Unplug To Recharge
HOW TO DISCONNECT

4

LATITUDE§
EMPLOYEE ¥
ASSISTANCE
PROGRAM
JUL 2015

Uiz

’(@S Healthcare

Technology has provided new ways
to stay connected to friends, family,
and the workplace. But some studies
have shown that all this connectivity
may lead to more stress and sleep
disturbances and make it harder to
connect with people outside of the
virtual world. By giving ourselves a
rest from technology, especially after
work hours, we can better recharge
our mental batteries. Your Latitude
Employee Assistance Program (LEAP)
can provide you with information and
resources to help you unplug to
recharge.

Available anytime, any day, LEAP is a free,
confidential program to help you balance
your work, family, and personal life
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WEBINAR

Information Overload

Jul 21st —11 am, 1 pm CST
Review practical tips for managing your
devices and applications to eliminate
distraction and create

more focus in your professional

and personal lives.

TOLL-FREE: 800-713-6288
WEBSITE: www.apshelplink.com
COMAPNCY CODE: southdakota

Note: When registering for this event, enter
South Dakota as your company name and APS
when asked to list your EAP.
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Technology has become an increasingly necessary tool in daily life. You use it to do business, manage money,
communicate, shop, and so forth. However, sometimes it can feel like technology is managing you, rather than the
other way around.

What you can do

Reach out. Don't always rely on electronic communication — make an effort to pick up the phone fo talk, or arrange to
meet in-person rather than relying on email, texting or chatting. Whether it is a business associate or a family member,
human contact is important.

Turn it off. Technology may help you get more done but it doesn't necessarily improve your quality of life. Consider setting
aside time each day or each week when you are completely ‘'unplugged’ from all screens and phones. You can use this fime
to reconnect with friends and family, invest in a new hobby, spend time in your commmunity, and so on.

It's your choice. Remember that how much you choose to engage and accept technology info your life is up to you.
Whether you are considering to create a Facebook account, or purchasing the newest products or software, take a moment
to step back and decide if you want to make use of the new technology rather than automatically accepting whatever may
come along.

Mind your Manners. A whole new etiquette is evolving about when and how technology should be used. Consider the
following:

B Be aware of your surroundings. Sometimes people forget they are in a public place and talk loudly and indiscreetly on
a mobile phone. Rule of thumb: Try to speak 10 to 20 feet or more away from the closest person.

B When emailing or texting someone in work or more formal situations, write out each word. Don't rely on abbreviations
and shortcuts. Not everyone is aware of the new wave of text abbreviations.

W If someone calls you and leaves you a message with a request to call them back, try to honor their request by calling
them instead of responding by email.

B Finish conversations and turn off your phone (and remove earpieces) before engaging someone in conversation,
stepping up fo a service counter, or entering a quiet place.

B Use this saying as your guide: If you can't say it to someone's face, don't say it in an email.

W [f you are posting photos of people online, reach out for their consent before doing so. Just because you don't mind
having your pictures online doesn't mean that everyone else feels the same way.

For more information about maintaining boundaries with technology, contact your Employee Assistance
Program.
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