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Avoid Top Time
Management Mistakes
Every day holds the same number of hours. It’s how you
use them that counts. Avoid these time management
errors:
Getting a late start. Rising just 30 minutes earlier can
help you avoid the stress of rushing and gain time for
yourself—to exercise or tackle important work before
the day’s distractions begin.
Getting distracted. Social media, news headlines, email,
and texting can create constant interruptions. Turn off
and tune out electronic distractions to accomplish more.
Sacrificing rest. It’s tempting to skip down time and
breaks when you are busy, but a few minutes to rest and
recharge will help you accomplish more in the long run.
Underestimating time. Spending 45 minutes on a task
you scheduled five minutes for is a sure way to fall
behind on other tasks. Carefully preview the steps and
time needed to complete your tasks.
Multitasking. Working on many things at once can
create the illusion of being highly productive. But it can
rob you of the focus needed to finish what you start.
Most efficient method: Start, perform, and finish one
task at a time.
Time management is a skill that helps you avoid rushing
and stressing. Practiced daily, it can maximize your time
by correctly identifying your priorities and how best to
fulfill them—and help you maintain a positive attitude.
Source: Personal Best, a registered trademark of Ebix. (October 2019) TP Top
Performance

EAP Wellness Calendars
Are Available
Have you ordered your 2020 EAP wellness calendar yet?
These popular, colorful calendars offer an array of tips for
your health and well-being, including tasty recipes that
will help you throughout 2020 and beyond. To request a
copy be sent to you via campus mail, call the EAP Office
at 518.442.5483 or
click on the “Special
Promotions” icon on
the EAP website home
page.
www.albany.edu/eap
One per employee
while the supply
lasts

“What you leave behind is not what is
engraved in stone monuments, but what is
woven into the lives of others.”
~Pericles
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Adapting to Change at Work
If you have a work history where change came slowly, today’s organizational
change can be a shocker. It is often sudden and disruptive. If you’re feeling
overwhelmed, stay positive. Avoid cynicism. Let your employer know what
will help you be more productive and contribute more. Avoid isolation,
remain engaged, and keep a close circle of workers you can turn to for clarification on change and its impact on your work unit. If you’re thinking, “Wow, I
have never seen things this bad,” turn to the UAlbany EAP Coordinator
Brenda Seckerson for support to process fears of uncertainty and loss. Sometimes talking through the situation and
determining ways to manage the change can help you find more meaning in your current job, examine opportunities,
and make the best of where you are right now. Such conversations fall under EAP confidentiality.
Source: Frontline—Employee Wellness, Productivity & You! Frontline newsletter is courtesy of the New York State Employee Assistance Program.

Tips for Better Meetings
Do poorly run or pointless meetings frustrate you? Or maybe you struggle to keep
the meeting on track? Make meetings meaningful with these tips:
 DISTRIBUTE an advance agenda. Include precisely what will be covered, who’s

in charge of each agenda item, and the time allotted for each.
 STATE a purpose. At the outset, communicate the intended outcome of the

meeting so attendees are clear on why they’re needed. Keep it short and
simple: “The purpose of this meeting is to update progress on the upcoming presentation and assign last-minute
tasks.”
 ASSIGN ownership. Put people in charge of the action items that arise at the meeting. Record each action item
and its corresponding owner with a plan for completion and follow-up.
 INVITE questions. Leave time for questions at the end of each agenda item. This invites participation and keeps
the meeting from running over due to extra questions and discussion at the end.
 SCHEDULE an end time and stick to it.
Efficient meetings serve an important purpose and can enhance communication in the workplace.
Source: Personal Best, a registered trademark of Ebix. (October 2019) TP Top Performance

For top performance, follow the 1-3-5 rule.
To get more done, resolve to complete 1 large task, 3 medium-sized tasks ,and 5 small tasks each day. By classifying
tasks by size, you can more easily prioritize them and devote your time and energy to what is most important.
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Tip for Shiftworkers: Invest in Your Sleep
Use this to-do list to create a stellar sleep environment that will have you asleep in
no time. Choose from this list according to your unique needs.


Use a sleep mask to block out light and distractions. Install room-darkening
shades or blinds to keep out sunlight.



A fan can provide a soothing hum. Or try a white-noise machine to block household and neighborhood noise. Set your phone to silent.



Set the alarm on your phone or your clock so you can stick to your schedule.



Listen to a CD or podcast of soft music or soothing sounds to help you drift off.



Post a “Do Not Disturb” sign so household members know you are unavailable.



Use layered, light blankets so you don’t get too hot or cold. Wear comfortable,
properly fitting nightclothes that aren’t too hot or constricting. Use a window unit air conditioner for hot mornings
and afternoons.

