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Presenter
Presentation Notes
People often feel torn between work and time with the family. They feel they don’t have enough ‘me’ time. This session will help participants identify various ways to achieve balance with personal, family and work responsibilities. The conflicting demands of work and home can create stress and zap the time and energy needed to get everything done. In this session, you will find answers that will allow you to be more effective and more satisfied with both your home and work lives.



• Understand the meaning of work-life 
balance and identify what keeps us out of 
balance.

• Learn time management strategies for 
effectively managing multiple demands.

• Discuss the benefits of prioritizing and 
establishing healthy boundaries.

• Explore the role of delegation and 
communication with others.

• Develop an action plan to balance our 
work and life demands.

LEARNING 
OBJECTIVES
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Presentation Notes
Here are the objectives of today’s session:



DEFINING WORK-LIFE BALANCE

• How well a person prioritizes personal 
and career demands and how much 
work interferes with one’s personal life.

• Is usually a personal concept and can 
differ from one person to another.

• Does not mean a 50/50 balance 
between work life and personal life.

• Work-life balance changes all the time 
and during every stage of life. 

• People have their unique work-life 
balance routines. Create a personal plan 
for yourself.
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Source: 
https://www.hrzone.com/hr-glossary/what-is-work-life-balance
https://employsure.co.nz/blog/what-exactly-does-work-life-balance-mean/

The literal interpretation of work-life balance would not stand here. It is not creating an equal balance between work and home or personal life. Life is fluid. You cannot schedule the same amount of time for the two aspects of your life.

Work-life balance is not a timetable kind of endeavour. What works for you today might be ineffective tomorrow -your work-life balance changes every day, and during every stage of your life.

Furthermore, people have their unique work-life balance routines. Things that work for someone else cannot or might not work for you since our priorities differ. Create a personal plan and benefit fully.




WHAT CONTRIBUTES TO WORK-LIFE BALANCE?

External
Factors

Personal 
Factors

Demands 
of work

Culture of 
work

Demands of 
personal life

Culture of 
personal life

Work 
orientation Personality

Energy 

Personal 
control 

Coping

Gender
Age

Life and 
career stage
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Organisational Factors 
Demands of work: At work, the demands of work may be either too low or too high
Culture of work: Organizational culture and may support balance through appropriate policies and practices, e.g. occasional time off work and flexible hours or may strictly limit these; it may demand and expect long and irregular hours and be intolerant of taking time off to deal with family emergencies.
The demands of personal life: Commitments and obligations outside work. These may exist in the family, in the community, or through choice of leisure activities. Example, for someone who is young and single, may be very low, while for those with dependent children or elderly parents, they may be very high. 
Culture of personal life: Refers to the expectations of those in the personal environment about commitments and obligations. Example: childcare, care of elderly relatives and cooking, and judgments if the obligations should be undertaken by family members or contracted out. 

Personal factors: 
Work Orientation: Perceptions of work-life balance include orientation to work and in particular the extent to which work (or home) is a central life interest. 
Personality: need for achievement, propensity for work involvement
Energy levels: energy levels are often ignored, but in the context of “high demand” need to be taken into account.  This may be linked to issues of personal control, including Locus of Control and capacity for coping with pressures of competing demands.
Gender: higher demands placed on women in the home
Age, life-stage, and career stage issues: Influence willingness to tolerate certain kinds of demand at work and at home. 



Take some time and think about 
what happens to the following:

• Your attitude

• Your interactions with people

• Your effectiveness in personal life

• Your effectiveness at work

• Your creativity

• Your leadership

ARE YOU FEELING 
OUT OF BALANCE? 
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When we become unbalanced, there are signs to signify the change. These signs can be very visible to others. However, do we ourselves notice the change? 

Facilitator’s Note: Read list and then ask participants to stop and think about this slide. Suggest that they visualize a day when they are challenged by change or feeling a lot of stress.  
   
As you go through the list, it is obvious, when we are out of balance, it affects our attitude, how we interact with people (coworkers and family), how effective we are in our personal life, as well as our creativity and leadership skills. And more than likely, the affects will be more negative than positive.  



TIME MANAGEMENT SKILLS THAT WORK

• Start each day with a plan.

• Maintain a closed list.

• Try the POSEC method. 

• Minimize distractions.

• Pay attention to where your 
time is going.

• Delegate.

PRIORITIZE

ORGANIZE
STREAMLINE

ECONOMIZE

CONTRIBUTE

POSEC
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1. Start each day with a plan�Spend the first 30 minutes of each day, determining how you will spend the rest of it. Whether you use an app like Basecamp, Evernote or Any.do or an old-fashioned pen and paper list, don’t start your work without a plan! Your plan should prioritize action items and estimate how long each item will take you. ��Not a morning person? You may also choose to spend the last 30 minutes before bedtime planning for the next morning. Brian Tracy of Brian Tracy International recommends this method.  “When you plan your day the night before,” says Tracy, “your subconscious then goes to work on your plans and goals while you are asleep. Very often you will wake up in the morning with ideas and insights that apply to the work of the day.” That sounds like a bonus to us!��2. Maintain a closed list��British time management guru, Mark Forster, who is best known for his “Do it Tomorrow” approach to time management, advises his readers and app users to make “closed lists,” rather than “wish lists.” What are closed lists? Think of them as to-do lists with limits. Wish lists on the other hand, are to-do lists without limits.  Wish lists keep growing, eventually becoming unmanageable and antithetical to time management.  
�To create a closed list,” Forster explains, “draw a line under the task list or use the Close List feature in the “Do It Tomorrow” application and do not add anything to it. If you use closed list there is no need to prioritize your work — you do all tasks from the list for your working day.”��3. Try the POSEC Method��Modeled on Abraham Maslow’s famous hierarchy of needs, the POSEC Method is all about ordering tasks based on their importance. POSEC is an acronym and its letters stand for: Prioritize, Organize, Streamline, Economize and Contribute. Like Maslow’s hierarchy, POSEC is structured as a pyramid or triangle, with goals that build upon each other.  Start with the goal at the foundation of the pyramid and work your way up. 

Though 'organize' gets its own spot in POSEC, really it's the key to the whole thing. The idea behind POSEC is that you lay out the things you have to do by order of importance and tackle them in that order. That applies on both the macro and micro levels. For instance, POSEC wants you to prioritise everything you've got to do in a day/week/month (we will discuss about the benefits of prioritising in a moment), but also to streamline the smaller parts of even mundane tasks like washing dishes or cleaning your desk for maximum efficiency. Even extremely long-term goals fall under POSEC's domain. For instance, followers of POSEC believe you should economize your far-reaching efforts and aspirations, putting them at the bottom of your list of priorities but still making time to contribute to them little by little (not unlike a savings account, perhaps). By 'paying in' to these long-term plans now, you lay the seeds for a richer future.
�4. Minimize distractions��One potentially problematic result of 24/7 connectivity is the constant receptivity to distractions. Perhaps you’re finally getting somewhere on that report you’ve been putting off. Then an email with an intriguing subject line darts across your screen. And, oh look, somebody’s friending you! Many of us have come to believe that by blocking these distractions we are missing out on something important. That is rarely the case. Whatever you’re missing will be waiting for you when your report is finished. ��5. Pay attention to where your time is going��Do you have any idea how much of your day is spent on coffee breaks? What about water-cooler conversations about the ballgame or weekend plans? How many times a day do you chitchat with the guy in the next cube, check Facebook or send tweets? ��Joe Mathews, Don Debolt and Deb Percival of Entrepreneur recommend carrying a schedule and keeping track of “all your thoughts, conversations and activities for a week.” ��As the writers explain, “This will help you understand how much you can get done during the course of a day and where your precious moments are going. You'll see how much time is actually spent producing results and how much time is wasted on unproductive thoughts, conversations and actions.” ��6. Delegate!��If you want to have a life outside of the office, don’t insist on doing everything yourself. Many of us have difficulty relinquishing control of our work product. Maybe we believe that if we want something done right, we have to do it ourselves. Others have the mistaken impression that when we delegate, we are being lazy or taking advantage of others. Delegating takes getting used to but it has many advantages for managers and their employees alike. ��“Trying to accomplish or micromanage too many tasks leads to burnout, poor quality and missed deadlines, not to mention time management problems,” writes James Baker, Founder and CEO of Baker Communications. “Delegation is not a sign of weakness; it’s a sign of leadership.”

Source: 
https://www.aerotek.com/en/insights/work-life-balance-time-management-skills-that-work



• More productivity and 
efficiency 

• Less stress and anxiety

• More opportunities

• More time back

• Less procrastination

• More focus on your most 
important work

THE IMPORTANCE 
OF PRIORITIZING
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More productivity and efficiency. Prioritising your workload improves your productivity and efficiency.  Prioritisation helps you get clear on your most important activities, ensuring you devote your time and attention to work on them. Prioritising important activities helps you focus and reduces distraction and overwhelm.  When you prioritise, you allocate your time and energy to your most important work, which increases efficiency and effectiveness. Prioritising important work helps you accomplish better results in less time.  When you know your priorities, you can achieve greater productivity, effectiveness, and performance.
Less stress and anxiety. A core advantage of prioritising workload is that it reduces stress and anxiety.  Too much on your to-do list and too little time to do the work increase stress and overwhelm. The benefits of prioritising workload are simple.  Good prioritisation at work reduces your to-do list and helps you take control of your time.  When you prioritise your most important work there are fewer tasks to take on and more time to do the work. Not prioritising your work can add stress to your work life as you feel overcommitted and under pressure.  When you work on a small number of priorities you can achieve bigger results in less time without stress. 
More opportunities. Prioritising your workload helps you focus on your most important tasks each day.  Prioritising work ensures you capture your biggest opportunities and achieve your most important results. If you don’t prioritise work, it’s easy to get bogged down in low-value tasks and busyness.  Having too much to do can stop you from making the forward progress you want in your business or career. Rather than being open to bigger opportunities and goals, a lack of prioritisation can hold you back.  Prioritisation increases your performance and effectiveness at work as your most important jobs get completed every day. When you prioritise tasks, you create the space to capture bigger opportunities.
Get more time back. Prioritising your workload helps you get more time back.  Instead of working longer hours,  you can work smarter, not harder on your biggest priorities.  By prioritising your workload, you have more time to recharge and take mental and physical breaks from work. Prioritisation also helps you become more productive on your most important work.  When you prioritise and work on a small number of essential tasks, you can manage your workload and have more time to focus on bigger goals. Instead of wasting time on low-value work, prioritising your workload gives you more time to think and plan.
Avoid procrastination. Procrastination takes you away from your most important tasks and wastes valuable time. Prioritisation helps you identify and focus on your most important activities by keeping them at the top of your to-do list.  When you prioritise your workload, you get clear about the activities that are most important to you. When you have that clarity, it’s easier to avoid procrastination.  If you don’t prioritise your most important work, it’s easy to waste time procrastinating rather than taking action. When you are clear and focused on your goals and your biggest priorities, it becomes easier to overcome procrastination.
Focus on your most important work. Prioritisation helps you focus on your most important tasks by making them the highest priority during your workday.  The most productive use of time is to prioritise tasks, opportunities, and people that matter. Instead of doing everything, effective prioritisation at work will help you focus your time on only a small number of productive activities.  This laser focus only comes from prioritising your workload and ensuring you invest your time and energy in your most important work.


