoy the whole ride.

f chronic stress causes you to hit the snooze button more often,

has you feeling apathy for activities you used to enjoy, or has you

calling in sick when you just feel down, don’t take these feelings
lightly if they persist. A research study last month from Harvard
Medical School discovered that long-term exposure to the stress hor-
mone cortisol contributes to the development of the anxiety associ-
ated with depression, even if there has never been a history of de-
pression in the past. If you suspect you are going through a low point
or are experiencing higher than usual anxiety, talk to your EAP or
health care provider. Early diagnosis and treatment of minor depres-
sion can prevent it from erupting into something unmanageable.

American Psychological Association, Chronic Exposure to Stress,
April 18, 2006 Press Release

Guarding Your
Teen

he Internetis a

great learning tool

for teenagers. How-
ever, it can also expose

them to predators eager to
exploit their vulnerability. As a parent, it is impor-
tant to monitor your teen’s online activities. While
some teens may feel this is an invasion of their pri-
vacy, parents need to be vigilant, just as they do
when they allow their teens to stay out late at night
with friends. You should know whom your teen
talks to and when. Monitor all of your teen’s online
activity, such as use of chat rooms, blogs, bulletin
boards, instant messaging, and e-mail. Predators
often meet unsuspecting teens in chat rooms prior
to communicating with them via other means. If
you find that your teen is receiving inappropriate
communications from a potential predator, contact
your local law enforcement agency for assistance.

Increasing%-
Your Influence

mployees with influ-

ence get their ideas

heard and, more im-
portantly, have ideas accepted. You don’t have to
be charismatic in order to be influential. You sim-
ply need to apply principles of influence: 1) Strive
to be an authority by staying well-informed about
your area of expertise. 2) Plan well-thought-out,
logical arguments for your ideas that consider the
needs and wants of others so you win their hearts
and minds. 3) Develop a genuine interest in oth-
ers’ values, and grow a network of mutually pro-
ductive relationships. 4) Practice looking, sound-
ing, and acting confident so you are seen as an
authority. 5) Observe influential people in your
organization, noting their social interactions. 6) Be
open to feedback, negotiate with others, and prac-
tice self-discipline in managing your emotions in
response to disappointments.