Creating a soothing environment is the first step toward getting ready for rest. Making your sleep area more peaceful
will have a big payoff in how energetic and rested you feel.

The secret cell phone number:
If you won’t turn off your telephone ringer during daytime sleep because you worry that children or loved ones won’t
be able to reach you, keep your cell phone by your bed. Give the number only to your family and your children’s
school, and stipulate that it’s for emergencies only. You can set your smartphone to “Do Not Disturb” so it will ring
only when certain people call.
Source: Personal Best, a registered trademark of Ebix. (September 2018) TS Top Shiftworker

Is Feeling Grateful a Stress Reliever?
Practicing thankfulness regularly can become a life
preserver in stressful situations. Here’s how:


You can feel bad and still be grateful. It’s okay
to feel stressed when you experience a setback.
Try to see your current difficulties as part of a bigger picture that includes good and bad—and be grateful for the
good.



Know it’s temporary. Gratitude provides a foundation that stands even when negative circumstances seem to overtake your life. Realize that challenging times will pass, and that the positive aspects of your life and your skills and
talents will see you through.



Choose to be grateful for what’s right in your life. It’s a healthier attitude than always wanting what is lacking. This
shift in perspective can help you feel calmer, more satisfied overall and more immune to stress.
“Joy is the simplest form of gratitude.” ~ Karl Barth
Source: Personal Best, a registered trademark of Ebix. (November 2019) TP Top Performance.
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10 Keys to Relationship Harmony
A relationship that goes the distance takes effort and dedication. According to relationship experts at the Gottman Institute, successful relationships that stand the test of time have several qualities in common. You
can develop a healthy relationship with these 10 rules for harmony:

1.
2.
3.
4.
5.
6.
7.
8.
9.
10.

Create love maps. Learn your partner’s rituals, priorities, stressors, goals, points of pride, or fears.
Express appreciation. Tell your partner how much you appreciate them, and treat them with affection and respect.
Connect. Find moments to do something good for your relationship.
Manage conflict. See problems and conflicts as challenges you can solve together and use to make your relationship more resilient.
Be positive. Work to fix small problems in your relationship before they become bigger. See the difference
between solvable, temporary issues and long-standing ones that may point to bigger issues that need attention.
Be a cheerleader. Support your partner’s dreams, hopes and goals, and listen when they talk about them.
Share your history. Enjoy reminiscing about the happiness you have shared, and create rituals together that mark
these private celebrations.
Trust. Act in the best interests of your partner and always have their back. Talk about what trust means to both of
you.
Get perspective. Realize that negative behavior, squabbles, and tough times will most likely pass. When you’re
committed to a relationship for a lifetime, day-to-day annoyances appear minor.
Take time. Create a haven in your busy lives, even if it’s just a few shared minutes a day, to reconnect with your
partner.
Source: Personal Best, a registered trademark of Ebix. (December 2018) TP Top Performance

Dealing with Life Transitions
Life is full of change, good and bad. Big transitions, such as a
divorce, death in the family, or job loss can cause
emotional pain and stress. However, even positive changes,
such as a promotion, new baby, home purchase, or marriage, bring change—and sometimes stress. You may find it

easier to cope with transitions using these strategies:
Talking about your feelings can help you deal with them, whether you confide in a friend, family member, pastor,
support group, professional counselor, or UAlbany EAP.
Cultivate other interests. Life transitions can feel all-consuming, and you may let other aspects of your life—such as
work, social connections, hobbies, and interests—fall aside. Keep up vital connections with people and activities you
care about. They can give you strength during tough times.
Adopt healthy habits. Get plenty of sleep, eat nutritiously (see ChooseMyPlate.gov), exercise regularly, and take
time to do things you enjoy. Taking care of yourself keeps stress levels in check and serves as a kind of armor against
the upheavals transitions bring.
Source: Personal Best, a registered trademark of Ebix. (September 2018) TP Top Performance

EMPLOYEE ASSISTANCE PROGRAM NEWSLETTER

Page 5

Thank you for your service!
Monday, November 11 is Veterans Day. The EAP Committee
wants to take a moment to acknowledge members of the
UAlbany community who have served our country. If you
are veteran, here is a handy resource with important
contact information to receive VA services. Click here to
access.

Monday, Monday
Got the Monday morning blues? For those who typically take a weekend break from work, here’s how to brighten your
Monday back on the job:


Plan ahead. Before leaving work on Friday, plan your first Monday morning
task. By using your morning energy for something productive first thing, you
will set a positive tone for the rest of the week.