Source: 
https://lucemiconsulting.co.uk/benefits-of-prioritising-workload/
https://www.selection-criteria.com.au/prioritisingselectioncriteriaexample.shtml




TIME MANAGEMENT MATRIX BY STEPHEN COVEY 
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In quadrant one, we manage and produce.  We act on the things that are urgent and we give attention to the things that are considered important.  These things usually relate to our high-priority goals. The Quadrant of Necessities - reactive tasks that need to be done, often at the last minute. Crises, 'fire-fighting' and looming deadlines are typical examples.
 
In quadrant two, quality is emphasized.  However many of us fail to give attention to this area.  Activities in this section consist of long-range planning, anticipating and preventing problems, enhancing others, and increasing our skills.  This is the one to aim to spend more time in.
The more you expand this quadrant, the more you reduce the other three,
 
In quadrant three, we tend to focus too much on activities that appear to be important but really are not as important as they appear.  These activities usually consist of too many unnecessary phone calls, meetings, email, and unexpected visitors.  This is the section that we need to focus on reducing the activities.  (learn to say No and delegate)

In quadrant four, we tend to fill this time with junk.  This is considered the “quadrant of waste.”  Activities in this quadrant consist of junk mail, television, and useless chatting with co-workers.  (Tip- become aware when you are in it)

Final thoughts...The best judge of which quadrant you are in is you. As your awareness improves, you enhance your ability to choose how to spend your time. 

List all the activities and projects that you feel you have to do. Try and include everything that takes up your time at work however unimportant
Put each activity into one of the 4 quadrants




THINGS YOU CAN DO AT WORK

• Decide which tasks are the most important 
(use Covey's Time Management Matrix).

• Put your task in a calendar.

• Set boundaries.

• Accept that distractions will happen, and 
schedule your break for 10 to 15 minutes.

• Use productivity tools.

• Delegate tasks and share responsibilities.

Presenter
Presentation Notes
Prioritising includes deciding what order tasks should be completed based on their importance. This strategy may help you organise your time more efficiently. This helps you learn how to complete important tasks first, meet deadlines and have more time to finish larger tasks. Prioritisation skills can help you accomplish more work in less time.



STRATEGIES AT WORK AND HOME

• Try to draw a clear line between work and leisure.
• Recognize the importance of protective factors (e.g. exercise, 

leisure activities, friendships, etc.).

• Manage your screen time.
• Set dedicated times to check email.
• Enforce no screen time before bed.
• Adjust your notification settings. Waking up to a phone full of 

notifications or being constantly pinged by email, chat, or social 
media means you are never truly "off work."

• Get support and be supportive—be part of a team, and know 
who is in your network.

Presenter
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Listed here are more practical suggestions.

Use discretionary time. This refers to getting some tasks completed during your break or lunch hour during the day, such as picking up your prescription at the drug store. This will free your evening so you can spend more time with family and friends.
 
Set limits. We all want to be there for our coworkers, family and friends. For some of us, it’s difficult to say “no.” Give yourself permission to say no when needed. There's a big difference in the feel of someone agreeing to do something when they're too tired to or they don't want to, versus when they are fully present and happy to be there. You will have more attention to give your loved ones if you are there for them when it feels right for you. They will feel the difference—and so will you.
 
Get support and be supportive.
 There’s nothing wrong with asking for support from your coworkers. It can create a mutual give and take relationship by getting support and in turn being supportive.  
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SET YOUR 
PERSONAL 
BOUNDARIES:
LEARN HOW 
TO SAY…

NO

Presenter
Presentation Notes
Personal boundaries are the limits and rules we set for ourselves within relationships. A person with healthy boundaries can say “no” to others when they want to, but they are also comfortable opening themselves up to intimacy and close relationships. A person who always keeps others at a distance (whether emotionally, physically, or otherwise) is said to have rigid boundaries. Alternatively, someone who tends to get too involved with others has porous boundaries. 
Most people have a mix of different boundary types. For example, someone could have healthy boundaries at work, porous boundaries in romantic relationships, and a mix of all three types with their family. One size does not fit all! Boundaries with work colleagues and friends may be different.
Boundaries in different cultures may also be different.
Learn How to say ‘No’
Learn How to set boundaries



QUESTION

Have you been able to set 
healthy boundaries 

between your work and 
personal life?

Presenter
Presentation Notes
When we become unbalanced, there are signs to signify the change. These signs can be very visible to others. However, do we ourselves notice the change? 

Facilitator’s Note: Read list and then ask participants to stop and think about this slide. Suggest that they visualize a day when they are challenged by change or feeling a lot of stress.  
   
As you go through the list, it is obvious, when we are out of balance, it affects our attitude, how we interact with people (coworkers and family), how effective we are in our personal life, as well as our creativity and leadership skills. And more than likely, the affects will be more negative than positive.  



THINGS TO KNOW ABOUT 
HEALTHY BOUNDARIES

• Boundaries can take many forms, from 
being rigid and strict to almost 
nonexistent. Healthy boundaries fall 
somewhere in between.

• Healthy boundaries are set to make sure 
you are mentally and emotionally stable.

• Boundaries are ways to take care of 
ourselves.

• Boundaries can be physical, emotional, 
intellectual, financial, or sexual.
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Many people know what the word “boundaries” means, but they have no idea what they are. You might think of boundaries as something like a property line or “brick wall” used to keep people out. But boundaries are not rigid lines drawn in the sand that are clear for all to see.

Boundaries can be physical, emotional, intellectual, financial, sexual, and they can range from being loose to rigid, with healthy boundaries often falling somewhere in between. Learning to show compassion and kindness to yourself is crucial in setting healthy boundaries. 
“Healthy boundaries are those boundaries that are set to make sure mentally and emotionally you are stable” (Prism Health North Texas, n.d.). 


Boundaries are a way to take care of ourselves. When you understand how to set and maintain healthy boundaries, you can avoid the feelings of resentment, disappointment, and anger that build up when limits have been pushed.

Setting boundaries is an important part of establishing one’s identity and is a crucial aspect of mental health and well-being.





THREE TYPES OF BOUNDARIES

HEALTHY BOUNDARIES

• Share personal information 
appropriately (not too much 
or not too little)

• Understand your personal 
needs and wants and know 
how to communicate them

• Value your own opinions

• Accept when others tell you 
"no"

LOOSE BOUNDARIES

• Get too involved with 
others' problems

• Find it difficult to say "no" 
to others' requests

• Overshare personal 
information with others

• Seek to please others for 
fear of rejection

RIGID BOUNDARIES

• Keep others at a distance

• Seem detached, even 
with intimate partners

• Have few close 
relationships

• Avoid close relationships
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Boundaries can take many forms. They can range from being rigid and strict to appearing almost nonexistent.

If you have more rigid boundaries, you might:
Keep others at a distance
Seem detached, even with intimate partners
Have few close relationships
Avoid close relationships

If you have more loose or open boundaries, you might:
Get too involved with others’ problems
Find it difficult to say “no” to others’ requests
Overshare personal information with others
Seek to please others for fear of rejection

A person with healthy boundaries understands that making their expectations clear helps in two ways: it establishes what behavior you will accept from other people, and it establishes what behavior other people can expect from you. 

If you have healthy boundaries, you might:
Share personal information appropriately (not too much or not too little)
Understand your personal needs and wants and know how to communicate them
Value your own opinions
Accept when others tell you “no”

Many of us have a mix of boundaries depending on the situation. For example, you might have strict boundaries at work and more loose ones at home or with family and friends.

Source: https://psychcentral.com/lib/10-way-to-build-and-preserve-better-boundaries#what-are-boundaries



BENEFITS OF HEALTHY BOUNDARIES

Source: positivepsychology.com

Presenter
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Healthy boundaries are a crucial component of self-care. That’s because “in work or in our personal relationships, poor boundaries lead to resentment, anger, and burnout” (Nelson, 2016).  This is important because it indicates that healthy boundaries at work help someone find more fulfilment and less stress in their professional life—leaving room for a better personal life.

Setting healthy boundaries can have many benefits, including helping people make decisions based on what is best them, not just the people around them. This autonomy is an important part of self-care.

Self-care, which can include setting boundaries, is an important part of leading a mentally healthy life. But unlike more intuitive aspects of self-care like healthy eating and exercise, setting healthy boundaries isn’t something most people understand. For more people to experience greater well-being and fulfillment, they must learn about healthy boundaries.
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EXAMINE CURRENT 
BOUNDARIES

HOW TO SET PERSONAL 
BOUNDARIES

IDENTIFY DESIRED 
BOUNDARIES

COMMUNICATE 
WHAT YOU NEED

KEEP THE FOCUS 
ON YOURSELF

SET 
CONSEQUENCES
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The first part of setting boundaries is examining the boundaries that already exist (or are lacking) in one’s life. For example, a woman might decide that she has healthy boundaries with her romantic partner, but not with her friends and coworkers. 
From there, she can decide what types of boundaries she wants to set with her friends and coworkers. As for how to exactly set these boundaries, “Say ‘no’ simply but firmly to something you do not want to do. Do not feel that you need to explain” (Kairns, 1992). 
Not overexplaining is a crucial aspect of setting boundaries, as everyone has the right to determine what they do and do not want to do.
This brings up another important point: Keep the focus on yourself (IPFW/Parkview Student Assistance Program, n.d.). Instead of setting a boundary by saying something like, “You have to stop bothering me after work”, a person can say, “I need some time to myself when I get back from work.”
Another important thing to remember is: “It is impossible to set boundaries without setting consequences” (IPFW/Parkview Student Assistance Program, n.d.). This means that when setting boundaries, it is important to explicitly state why they are important. For example, a person in an unhealthy relationship might declare that his partner needs to start respecting his career goals if his partner wants to continue being in a relationship with him. It is also crucial to only declare consequences that one is willing to follow through on, or else the boundaries will not be effective.

In general, the key to setting boundaries is first figuring out what you want from your various relationships, setting boundaries based on those desires, and then being clear with yourself and with other people about your boundaries.

Source: https://positivepsychology.com/great-self-care-setting-healthy-boundaries/



SETTING HEALTHY BOUNDARIES

• Enjoy some self-reflection.
• Start small.
• Set them early.
• Be consistent.
• Create a framework.
• Feel free to add extras.
• Be aware of social media.
• Talk.
• Be your biggest champion.
• Gain some perspectives.

Presenter
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10 Ways to set and maintain good boundaries

Enjoy some self-reflection To successfully introduce and set boundaries, it’s key to understand why they’re each important to you and how they will benefit your emotional well-being. The first step in having healthy boundaries in any situation is spending the time to explore what’s happening to you.”
Start small. If you don’t have many boundaries in place already, the prospect of introducing more might seem overwhelming — so build them up slowly. Doing so allows you to take things at a more comfortable pace, and it provides time to reflect on whether it’s heading in the right direction or if you need to make some tweaks.
Set them early. “Sometimes it can be really hard to start putting boundaries in, especially in pre-existing relationships,” says Dr. Quinn-Cirillo. “If you can put in boundaries straight away, it’s a lot easier to work with.” By setting boundaries and expectations from the very beginning, everyone knows where they stand, and feelings of hurt, confusion, and frustration can be lessened.
Be consistent. Letting boundaries slide can lead to confusion and encourage new expectations and demands among those around you. Try keeping things consistent and steady. This helps to reinforce your original thresholds and beliefs, and it ensures those lines remain clearly established.
Create a framework. Dr. Quinn-Cirillo notes that boundaries “vary depending on the type of relationship.” However, if you find it helpful, there’s no reason not to have a few basics in place that can be adapted accordingly. Consider getting an hour or two of alone time each weekend. This boundary could apply whether you live with a partner, have a busy social schedule with friends, or are close with your family.
Feel free to add extras. In some aspects of our lives, there are boundaries already in place — such as in the workplace. But consider these the minimum. Colleagues will likely have some of their own in place, and it’s okay for you to add some too. Doing so may even enhance your performance. Austrian researchersTrusted Source found that employees who introduced personal workplace boundaries felt more empowered.
Be aware of social media. These platforms allow for more communication than ever, but they’ve also encouraged some considerable boundary blurring. “There’s some incredible oversharing happening,” Baker states, and research shows that over half of us are concerned that family and friends will post personal information or photos that we don’t want shared publicly. If you deem a particular action as boundary-crossing in real life, your concerns are no less valid when it occurs digitally. “You don’t have to expose yourself to social media that’s distressing you,” she adds.
Talk, talk, talk. Communication is critical in the world of boundaries, especially if someone consistently oversteps yours. While you might need to raise your concerns, these discussions need not be confrontational. For example, if you have a friend who sends messages nonstop, Dr. Quinn-Cirillo suggests saying something along the lines of, “‘I can see you really wanted to get hold of me, but the best thing to do is drop me a message, and I’ll get back to you when I can.’” This gently highlights their behavior while simultaneously asserting your threshold.
Be your biggest champion. For boundaries to have a strong foundation, you need to show yourself a bit of love, notes Baker. “If you’ve got a narrative in your head that says you’re worthless and undeserving, then you’re going to find it difficult to put boundaries in place that protect you,” she says. “A lot of it comes down to self-worth and self-value.” It doesn’t take much to start encouraging this mindset either, adds Baker. The more you engage in activities “that release feel-good hormones, like singing, running, or whatever you want to do — things that feed your own heart — then that’s going to help change your internal dialogue and make you feel more deserving.”
Gain some perspectives. Not having boundaries can be detrimental to our mental health, but going too far and over-thinking them can also impact our emotional well-being, reveals Dr. Quinn-Cirillo. “Get a healthy level of thinking about boundaries,” she says. “Have some but don’t be dictated by them. Sometimes you’ve just got to go with your gut instinct. We can forget that we’re actually quite good at navigating most things and are quite intuitive as human beings.”


Source: https://psychcentral.com/lib/10-way-to-build-and-preserve-better-boundaries#10-tips



SELF-CARE STRATEGIES 
FOR SUSTAINABLE WORK-LIFE BALANCE

PRACTICE 
MINDFULNESS

1 2 3 4 5

MAINTAIN 
DAILY RHYTHM

PRIORITIZE

HEALTHY DIET AND 
MOVE YOUR BODY

HAVE ENOUGH 
SLEEP
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Creating a sustainable work-life balance is an ongoing challenge for many, even those who love their jobs. If you’ve been burning the candle at both ends and are feeling frazzled, it may be time to reflect upon your current self-care regimen. Rather than face burnout, try these simple strategies to help restore balance and productivity in your daily life.
�1. Practice mindfulness
A regular mindfulness practice is an effective and inexpensive way to combat burnout. Both Transcendental Meditation and Mindfulness-Based Stress Reduction have been shown to help, as have some less-structured meditation programs, (Luken & Sammons, 2016; Elder, Nidich, Moriarty, & Nidich, 2014). Finding the time to learn and practice meditation can be challenging. While searching out a local class or teacher is the best way to get started, apps like Buddhify and HeadSpace are great options for those who are not able to access in-person classes.

2. Have enough sleep
Sleep deprivation can adversely affect cognition and generally contributes to physical and mental stress. One study of university faculty found that getting less sleep was related to higher levels of burnout, (Padilla & Thompson, 2016). It can be tempting to sacrifice sleep for work or personal time, but most people find that they can think more clearly after a good night’s sleep. Prioritize your sleep, and you may find that you’re better able to cope with life’s challenges.

3. Prioritize
Over months and years, many people find that they’ve lost sight of the tasks or goals that attracted them to a job in the first place. One study of medical faculty physicians found that those who spent less than 20 percent of their time on what they considered to be the most meaningful aspect of their work were the most likely to experience burnout, (Shanafelt et al., 2009). Reconnect with the parts of your job that bring you joy. If you spend most of your time on tasks that are not personally meaningful, meet with your boss or other colleagues to discuss ways to reconfigure your roles. Get better at saying “no” to focus on aspects of your job (or life!) to which you’d like to devote your time.

4. Healthy diet and move your body
We recommend scheduling snacks and meals while at work, and eating them away from your workspace. Leaving your desk while eating provides an opportunity to get your body moving and may also help prevent mindless snacking. Some of our favorite snack recommendations: a small piece of dark chocolate; nuts and seeds; fresh fruit; and spicy, sour, or tangy foods. Savor the flavors as you nourish yourself and take a few moments to rejuvenate. Set a reminder on your phone or calendar so that your snack/meal breaks don’t slip off your radar. 

6. Maintain a daily rhythm
Circadian rhythms are behaviors or physiological patterns that happen approximately every 24 hours. They help our bodies anticipate and respond to changes in the environment. For example, if you eat at predictable times your digestive tract can produce enzymes in anticipation of an upcoming meal. By creating a degree of predictability in your daily rhythm, you can support your circadian processes. Waking up and going to bed at about the same time each day will help to synchronize your body clock. Similarly, eating and exercising at predictable intervals can help as well. Many people notice a significant difference in energy levels when they follow these basic guidelines.

Start with a few small changes rather than a complete revamp. You’re more likely to stick with small shifts, which can result in significant improvements to physical and mental well-being over time. We also recommend doing your part to create a culture that promotes work-life balance. Don’t normalize or glorify “busyness,” and be sure that you are respectful of other peoples’ need to engage in self-care. Remember that focusing on your own health isn’t a detriment to your work. By choosing to engage in self-care, you are creating a more sustainable path forward for the sake of yourself, your personal and professional communities, and those affected by your work.
 




QUOTE "We need to do a better job of 
putting ourselves higher on our 

own 'to do' list."
- Michelle Obama



WHEN YOU NEED SUPPORT

Talk to a professional counselor if you are experiencing these symptoms:
• Emotions feel unwieldy
• Drugs or alcohol used to cope
• Reckless behavior
• Decreased work performance
• Interpersonal difficulties
• Disrupted sleep 
• Appetite changes
• Suicidal thoughts

Presenter
Presentation Notes
Facilitator’s Note: Go through this list of possible areas that might indicate the services of a counselor might be necessary. Point out that talking with a counselor can help if someone is having a difficult time controlling the stressors in his or her environment.  



ACTION PLAN 

Develop your action plan to better 
balance your work and life demands:

• What current strategies are working 
well?

• What strategies need to change?

• What resources can I draw from?

• What are three things that I can do 
immediately to improve my time 
management?