Lower your expectations. Don’t walk into work after a long weekend or a vacation and expect to catch up on everything in a day. Set realistic goals for what
you can achieve on Monday, and create a schedule that will leave you feeling
accomplished rather than frustrated.



Reward yourself. Plan a fun, after-work activity on Monday, such as meeting
friends, spending time on a hobby, or watching your favorite TV show.

Source: Personal Best, a registered trademark of Ebix. (November 2019) TP Top Performance

Don’t Let Campus Parking Prevent You From Using
Your EAP Benefit
Attention UAlbany and Research Foundation employees who do not need to purchase a faculty/staff parking decal
because your work location is not on the Uptown and/or Downtown campuses: Here are some options for free transportation and free parking on campus to enable you to use your EAP benefit.


When registering for an EAP program, mention that you need to access visitor parking on campus. EAP will be able
to sponsor parking at the Collins Circle visitor lot. At least a two-day notice is needed to secure this visitor parking option.



Use your UAlbany ID to ride one of the CDTA buses for FREE to get to
campus.



http://www.albany.edu/pmts/mass_transit.php

Use your UAlbany ID to ride one of the campus shuttle buses.
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Are you finding yourself struggling with any of
the following?


Family, parenting, and relationship issues



Work stress and conflict



Substance abuse or dependency



Elder care



Mental health concerns (e.g., depression, anxiety)



Legal and/or financial concerns



Grief and loss



Or anything else related to work or home that is causing you undue stress and affecting your ability to
be as productive as you once were?

Confidential support, information, and
referrals are available through EAP to assist
you in finding a way to address your concerns.

You don’t have to deal with it alone. Support is available through UAlbany’s Employee Assistance
Program (EAP). The mission of UAlbany EAP is to provide services to support a healthy, productive workforce. Available to all employees is the voluntary, confidential Information, Assessment, and
Referral Service provided by UAlbany EAP Coordinator, Brenda Seckerson. Take advantage of this
confidential assistance available to you as an employee benefit.

To schedule an appointment for a
confidential Information, Assessment &
Referral session, contact:
Brenda Seckerson, EAP Coordinator

518-442-5483
bseckerson@albany.edu

“Worry doesn't help
tomorrow's troubles,
but it does ruin today's
happiness.”
~ Anonymous

Employee Assistance Program-sponsored events and
services are open to UAlbany and Research Foundation
faculty, staff, family members, UAS employees, GSEU
members and retirees.

EAP Website: http://www.albany.edu/eap

Early intervention is the key! Contact EAP.
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Quitline Resources for Vaping and E-Cigarettes
In response to the unsettling news we are hearing about vaping and
e-cigarettes lately, Nysmokefree.com includes expanded resources particularly
geared toward teens and young adults and their parents. If you are concerned
at all with your vaping device or products or just want more information,
contact vaping.inquiries@health.ny.gov. For coaching and help with nicotine
addiction, call the New York State Smokers’ Quitline at 1-866-NY-Quits (1-866697-8487) or request a call by filling out the online form.

Great American Smokeout—Campus Events for Students, Faculty, and Staff
Thursday, November 21 is American Cancer Society’s annual Great American Smokeout. During the week of
November 18 leading up to Thursday’s Smokeout, the Counseling Center and EAP will be collaborating to
bring several opportunities to gain information about smoking cessation, e-cigarettes/vaping, as well as offer
carbon monoxide and pulmonary screenings. Stay tuned for more details!

Are You Addicted to Your Smartphone?
Smartphone addiction is not a recognized mental disorder, but it gets a lot of attention in the news. One in three people can’t get through a meal without looking at
their phones, according to one study. Signs of problematic phone use may include
feeling anxious without your phone, constantly checking your phone without a
reason, reaching for your phone when bored, losing track of time while using your
phone, being distracted while with friends or watching TV because you are on your
phone, and texting while driving—especially after attempts to stop the practice
following a near accident or close call. Compulsive behaviors are actions people
engage in repeatedly even though they wish they could stop. Smartphone addiction
can be one of them. Don’t be a slave to your Smartphone, frustrated and feeling out
of control. Talk with a counselor or contact UAlbany EAP Coordinator Brenda Seckerson.