THANK YOU

ANY 
QUESTIONS?

• Telephone and crisis counseling 24-7, 365

• Face-to-face or telephone based short term counseling 

• Professional referrals to community resources as needed

• Legal and financial services and referrals

• Eldercare/Childcare assistance and referrals

• Take the Highroad Program - $45 max reimbursement

• Employee and supervisor training seminars

• Crisis Intervention Services (CISD)

• Enhanced website with interactive will preparation, 
savings center, monthly newsletters, and more..

Toll-Free: 1 888 993 7650
Website: www.deeroakseap.com
Username: UHD
Password: UHD

http://www.deeroakseap.com/


WE WELCOME YOUR FEEDBACK. THANK YOU!

Survey Link: 
https://www.surveymonkey.com/r/trainingSession22

Assignment No: 129167

https://www.surveymonkey.com/r/trainingSession22


JOURNEY TO WELLNESS
(BlueCross BlueShield of Texas)



JOURNEY TO WELLNESS
Free wellness resources available to you and your dependents

Presenter
Presentation Notes
From getting enough exercise to eating a well-balanced diet, you have many ways to maintain your health and wellness. Today’s presentation will introduce you to the wellness resources and tools available to you and your covered dependents through HealthSelect of Texas® medical plans, including Consumer Directed HealthSelectSM. We encourage you to use these resources, which are available at no cost to you, to help you on your journey to wellness.  

Health Select Participants. 
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Presentation Overview

• Well OnTarget® participant portal:
‒ Health Assessment
‒ Self-management programs 
‒ Personalized coaching
‒ Trackers and apps
‒ Blue PointsSM

• Fitness Program

• Weight management programs

Presenter
Presentation Notes
We’ll start our wellness benefits tour with the Well onTarget® wellness portal. Through Well onTarget, you can access tools such as the Health Assessment, self-management programs, personalized coaching, trackers and apps, and the Blue PointsSM incentive program.

We’ll also review other resources, like the Fitness Program and the weight management programs.

Whether you’re beginning a new wellness journey, or are already well on your way, we think you’ll find these tools and resources to be helpful. We’ll show you how you can track your progress on your goals—from managing a health condition to losing weight, to increasing your physical activity or reducing your stress.
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WebEx Poll

How familiar are you with Well onTarget?
• I already have an account.

• I've heard of it but don’t have an account.

• What's Well onTarget?

Presenter
Presentation Notes
WebEx Poll. 

This poll will go directly through WebEx. 

How familiar are you with Well onTarget?
I already have an account.
I've heard of it but don’t have an account.
What's Well onTarget?
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How to Access Well onTarget via Blue Access for MembersSM

Call a Blue Cross and Blue Shield of Texas (BCBSTX) Personal Health Assistant toll-free at (800) 252-8039 (TTY:711)

1

Log in to Blue Access for Members2

www.healthselectoftexas.com

Presenter
Presentation Notes
To get started, you will need to access Well onTarget through our member portal, Blue Access for Members.  
  
You can access Blue Access for Members through www.healthselectoftexas.com. Then, click on “Log In” in the top right corner. 
  
If you’re already registered for Blue Access for Members, just enter your username and password. If you are a new user, you can register using the information on your medical ID card. 
�
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How to Access Well onTarget via Blue Access for Members

Call a Blue Cross and Blue Shield of Texas (BCBSTX) Personal Health Assistant toll-free at (800) 252-8039 (TTY:711)

3

Click Wellness3

Click Visit Well onTarget4

Presenter
Presentation Notes
Once logged into Blue Access for Members, click the Wellness tab at the top of the screen and then click “Visit Well onTarget.” 
  
If you need any help registering or accessing Well onTarget, please contact a BCBSTX Personal Health Assistant toll-free at (800) 252-8039 (TTY: 711). This is the same number found on the back of your medical ID card. 
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WebEx Poll

Have you taken your Health Assessment?

• Yes

• No

Presenter
Presentation Notes
WebEx Poll. 

This poll will go directly through WebEx. 

Have you taken your Health Assessment?
Yes
No
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Health Assessment

15-minute lifestyle-habits questionnaire 

Presenter
Presentation Notes
The first time you log in to Well onTarget, you will see a notification about completing your Health Assessment. Because it’s important for you to keep your information about your health up-to-date, you should complete the Health Assessment twice a year. As a result, you’ll also get a message to complete the assessment if you haven’t done so within the past half of the year. The Health Assessment takes about 15 minutes to complete. It asks a series of questions about lifestyle and health habits to provide an overall assessment of your current health status.
  
The Health Assessment identifies what you are already doing well — and lets you know where there is room for improvement. It adapts questions and suggestions based on your answers and gives you action steps to help you change unhealthy behaviors. 

While it’s not required, you might find it helpful to get a wellness exam with your health care provider before taking the assessment. That way, you will have the health information you need to answer the questions more accurately. 
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Health Assessment

• Gives you:
– Personal wellness report
– Personalized recommendations and guidance
– Fulfills agency health assessments requirements
– 2,500 Blue Points to redeem for prizes

Presenter
Presentation Notes
When you complete your Health Assessment, your Well onTarget portal will be tailored to your specific needs, based on your responses. 

Completing the Health Assessment will also give you a Personal Wellness Report, which includes: 
  
information about health risks,
wellness recommendations,
preventive care recommendations,
suggestions for next steps in your health and wellness journey, and
recommendations for other health and wellness resources.

The Health Assessment meets the requirement for agency health assessments, so if your agency or higher education institution offers an incentive for completing your assessment, you can download and print a certificate of completion that you can give to your HR manager or benefits coordinator.  Note: your certificate will not include any personal health information.

The information entered on the health assessment is confidential. There is an agreement box to check off when first joining, but that is to consider what programs are getting the most engagement. 

After taking the Health Assessment, you will be able to compare your results with reports from Health Assessments you’ve taken before, and you will earn 2,500 Blue Points when you take it. If you complete the Health Assessment twice per year, as recommended, you will earn 5,000 Blue Points.
�
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Blue Points – Built-In Incentive

• Health Assessment

• Self-management programs

• Synced fitness device or app 

• Fitness Program

• Online trackers

Presenter
Presentation Notes
So, what exactly are Blue Points?

Blue Points is an incentive program available through Well onTarget. Almost everything you do within Well onTarget earns you points, from completing the Health Assessment, to participating in self-management programs, to going to the gym. 

You can get a quick view of your total points on the Well onTarget home screen and track how you’ve earned points over time. From the online store, you can redeem Blue Points for a wide variety of items including fitness gear, wearable devices, electronics, home goods and camping equipment. 

Each year, you can redeem up to 17,325 points. If you earn more points, those will can carry over to the next year. 



• Structured

• Active
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Self-Management Programs

• Interactive

• Educational

Presenter
Presentation Notes
Well onTarget offers 26 digital, self-management programs designed to support your health journey. These programs will be recommended to you based on your Health Assessment answers. Self-management programs provide a structured set of activities and support resources, as well as clinical and behavioral information.��The interactive programs allow you to track daily habits and complete midpoint and final assessments. The educational programs include quizzes, podcasts and other resources in a six-lesson format.  
  
After you finish a program, you can download a completion certificate. Complete a program once per quarter to earn Blue Points.  
  
If you’re interested in participating in a self-management program, a good place to start might be the “Preventive Health: Reducing Your Risk” program. The program looks at how your lifestyle choices may impact your health. It covers the importance of scheduling an annual wellness check-up with your health care provider so you know your cholesterol, blood pressure and triglycerides numbers. This program helps you identify which tests and health checks are important based on your age and gender.  
  
It’s a good idea to schedule your annual wellness check-up at the beginning of the year so you always remember to get it done.   

If you’re a tobacco user, Well onTarget offers two tobacco-related self-management programs, “Quitting Tobacco” and “Staying Tobacco Free.” Both meet the requirements for the ERS "Choose to Quit" program. This means you can complete either program as part of the steps to have your tobacco-user premium waived.
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Personalized Coaching

• Physical fitness

• Nutrition

• Blood pressure

• Cholesterol

• Healthy weight

• Stress

• Quit/stay tobacco free

Presenter
Presentation Notes
Coaching programs are also available through the Well onTarget portal. Coaches will work with you to help you reach your goals in areas like:

Physical fitness, dietary habits, improving blood pressure or cholesterol
decreasing weight or maintaining weight loss
managing stress and
quitting tobacco or staying tobacco free

You can work with a coach for as long as you like, and you’ll work with the same coach throughout your program. You can self-enroll with a coach at any time through Well onTarget. Once you are connected to a coach, they can contact you via telephone, secured messaging through the Well onTarget portal or the AlwaysOn Wellness app—whatever you prefer. 
�
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Wellness Goals and Trackers

• Blood pressure

• Cholesterol

• Nutrition

• Oral health

• Physical activity

• Sleep

• Stress

• Tobacco

• Water intake

• Weight

Presenter
Presentation Notes
Deciding to start a wellness journey can be easy, but sticking with it can be more difficult. 
  
Tracking your progress is an important part of building and maintaining healthy habits. 
  
Well onTarget has integrated trackers to help you monitor progress on your journey over time. Trackers include health factors like blood pressure, nutrition and hydration, stress management and sleep. You can also set up text message reminders to help you stay on track.

 You earn 10 Blue Points for each tracker entry, up to 70 points per week.
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Fitness and Nutrition Device Integration

Presenter
Presentation Notes
In addition to integrated trackers, you can sync a number of popular third-party fitness apps and wearable devices using Well onTarget.  
  
Compatible apps include: Moves, MapMyFitness, FitBit, Garmin, Nike Fuel and more. Some of these apps are available at no cost.  

Compatible devices include: Fitbit, Nike Fuel Band, Garmin, iHealth wireless activity and sleep tracker, Fitbug, Apple Health and more. 

After a device or app has been synced, you can see minutes exercised, steps taken, miles traveled, and calories burned per day and month. Syncing with Well onTarget also allows you to earn Blue Points for your activity.
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Fitness Program
Nationwide network of fitness centers
• No contract required
• Earn Blue Points

Base
$19 Monthly fee

Network Size: 3,000

Elite
$99 Monthly fee

Network Size: 12,400

Digital Only
$10 Monthly fee
Digital Access Only

Power
$39 Monthly fee

Network Size: 12,000

Core
$29 Monthly fee

Network Size: 7,500

Presenter
Presentation Notes
Another program we would like to bring to your attention is the Fitness Program, available to all participants and their eligible dependents 16 or older. The Fitness Program is a flexible membership program that gives you access to a nationwide network of more than 12,400 fitness centers. After paying a one-time $19 enrollment fee, membership packages start at just $19 (plus tax) per month. Because membership is month-to-month, you don’t have to sign a long-term contract. 
    
You’ll earn 2,500 Blue Points for enrolling and up to an additional 300 points per week for checking in when you visit a gym. 
  
And, as an additional bonus for being a member of the Fitness Program, you can get up to 30% off at a nationwide network of health specialists. Discounts are available on services ranging from acupuncture, massages, dieticians and childbirth educators, to personal trainers and physical therapists. 

There is also a Family Bundle pricing discount and discounts on pay-as-you-go studio class sessions. For more information, you can download the Well onTarget Fitness Program app or visit the Fitness Program page on the HealthSelect website. 
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Fitness Program
Find a gym by you:
1. Log into Blue Access for Members on 

www.healthselectoftexas.com.
2. Click on “Wellness” tab at the top of the 

screen and then click “Learn More” 
under the Fitness Program.

3. Search by zip code under each tier to 
see what gyms are nearby.

Presenter
Presentation Notes
To find a list of participating gyms in your area, log into the Fitness Program through Blue Access for Members. Participating gyms include Anytime Fitness, Snap Fitness, Curves, LA Fitness and some YMCAs.   
  
To enroll, you can call the Fitness Program toll-free at (888) 762-2583 (TTY: 711), Monday through Friday, 7 a.m. – 7 p.m. CT., or log in to Blue Access for Members through healthselectoftexas.com and click on “Wellness” tab at the top of the screen and then click “Learn More” under the Fitness Program.
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Weight Management Programs

• Pre-recorded lessons any time
• Chat with coaches and online community 
• Lose weight and improve health eating the 

food you enjoy 
• Self-monitor eating and activity

wondrhealth.com/healthselect

• Weekly online meeting with coach
• Chat with online community of coaches 

and participants
• Adjust eating habits to exclude unhealthy 

foods
• Track foods and exercise

healthselect.realappeal.com

Presenter
Presentation Notes
Because nutrition is just as important as exercise, there are two weight management programs available at no cost to employees, retirees or dependents enrolled in a HealthSelect plan. Medicare-primary participants are not eligible to participate. The programs are available to HealthSelect participants 18 or older with a BMI of 23 or higher and are another great way to further your wellness journey.
 
Wondr® 
Wondr is an online program that teaches you weight management and healthy eating skills that can be used for a lifetime. This program may be a good fit for you if you: 
prefer to learn by watching short videos each week when it’s most convenient for you,
like having the option to connect with health coaches and other participants when you need to,
want to learn skills that help you lose weight while eating your favorite foods and
like the idea of becoming more aware of your body so you eat only when you’re hungry.
 
Wondr is a great resource for learning to be mindful while eating. Wondr teaches you how to eat the foods you enjoy in moderation.
 
Real Appeal® 
Real Appeal is an online weight loss program that uses coaches to help motivate you to get active and lose weight. The program focuses on tracking food, calorie intake and physical activity. This program may be better for you if you:
prefer to learn with an online community of participants who meet at the same time every week,
like the option to chat with your coach and other participants,
are willing to stop eating some of the unhealthy foods you enjoy while participating in the program, and
like the idea of tracking the food you eat and your exercise.

If you are looking for a program a bit more regimented, real appeal may be the option for you. With Real Appeal, online meetings take place at the same time each week, making it easier to establish a routine.
 
You may participate in one program at any time, but the HealthSelect plan will not cover your participation in both programs simultaneously.

http://www.healthselect.realappeal.com/


BCBSTX App
• Claims

• Coverage

• Deductible

• Medical ID card
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Fitness at your fingertips

Presenter
Presentation Notes
For those who want on-the-go access benefits and wellness resources, we recommend downloading the following three apps.
�The first is the BCBSTX app, which lets you see important plan information quickly and easily. You can view your medical ID card, get an overview of your coverage, including medical, mental health and prescription copay information, track your spending and check the status of claims. You can also find in-network doctors, hospitals or urgent care facilities, read provider reviews and see average wait times. The BCBSTX app is available to both iPhone and Android users. �




AlwaysOn Wellness App
• Well onTarget to-go

• Health Assessment

• Goal setting

• Progress tracking
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Fitness at your fingertips

Presenter
Presentation Notes
Next, there’s the AlwaysOn Wellness App, which allows you to access many Well onTarget features on compatible devices. You can take your Health Assessment, set personal health and wellness goals, track your progress, connect wellness coaches and track data synced from your fitness devices and apps. �




Well onTarget® Fitness Program App
• Find nearby gym locations

• Access Live virtual fitness classes

• Check in and log your workouts

• Access physical activity history
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Fitness at your fingertips

Presenter
Presentation Notes
And finally, the Well onTarget Fitness Program App. You can use this app to find nearby gyms, access live virtual fitness classes, check in to gyms, log your workout, and track your physical activity history.
�




Thank You

Presenter
Presentation Notes
There’s more than one way for you to incorporate wellness into your life. Thank you for taking the time to review the wellness programs available to you as a HealthSelect participant. We hope you take advantage of the resources that fit into your healthy lifestyle and can help you on your journey to wellness!
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Disclosures

The Fitness Program and its discounts on alternative medicine and services are provided through BCBSTX to HealthSelect of Texas® participants. The program and its discounts are not covered health 
services under the HealthSelect of Texas plan. Please refer to your Master Benefits Plan Document or call a BCBSTX Personal Health Assistant toll-free at (800) 252-8039 for specific information about 
your plan’s covered benefits. Use of the Fitness Program does not affect your health insurance premium, nor do costs of Fitness Program services or products count toward your calendar year or lifetime 
maximums and/or plan deductibles. Members are responsible for all fees, dues, taxes and other charges related to the Fitness Program. Refer to the program terms and conditions for further details. 
BCBSTX does not guarantee or make any claims or recommendations regarding the services or products offered under the Fitness Program. You may want to want to consult with your physician prior to 
use of these services and products. BCBSTX reserves the right to discontinue or change this discount program at any time without notice. The Fitness Program is provided by Tivity HealthTM, an 
independent  contractor that administers the Prime Network of fitness locations. The Prime Network is made up of independently owned and operated fitness locations.

Participants may choose either weight management program, but can only participate in one program at any given time.

Wondr and Real Appeal are independent companies that have contracted directly with ERS to provide a weight loss and metabolic syndrome reduction program that is covered under some of the health 
benefit plans. These companies are solely responsible for the products or services offered by them. Your acceptance is not guaranteed.

Blue Cross and Blue Shield of Texas is the third-party administrator for HealthSelect of Texas® and Consumer Directed HealthSelectSM.

Blue Cross and Blue Shield of Texas, a Division of Health Care Service Corporation, a Mutual Legal Reserve Company, an Independent Licensee of the Blue Cross and Blue Shield Association

Blue Cross®, Blue Shield® and the Cross and Shield Symbols are registered service marks of the Blue Cross and Blue Shield Association, an association of independent Blue Cross and Blue Shield Plans.
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Disclosures

Blue365® is a discount program only for BCBSTX members. This is NOT insurance. The services offered through this program are not covered services under your health plan. Please refer to your Master 
Benefits Plan Document or call a BCBSTX Personal Health Assistant toll-free at (800) 252-8039 for specific information about your plan's covered benefits. Use of Blue365 does not change monthly 
payments, nor do costs of the services or products count toward any maximums and/or plan deductibles. Discounts are only given through vendors that take part in this program. BCBSTX does not 
guarantee or make any claims or recommendations about the program’s services or products. Members should consult their doctor before using these services and products. BCBSTX reserves the right to 
stop or change this program at any time without notice.

The relationship between these vendors and BCBSTX is that of independent contractors. BCBSTX makes no endorsement, representations or warranties regarding any products or services offered by the 
above-mentioned vendors.

Blue Points Program Rules are subject to change without prior notice. See the Program Rules on the Well onTarget® Member Wellness Portal at wellontarget.com for further information.

Onmyway and the AlwaysOn App are owned and operated by Onlife Health. Onlife is an independent company that provides health assessments for BCBSTX.
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Invest for success 
5 principles you need to know

Presenter
Presentation Notes
PREPARATION NOTE:
Fill in the title slide above with specific information.
Items for Resource List
Invest for success guide (PDF)
Asset Allocation Evaluator (https://shared.tiaa.org/public/publictools/assetallocationevaluator/)
Retirement Advisor tool (https://www.tiaa.org/public/retire/retirement-advisor)
Webinars (https://shared.tiaa.org/public/publictools/campaign/login/webinar?resume=/idp/If7xI/resumeSAML20/idp/SSO.ping)

SPEAKER NOTES
FIRST: Introduce yourself and include (1) a personal greeting, (2) a brief professional bio and (3) how you became involved with TIAA and this webinar/workshop. 

We’re here to talk about the principles of investing that could make a big difference for your future. 
That’s because being financially healthy in your later years is all about what you do now. And it’s not just about making your contributions. How you invest your contributions is just as important to helping you save enough. 
I hope you’ll find this presentation helpful. And remember, you don’t have to figure everything out yourself. We’re here to help you with your planning, and you can schedule a call with a TIAA financial consultant at no additional cost.
You can do that anytime on the TIAA website at TIAA.org [FOR WEBINAR ONLY: or through the “Schedule Meeting” box on your screen].
We also have a guide that goes with this [webinar/workshop] that can be a valuable resource for you. [FOR WEBINAR ONLY: You can download the guide as well as other resources from the Resource List window.]
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Confidential (C)
FINANCIAL ESSENTIALS

Agenda

WELCOME PRINCIPLE 1 PRINCIPLE 2 PRINCIPLE 3 PRINCIPLE 4 PRINCIPLE 5 WRAPUP

Follow the 5 principles of investing for retirement.