World’s Most Enabling Statement
Experts suggest we drop the use of the term “functional alcoholic.” Often used to describe
an alcoholic whose drinking practices do not appear to cause life problems, this is perhaps
the world’s most enabling utterance. Alcoholism, like cancer, tends to be a chronic health
problem and likely leads to death if left untreated. You may observe that family members
who are the most affected by alcoholism virtually never use this phrase. In practical terms,
functional alcoholism means “the alcoholic’s drinking doesn’t bother me.” Unfortunately,
this phrase fuels denial, offering an excuse to avoid interventions that might otherwise
save a life.
Source for Articles: Frontline—Employee Wellness, Productivity & You! Frontline newsletter is courtesy of the New York State Employee Assistance Program.
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American Foundation for Suicide Prevention

Albany Public Library
161 Washington Ave., Albany
Rensselaer
1 University Place, UAlbany School of Public Health
Saratoga Springs
Four Winds Saratoga
Schenectady
Union College Hall
Queensbury
SUNY Adirondack Community College
Capital Region NY
Melanie Varady
mvarady@afsp.org
857-202-7063

To Register Visit: afsp.org/SurvivorDay
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EAP Lending Library—Book Highlights
To highlight books available in the EAP Lending Library, we’re looking at two observances in the month of November.
November 17 is World Prematurity Day, and the entire month is designated as National Family Caregivers Month.
In addition to the books below, there are other materials available on the topic of babies, parenting, and caregiving.
Compiled by Marina Nana, EAP Work Study Student

Revised and updated, Your Baby`s First Year Week by Week by Glade. B Curtis and
Judith Schuler includes the pediatric guidelines and recommendations. The book highlights the milestones of a baby`s social, emotional, intellectual, and physical development on a weekly basis and includes information on common medical problems, bonding with baby, introducing first food, and many more topics.

The Birth That’s Right for You by Amen Ness, Lisa Gould Rubin, and Jackie Frederick
Berners helps you figure out what type of person you are by having you reflect on how
you cope with pain and what you need to feel safe and secure. Based on your answers,
you will be able to choose the birth method that will fit your needs, whether it be by
traditional means, with medication, labor and delivering in a birthing pool, or with any
combination of methods.

Using personal stories and case studies, When Your Parent Moves In: Every Adult
Child’s Guide to Living With an Aging Parent by David Horgan and Shira Block offers you
skills and strategies for an easy, harmonious living arrangement. This straightforward
guide will walk you through the decisions and planning necessary to make it work.

In their book Necessary Conversations Between Families and Their Aging Parent, longtime family counselors Gerald and Marlene Kaufman encourage aging adults, their adult
children, and family members to talk directly with each other about decisions that lie
ahead. Discussing plans early on can make all the difference in a family`s experience
with aging. Necessary Conversations focuses on important topics such as living arrangements, medical care, etc. With this guide, you`ll be prepared for the next stage in life.

Visit the Library page on the EAP website for a full list of topics, books, and DVDs/CDs that the EAP Lending
Library has available. Contact EAP if you would like to borrow any materials. bseckerson@albany.edu
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EAP Lunchtime Financial Wellness Program

If you missed this presentation during the spring semester, here’s your 2nd chance to attend!

Did you know that to meet the current NYSHIP eligibility requirements at the time of retirement
employees must have the following:


Have at least 10 years of NYSHIP eligible service,



Be at least 55 years old, and



Be enrolled in a NYSHIP plan at the time
of retirement.

*To attend this seminar employees
must be within 5 years of
retirement.

UAlbany Health Benefits Administrator Kathy Zazarine will outline a framework for understanding
how your NYSHIP benefits work within your retirement package as well as offer you a snapshot of
the current benefits. You’ll walk away with a general knowledge of the NYSHIP basics to help you
understand the steps you need to take when preparing for retirement. A brief Q & A period will be
included. NOTE: Dental and vision benefits and individual health benefit estimates will not be included in the program.

Friday, November 1
Noon—1:00 pm
Assembly Hall, Campus Center
Deadline to Register:
Thursday, October 31
To Register Contact:
Brenda Seckerson
EAP Coordinator
bseckerson@albany.edu
442-5483 or online at
http://www.albany.edu/eap/event_sign-up.htm

The NYSHIP retiree benefits
are for state/SUNY employees
not Research Foundation
employees.
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H O W T O C O N S U M E R E S P O N S I B LY
EAP LUNCHTIME WELLNESS PROGRAM

For many of us, our priority during the holidays is time spent
with family and friends. But the holidays can also be a time
when we spend too much and create too much waste. This
program will take a look at common holiday activities and
show how they can be made more sustainable and align with
global goals the UN has established to create a sustainable
world. Participants will learn how one person can reduce their impact and
make a difference while celebrating the holidays. The more people who
participate in these energy and resource-saving activities, the greater effect we
will have on our planet.
Presenter: Mary Ellen Mallia, Director of UAlbany Sustainability

Thursday, November 7

Noon—1:00 pm
Room 375
Campus Center
Or register online:
HTTP://WWW.ALBANY.EDU/EAP/EVENT_SIGN-UP.HTM
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EAP FINANCIAL WELLNESS PROGRAM

Health Sciences Campus

Planning for Your Financial
Security
Helping to pave a more fiscally fit
retirement journey
Join us for this seminar designed to provide UAlbany faculty and staff with tools to better prepare you
to meet your financial goals—even when life throws you a curve ball! Topics to be discussed are:
 Cash management
 Risk management
 Retirement planning
 Investment planning
Presenter: Alysia Miller, Financial Advisor, VALIC Financial Advisors, Inc.