Take 
advantage 
of time

1

Make use of 
tax-advantaged 
saving options

2

Commit to 
regular 
contributions 
and stick to 
them

3

Choose an 
appropriate 
investment 
mix

4

Review your 
strategy and 
investments 
regularly

5

Presenter
Presentation Notes
Today we’re going to go over five key principles of investing for retirement. I hope to equip you with practical information you can begin using right away. 

[CLICK] We’ll begin by talking about the importance of time when it comes to investing. It’s easy to delay making a savings push, but we’ll show you why putting it off may make it harder to save enough. 
[CLICK] Then we’ll cover how to take advantage of tax breaks and other benefits that help you save for retirement. 
[CLICK] Next, we’ll look at how making regular contributions and sticking to them over time can help lessen the effects of market swings and potentially improve your results. 
[CLICK] Then we’ll talk about how to choose an investment mix that’s right for you, covering the concepts of asset allocation and diversification and why they’re so critical.
[CLICK] Finally, we’ll look at the reasons you need to review your strategy and your investments regularly and not just forget about them.

We’ll also provide you with next steps you can take to put these principles into practice.
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WELCOME PRINCIPLE 1 PRINCIPLE 2 PRINCIPLE 3 PRINCIPLE 4 PRINCIPLE 5 WRAPUP

See the potential of compound interest—when you give it time.

Principle 1: Take advantage of time

Waiting 1 year

Lose $12,154 in 
earnings on only 
$6,000 more in 
contributions 
($18,154 total)

“Compound Interest Calculator,” U.S. Securities and Exchange Commission, investor.gov/financial-tools-calculators/calculators/compound-interest-calculator. For illustration only.

$220,714
(Total savings)

$0

$50,000

$100,000

$150,000

$200,000

$250,000

0 5 10 15 20

$120,000
(Your contributions)

Saving $500/month for 20 years at 6%

Presenter
Presentation Notes
Let’s start with the first investing principle: Take advantage of time.

[CLICK] Time is everything when it comes to investing. That’s because of compounding. Compounding is when you earn money on your contributions, giving you a larger total on which to potentially earn even more. Over time your money is adding up exponentially. The more time your money is invested, the more it may grow in this way beyond what you’ve contributed yourself. 
For example, as you can see on the screen, if you saved $500 a month over 20 years that grows at 6% per year, your total savings—the blue line—[CLICK] would be worth more than $220,000, [CLICK] while you only had to contribute $120,000 yourself—the yellow line. That’s $100,000 more just in compounded earnings. You can see that over time the upward curve gets higher and higher. 
[CLICK] If you waited just one year to save this much, you’d miss out on more than $12,000 in earnings on only $6,000 more in contributions, or a total of more than $18,000.   
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Waiting may cost you
The sooner your start, the easier it may be to save enough.

Hypothetical illustration only. Not intended to represent the past or future performance of any investment. Assumes contributions are made monthly with a 6% annual effective return, compounded monthly.
Actual performance will vary with market conditions. Source: “Investing 101,” TIAA.org/public/learn/personal-finance-101/investing-101. See slide 10 for disclosure on historical stock market increases.

WELCOME PRINCIPLE 1 PRINCIPLE 2 PRINCIPLE 3 PRINCIPLE 4 PRINCIPLE 5 WRAPUP

25 35 45 55 65

Magda
(starts at age 25)

$5,000 annual 
contributions

($200,000 total)

Steve
(starts at age 40)

$10,000 annual
contributions

($250,000 total) $566,317

$798,735

Savings at age 65

Presenter
Presentation Notes
Let’s look at it another way. 

[CLICK] In this example, Magda starts saving $5,000 annually—or just over $400 per month—at age 25 and continues for 40 years until she’s 65 years old. 
[CLICK] Steve waits until age 40 to begin saving but contributes twice as much—$10,000 annually, or just over $800 per month—for 25 years. 
[CLICK] At age 65, Steve has contributed $50,000 more of his own money than Magda and still hasn’t caught up to her—he’s still roughly $232,000 behind. And in total, Magda has only shelled out $200,000 of her own money, yet she has nearly $800,000 in savings.
This makes it very clear—the more time you have, the greater the payback potential.
It’s no wonder Albert Einstein called compound interest the “eighth wonder of the world.”  Even if you’ve already been saving a lot, getting ahead early and taking advantage of compounding over time can give you more options later and cost you less overall. 
Of course, it’s possible to lose money when investing in securities. This example is hypothetical and based on a 6% annual return. Some years may be more, and some years may be less. But historically, the stock market has continued to rise over the long term. If you’re older than 25 and haven’t started saving in earnest, don’t get discouraged! The point of this illustration is to take advantage of the time you have, no matter what your age, because every day you wait may cost you even more. 
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WELCOME PRINCIPLE 1 PRINCIPLE 2 PRINCIPLE 3 PRINCIPLE 4 PRINCIPLE 5 WRAPUP

Listen to what retirees say
A recent survey offers eye-opening lessons for younger generations.

• Wished they had started saving earlier 
and/or investing more

• Would have reduced discretionary 
spending70% 

of retirees…

Bridget Bearden, “Retiree Reflections,” EBRI Issue Brief No. 561, Employee Benefit Research Institute, June 16, 2022, ebri.org/content/retiree-reflections.

Presenter
Presentation Notes
After looking at these examples, what do you think current retirees would say if you got them together and asked them about their biggest regrets? 

[CLICK] A recent study found that 70% of retirees would advise younger generations to change their savings habits by saving earlier or investing more. 
[CLICK] These retirees said they wish they’d spent less on discretionary items like eating out, clothes, cars and even their children’s education and focused more on retirement savings instead. 

So the message is clear—don’t put off saving and investing for your future. Make it a priority now.
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Principle 2: Make use of tax-advantaged saving options
Your workplace retirement plan offers valuable benefits.
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Tax-deductible 
contributions

Tax-deferred 
growth

Portablility if you 
change jobs

Employer 
matching funds, if 

available

Valuable 
resources and 

support

2023 contribution limits: $22,500 per year, $30,000 if age 50+

Withdrawals from a Traditional IRA before age 59½ may be subject to a 10% tax penalty.

Presenter
Presentation Notes
Principle 2 is to understand your options for saving and take advantage of the special tax breaks and other benefits that are available. 

First among these is, of course, your workplace retirement plan, which may be a 403(b), 401(k), or 457 plan, depending on whether you work for a nonprofit, a commercial organization or the government. 
Your workplace plan is one of the best savings vehicles around. Now I’m sure many or most of you are already saving in your workplace retirement plan, but I just want to go over all the benefits as a reminder.
[CLICK] You contribute directly from your paycheck before taxes, which lowers your taxable income every year you contribute. 
[CLICK] Taxes on your contributions and potential earnings are deferred, keeping more dollars in your account for greater growth potential than with a taxable account like a regular savings or investment account. The amount you contribute plus any growth won’t be taxed until you start withdrawing the money in retirement, as long as you don’t withdraw any money before age 59½. Otherwise, you may owe ordinary income tax plus a 10% penalty. 
[CLICK] If your employer offers a matching contribution, that’s a valuable benefit that can really help boost your retirement savings. Make sure you’re contributing at least enough to receive the match. 
[CLICK] Your workplace plan also gives you a lot of flexibility—you decide how much to contribute, up to the limit, and how to invest those contributions, and you can change your contribution amount and investments at any time. Your contributions are yours to keep, so the money is yours even if you change jobs. 
[CLICK] Workplace plans also provide lots of information and resources to help you manage your plan and investments. With TIAA, for example, you can even meet one-on-one with a financial consultant to help you with your retirement planning at no extra cost. 
[CLICK] For 2023, you can contribute as much as $22,500 if you’re under age 50, and $30,000 if you’re 50 or older. 
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IRAs also offer tax advantages for saving
Save additional money outside your workplace plan or consolidate prior 
accounts with an IRA.

Withdrawals from a Traditional IRA before age 59½ may be subject to a 10% tax penalty. Withdrawals from a Roth IRA are completely tax free after age 59½ if owned for at least five years. 

Before rolling over assets, consider your other options. You may be able to leave money in your current plan, withdraw cash or roll over the assets to your new employer’s plan if one is available and rollovers are permitted. 
Compare the differences in investment options, services, fees and expenses, withdrawal options, required minimum distributions, other plan features, and tax treatment. Speak with a TIAA consultant and your tax advisor 
regarding your situation. Learn more at TIAA.org/reviewyouroptions.