To Register Contact:

Wednesday, November 17

Brenda Seckerson, EAP Coordinator
bseckerson@albany.edu

Noon—1:00 pm

CALL 442-5483 OR ONLINE
http://www.albany.edu/eap/event_sign-up.htm

Room 110A
School of Public Health
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EAP ART BREAK
Join us for this semester’s Art Break to experience the current University Art Museum exhibit
titled ACE: art on sports, promise, and selfhood. Naomi Lewis will share insights on the
exhibition which features a dozen emerging and internally recognized artists who use sports
and athletic culture to explore how youth, race, promise, and identity are intertwined with
athleticism.

Wednesday, November 20
Noon—12:45 pm
University Art Museum
To Register Contact:
Brenda Seckerson, EAP Coordinator
bseckerson@albany.edu
CALL 442-5483
OR REGISTER ONLINE
http://www.albany.edu/eap/event_sign-up.htm

Radamés “Juni” Figueroa, Tropical readymade landscape (detail), 2019, sneakers, basketballs, soccerballs, footballs, dirt, and plants

For more information about the University Art Museum exhibits, go to:
http://www.albany.edu/museum/index.shtml
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Health Sciences Campus

6-Hour Defensive
Driving Class
This 6-hour class can help to
reduce your insurance fees or can
deduct up to 4 points
from your driver’s license.
NYS requires attendance for the full 6
hours to receive credit.
Course Fee: $25
Paid at time of registration.
Registration deadline:
December 11
Make check payable to:
SOS
Drop off at EAP Office,
MSC Room 200

Employee Assistance Program-sponsored events
are open to UAlbany and Research Foundation
faculty, staff, family members, UAS employees,
GSEU members, and retirees.

All UAlbany/RF employees and
family members welcome!

Friday, December 13
9:00 AM - 3:30 PM*
Room 110A
School of Public Health
*Includes a 30-minute lunch break

NOTE: Supervisory approval and accrual
charge necessary to attend.

To Register Contact:
Brenda Seckerson, EAP Coordinator
bseckerson@albany.edu
CALL 442-5483 OR REGISTER ONLINE
www.albany.edu/eap
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Did You Know That November is Banana Pudding
Lover’s Month?
The EAP Committee was pretty amused to hear about one of the observances
for the month of November. According to the “National Today” website, the
Banana Pudding Lover’s Month was created by the Rodgers’ Pudding company in Chesapeake, Virginia, and was designed to “gives all of us an opportunity to pay tribute to the only pudding flavor that can give plain ol’ chocolate a
run for its money.” There is a two-day National Banana Pudding festival held
in Centerville, Tennessee. Who knew? So, if you love banana pudding and
are looking for a healthy twist, try this new take on an old recipe.
Banana Chia Pudding Recipe
Ingredients:






2 very ripe medium-sized bananas
1.5 cups unsweetened coconut milk or milk choice
4 tablespoons chia seeds
1 teaspoon vanilla extract
1 teaspoon cinnamon

For Garnish:




Chopped pecans or walnuts
1 banana sliced
Cinnamon sticks

Pudding recipe contribution researched by: Toni Gaspary,
EAP Committee Co-Chair, UUP Representative.

Instructions:


In a jar or medium bowl, add banana, mash with fork.



Add chia seeds, vanilla extract and cinnamon into the
banana, stir to combine.



Add the unsweetened coconut milk. Mix well, ensuring
chia seeds are evenly distributed.



Cover and chill in the fridge for at least four hours.



To serve, garnish with your preference.

NOTE: Chia seeds should expand making the pudding nice
and thick. If serving in a glass, you can layer the
pudding between slices of banana.
Recipe from Yummiestfood.com
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EAP is a joint labor/management program and is
part of the NYS Employee Assistance Program.
Contact Info:
10B Airline Drive, Albany, NY 12235 ~ 518.486.9769

Disclaimer: Material presented
in this newsletter is intended for
educational or informational
purposes only. It is not intended
to replace the advice of a qualified health professional.

EAP-sponsored events and services are
open to UAlbany & Research Foundation
faculty, staff, family members, UAS
employees, retirees and GSEU members.