Traditional IRA

• Tax-deductible contributions up to income limit
• Tax-deferred growth
• Income taxes due upon withdrawal

Roth IRA

• No tax-deductible contributions
• Tax-free growth
• Tax-free withdrawals 

2023 contribution limits: $6,500 per year, $7,500 if 50+

Presenter
Presentation Notes
You can also get tax advantages for saving through individual retirement accounts, or IRAs. 
[CLICK] For 2023, you can save up to $6,500 each year, or $7,500 if you’re age 50 or older, in addition to what you save in your workplace plan.
IRAs can also be a place to consolidate retirement savings from previous workplace plans if you have multiple accounts. This can help you keep track of and manage your money more easily.
There are two types of IRAs: Traditional and Roth.  
[CLICK] Traditional IRAs work much like pretax contributions to your workplace retirement plan. 
If you fall within the income limits, your contributions are tax deductible. 
Taxes on any growth are deferred until you withdraw money during retirement.
Withdrawals are taxed as ordinary income.
If you expect your income tax rate to be lower in retirement than while you’re working, this is the way to go.
[CLICK] Roth IRA are made with after-tax dollars and are not tax deductible. 
However, your savings, including all investment earnings, are tax free while your money grows and tax free when withdrawn in retirement.
If you think your tax rate may be higher in retirement, you may want to consider a Roth IRA. For example, if you’re at the beginning of your career and your salary is lower than you expect it to be later in your career, a Roth IRA may make sense. 
If you’re not sure which is best, consider saving some money in a Traditional IRA and some in a Roth IRA to get the advantages of both.
Keep in mind, you may also be able to make Roth contributions through your workplace plan, if available. 
Finally, with IRAs, just like with workplace plans, if you withdraw money before age 59½, you may have to pay the taxes owed plus a 10% tax penalty. For a Traditional IRA, the taxes and penalty would be due for the full amount you withdraw. For a Roth IRA, you’d only owe taxes and penalties on your earnings. So, consider carefully before making any early withdrawals.
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Consider other ways to save
These options may be better for short-term goals or 
after you’ve maxed out tax-advantaged plans.

Options using after-tax dollars

• Brokerage accounts

• Savings accounts 

• CDs

• Money market accounts 

Typically used for…

• Emergency funds

• Short-term savings goals

• Additional savings if tax-advantaged 
options already maxed out

Presenter
Presentation Notes
Of course, there are many other places to put your money, but consider carefully what these accounts are best for. 

[CLICK] For shorter-term goals such as building your emergency fund or saving for a car or house, you might be saving with a savings account, CDs, a brokerage or investment account, or other investments. These give you easy access to your money. You can also use them for additional savings if you’ve already maxed out your tax-advantaged options. But generally speaking, when you’re saving for retirement, always take advantage of your employer plan and IRAs to get the tax advantages. 
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Principle 3: Commit to regular contributions and stick to them
Regular contributions spread out your risk over time (dollar-cost averaging).

WELCOME PRINCIPLE 1 PRINCIPLE 2 PRINCIPLE 3 PRINCIPLE 4 PRINCIPLE 5 WRAPUP

NOTE: A periodic investment plan such as dollar-cost averaging does not assure a profit or protect against a loss in declining markets. For illustration only.

Shares purchased: 14
($600 in six installments)
Average cost per share: $42.86

vs. 
Shares purchased: 6
($600 all at once)
Average cost per share: $100

Contributions Share price

$100

1

$50

2

$25

4

$25

4

$50

2

$100

1

$0

$20

$40

$60

$80

$100

No. of shares purchased

Presenter
Presentation Notes
Now let’s move on to our third investing principle: Commit to regular contributions and stick to them.   

Once you start contributing to your retirement account, don’t think of it as something you stop and start if you need more money or if you get worried about market downturns. Think of it as a long-term commitment. There are two main reasons for this: 
First, contributing on a regular basis helps spread out your investment risk over time through a concept called dollar-cost averaging. 
Think about it this way: If you put in a large chunk of money all at once on a particular day, you’re getting the price for that day only. But if you contribute a smaller amount of money at regular intervals, you take advantage of different prices on different days to spread out your risk and perhaps even get a better deal. 
[CLICK] For example, if you contribute $100 out of every paycheck and the price of one share of an investment is $100 on the day you contribute, you’ll get one share.
[CLICK] If the next time you contribute the price of that share has dropped to $50, you’ll get two shares with your $100. 
[CLICK] If it drops to $25 per share, you’ll get four shares, etc. Then if it goes up again to $100, you’ll get one share and so on. 
[CLICK] So after six contributions of $100, in this example you have 14 shares at an average price of $42.86 per share. 
[CLICK] If you put all $600 in at once when the price was $100, you’d have only six shares at an average price of $100 each. 
This example illustrates the idea and doesn’t reflect actual results of an investment. But the point is, by consistently putting money into the same investment over time, you’re able to purchase more shares when prices dip and buy less when prices are high, helping you manage the risk of fluctuating prices and buying too high all at once.
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Don’t try to time the market
Missing the best days in the market may set you back.

WELCOME PRINCIPLE 1 PRINCIPLE 2 PRINCIPLE 3 PRINCIPLE 4 PRINCIPLE 5 WRAPUP

The risk of missing the best days in the market (2002–2022) Average annual return

-6%
-4%
-2%
0%
2%
4%
6%
8%

10%

All days Missed 10 best Missed 20 best Missed 30 best Missed 40 best Missed 50 best

9.3%

5.1%

2.4%
0.2% -3.5%-1.8%

* 2/28/2002 to 2/28/2022. The returns are average annual over the past 20 years ending on 2/28/2022. The bars represent what would have happened if the investor had “missed” the best 10/20/30/40/50 days for the equity markets 
during that 20-year period. Past performance is no guarantee of future results. This is for illustrative purposes only. This is not indicative of any investment. An investment cannot be made directly in an index. The S&P 500 index is 
based on the market capitalizations of 500 large companies having common stock listed on the NYSE or NASDAQ. © 2022 Morningstar. All Rights Reserved.

Source for bear market statement: Tom Lauricella, “3 Charts That Show Why Investors Should Stay the Course Throughout Market Turmoil,” Morningstar, March 16, 2020, morningstar.com/articles/972119/3-charts-that-show-why-
investors-should-stay-the-course-throughout-market-turmoil.

Presenter
Presentation Notes
The second reason to stick with regular contributions rather than stopping and starting them or pulling out your money altogether is that you may miss the best days in the market.

It can be tempting when markets gets rocky to want to pull out your money until the storm passes, so to speak. But historically, trying to time the market usually doesn’t work. 

Investors who stay invested and continue contributions generally end up better off than those who react out of fear. That’s because staying invested allows you to participate in the stock and bond market recoveries that typically follow. In fact, after every bear market since 1950, stocks eventually recovered and went on to reach new record highs, usually within a few years.
[CLICK] This chart, showing returns from 2002 through 2022, shows the effects of missing the best days in the market. During those 20 years, the average annual return was 9.3%. If you missed the best 10 days in the market, your return would have been only 5.1%. And if you missed the best 50 days, it would be negative 3.5%.
So if you can, stay committed to your contributions. When you continue your regular contributions at a steady pace, you’ll be buying during the lows, not just the highs, so you can take advantage of potential gains all the way up.
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Protect yourself with an emergency fund
An emergency fund can keep you from stopping contributions 
or dipping into your savings.

WELCOME PRINCIPLE 1 PRINCIPLE 2 PRINCIPLE 3 PRINCIPLE 4 PRINCIPLE 5 WRAPUP

Build at least
6 months of 
living expenses 
in a separate 
bank account

Emergency
fund

Job loss

Home repairs Medical expenses

Higher than 
expected tax bill

Unanticipated 
travel

Emergency 
pet care

Car repairs

Presenter
Presentation Notes
Now, since it’s so important that you stick to your contributions and avoid taking out loans in a crisis, there’s one more thing you can do to help make that possible: [CLICK] create an emergency fund. That way, if unexpected expenses arise like a major car repair, medical expenses or even a temporary job loss, you’ll have money to help cover them without touching your savings or stopping your contributions. 
[CLICK] Experts recommend having at least six months of living expenses saved up. Consider putting that money into a separate bank account, like a high-yield savings account or money market, to help reduce the temptation to use it for anything but a true emergency. Commit to putting in some money every month until you reach your goal.
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Principle 4: Choose an appropriate investment mix
Asset allocation has a bigger impact on returns than 
individual investment selection.

*Guarantees are based on the claims-paying ability of the issuer.
The strategies of diversification, rebalancing and asset allocation cannot eliminate the risk of investment losses or guarantee that an investor’s goal will be met. 
There are inherent risks in investing in securities. Past performance is no guarantee of future results. In addition, investment returns and principal value will fluctuate so your accumulation, when redeemed, 
may be worth more or less than the original cost.

WELCOME PRINCIPLE 1 PRINCIPLE 2 PRINCIPLE 3 PRINCIPLE 4 PRINCIPLE 5 WRAPUP

What does your mix of asset classes look like?

Equities

Real estate

Higher risk

Fixed income

Money market

Guaranteed*

Lower risk

Presenter
Presentation Notes
Next let’s talk about principle #4: Choose an appropriate investment mix. 
Choosing an appropriate mix starts with your asset allocation. 
[CLICK] Your asset allocation is simply how much of your savings you put into the five different asset classes that are available to you. An asset class is a group of assets, or investments, that have similar characteristics such as equities, or stocks, and fixed income, or bonds. 
[CLICK] Each asset class has a different level of risk and reacts differently to market conditions. When one asset class is up, another may be down. Spreading your money across different asset classes helps you manage risk so that any losses in one asset class may be offset, or at least potentially reduced, with opportunities in another. 
In fact, asset allocation has a bigger impact on the overall performance of your portfolio than individual investment selection. In other words, the most important thing to focus on when selecting investments is not any specific investment that may be a winner but a balance of investment types that match your age, goals and comfort with risk.
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Reconsider target-date funds
Target-date funds don’t take your long-term 
financial security into account.
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Equities

Fixed income

Money market

Asset allocation becomes more conservative over time

The principal value of a target-date fund isn’t guaranteed at any time, including at the target date. Target-date funds share the risks associated with the types of securities held by each of the underlying funds in which they 
invest. In addition to the fees and expenses associated with the target-date funds, there is exposure to the fees and expenses associated with the underlying mutual funds as well.

Does not include:

Guaranteed assets 
(fixed annuity)

Presenter
Presentation Notes
Now, I want to talk about target-date funds for a minute.  
Many of you may have your savings invested in a target-date fund, either because you chose it or because that was the default investment you were put into when you joined your plan.
A target-date fund is a great way to start investing quickly and easily. It is a single fund with a diverse mix of investments and a predetermined asset allocation based on your likely retirement year. 
[CLICK] So depending on how far away you are from retirement, it starts you out with a higher proportion of equities for more growth opportunity. 
[CLICK] Then it automatically adjusts your asset allocation as you get closer to retirement to give you a more conservative mix of investments with lower risk. 
A target-date fund helps simplify your investment decisions and keeps your mix on track automatically.
However, while a target-date fund can make investing easy when you’re getting started, it does not take all of your interests into account. 
[CLICK] For example, a target-date fund does not include guaranteed assets, which can provide lifetime income when you retire and be an important part of your long-term saving and investing strategy.
So we recommend reviewing your investments—including a target-date fund—to be sure you’ve got what’s right for you. I’ll be talking more about what makes a good asset allocation and investment mix in a minute.
By the way, it’s important to know that if you are investing in a target-date fund, make sure that you have just one. Many people think that having more than one fund helps you diversify your investments. But a target-date fund is already diversified, so by choosing more than one, it’s actually more difficult to maintain an appropriate asset allocation.
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Know the asset classes
The asset classes have different levels of risk and reward.

There are inherent risks in investing in securities. Past performance is no guarantee of future results. In addition, investment returns and principal value will fluctuate so your accumulation, when redeemed, may be worth 
more or less than the original cost.
1 The real estate industry is subject to various risks including fluctuations in underlying property values, expenses and income, and potential environmental liabilities.
2 Guarantees are based on the claims-paying ability of the issuer.

WELCOME PRINCIPLE 1 PRINCIPLE 2 PRINCIPLE 3 PRINCIPLE 4 PRINCIPLE 5 WRAPUP

Guaranteed2Money market
(cash)

Fixed income 
(bonds)Real estate1Equities 

(stocks)

LowerHigher RISK

Presenter
Presentation Notes
To help you understand what makes a good asset allocation, let’s look a little closer at each of the asset classes, [CLICK] from the most aggressive, or those with higher risk but also greater potential for growth, to the most conservative, or safest.  
[CLICK] Let’s start with the most familiar, which is equities, or stocks.�Equities are shares of ownership in publicly held companies, and they are the bread and butter of most investment portfolios. While they are more volatile in the short term than any other asset class—with the potential for big gains and big losses—equities have historically outperformed other investments over the longer term. So, as we talked about before, keep your eye on the long term when stocks are dropping and think about the potential opportunities that you may be able to take advantage of during market upswings. 
[CLICK] Real estate is also an asset class that you can invest in.�Your first thought may be your home or investment property. But in this case it refers to shares of funds that invest in commercial real estate. It’s an asset class that can provide additional variety in your portfolio since real estate has its own ups and downs separate from the stock market. A drop in the stock market may not immediately affect real estate funds in the same way. Keep in mind that the real estate sector is subject to its own risks, including fluctuation in underlying property values, expenses and income, and potential environmental liabilities.
[CLICK] Next is fixed income assets, or bonds.�They are generally considered conservative or relatively safe investments and are typically used to help offset the higher risks of stocks. While they provide more stability than stocks, their value can still fluctuate along with interest and inflation rates.
[CLICK] Then there is the money market asset class.�Money market investments are cash investments. They are very safe but offer little growth. While having some money in cash is part of a healthy investment mix, having too much in cash can undermine your savings since it likely won’t keep up with inflation, lowering the buying power of your money over time. 
[CLICK] Finally there are guaranteed assets. �This asset class is different than all the other asset classes because money in these assets is NOT tied to the ups and downs of any market. Your money is protected, and you’ll get a guaranteed rate of return no matter what. When you retire, you can turn these assets into guaranteed income for the rest of your life. A fixed annuity is a guaranteed asset. Because of the option for guaranteed lifetime income when you retire, guaranteed assets are a great way to plan ahead for more secure income that you can count on to help cover essential expenses in retirement. As I talked about on the last slide, guaranteed assets are not included in target-date funds.
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Know yourself
Taking too much risk isn’t worth it if you can’t sleep at night.

Think about…

• Your timeframe

• Your goals

• Your comfort with risk

Asset Allocation 
Evaluator
TIAA.org/aae

Answer 6 quick 
questions to see an 
asset allocation that 
may be right for you

Presenter
Presentation Notes
So how do you know how much to put into each asset class?  

[CLICK] The first thing to consider is your timeframe, or years to retirement. 
The further you are from retirement, the more aggressive you may want to be—with more stocks focused on growth.
The closer you get to retirement, the more conservative your mix should become to help protect your savings. This is important since you’ll have less time to make up any market losses that may occur closer to retirement.
[CLICK] Second, what are your goals? 
Is your savings already on track or are you looking to catch up and potentially take on higher risks for higher growth? 
What risk is worth taking based on your financial situation, age and goals?
[CLICK] Finally, what is your comfort level with risk, or your risk tolerance? 
If you have trouble sleeping at night when the stock market takes a downturn, then you may want to shift more of your balance from higher- to lower-risk investments. But remember, being too conservative can also jeopardize your savings goal if your investments are not earning enough to keep pace with inflation. 

[CLICK] To find out which asset allocation may be right for you right now, you can use TIAA’s Asset Allocation Evaluator, which is available online at TIAA.org/aae. [FOR WEBINAR ONLY: The link can be found in the Resource List on your screen.] Just answer six quick questions about your risk tolerance, and it will suggest an asset allocation for you to consider.
You can also use Retirement Advisor, our powerful online tool that gives you a more comprehensive saving and investing plan to help you reach your goals. [FOR WEBINAR ONLY: The link to Retirement Advisor is also in the Resource List on your screen.]  
And, as always, a TIAA financial consultant would be happy to help you.
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Find your mix
Consider a mix that’s right for you. Here are some examples.
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Real estate (9%)
Equities (86%)

Guaranteed (5%)

Aggressive portfolio
Equities (32%)

Fixed income (29%)
Real estate (8%)

Money market (7%)
Guaranteed (24%)

Moderately conservative portfolio

Equities (12%)

Fixed income (42%)
Real estate (8%)

Money market (9%)
Guaranteed (29%)

Conservative portfolio

Equities (71%)
Real estate (9%)

Guaranteed (7%)

Moderately aggressive portfolio

Fixed income (13%)

Source: Asset Allocation Evaluator. All examples are hypothetical and for illustration only. See further information at the end of this presentation. 
Diversification is a technique to help reduce risk. There is no guarantee that diversification will protect against a loss of income.

Presenter
Presentation Notes
You can see here several examples of potential asset allocations for different types of investors. 

[CLICK] The aggressive mix, which is likely most appropriate for younger investors, has 86% of the money in equities and 9% in real estate, so it has 95% in the higher-risk investments. While this is the highest risk, it also has the potential for the highest returns over time.
[CLICK] Below that is a moderately aggressive mix, with 80% of the mix in equities and real estate.
[CLICK] The moderately conservative portfolio brings equities and real estate down to 40%. That’s more appropriate as you get closer to retirement age and for some people may even work in retirement.
[CLICK] A conservative portfolio brings stocks and real estate down to 20%. That still allows enough growth potential to likely keep up with inflation, while providing greater protection for the vast majority of your savings. So this mix is designed to help protect your savings rather than help you build it. 

I also want to point out that in all these portfolios, guaranteed assets play an important role. Even in the aggressive portfolio, 5% is still going into guaranteed assets, with 29% going there in the most conservative mix. As discussed earlier, this helps keep your savings diversified and prepares you for having an additional source of guaranteed income for life in retirement alongside Social Security or pension income.
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Choose investments within asset classes
Mutual funds are a common way to invest.

Stock funds
Bond funds
Real estate funds
Target-date funds

What’s available?

A collection of investments 
designed to pursue a specific 
investment objective

What are mutual funds?

A fixed annuity provides 
guaranteed growth and 
guaranteed income for life at 
retirement

Guaranteed assets

Guarantees are based on the claims-paying ability of the issuer.

Presenter
Presentation Notes
Once you have your asset allocation, you’re going to need investments within each of your asset classes. 

Your workplace plan offers a range of investment choices. Most of your options are likely to be mutual funds, along with other options such as guaranteed assets like fixed annuities. 
[CLICK] A mutual fund is a mix of different investments that is put together and managed by a professional fund manager to pursue a specific investment objective. 
[CLICK] So, for example, a mutual fund designed for aggressive growth may include numerous stocks that the money managers believe should perform well. 
Or you can have a mutual fund that is conservative and made up of lots of bonds designed to have much lower risk. 
There may be real estate funds as well.
And, of course, there are mutual funds that are designed to give you a diversified mix of funds at a certain risk level in a single fund, like the target-date funds we already talked about.  
[CLICK] Finally, guaranteed assets refer to fixed annuities, which provide guaranteed growth as you save and guaranteed income for life when you retire.
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Diversify 
investments 
within asset 
classes
It is difficult to 
predict which 
investments will 
do best in any 
given year.
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60/40 Diversified Portfolio assumes annual rebalancing. Data derived from Morningstar DirectSM, Morningstar, Inc., 2021. All data represents total returns for the stated period. Past performance does not guarantee future returns. 
Volatility is defined as standard deviation (2007-2021); the greater the volatility, the greater the variance to the mean return of a given asset. 
Diversification is a technique to help reduce risk. There is no guarantee that diversification will protect against a loss of income. The strategies of diversification, rebalancing and asset allocation cannot eliminate the risk of investment 
losses or guarantee that an investor’s goal will be met. 

Presenter
Presentation Notes
There’s one more thing to do that’s important when choosing investments within each of your asset classes: Make sure they are also diversified.  
[CLICK] Let’s look at this colorful chart to understand why. It shows you which investments performed the best and the worst each year from 2007 to 2021. 
Each color represents a different type of investment within the five asset classes we’ve talked about. And there are TONS of them.
For example, some investments are focused on large companies or medium companies or small companies. Some invest in international markets. Some feature U.S. government bonds. Others invest in corporate bonds. It can really explode your mind!
But here’s the point. Do you see any patterns here? It looks like a giant quilt from a state fair or maybe an eye chart at the optometrist.
What it’s showing you is that there is no pattern. It’s impossible to predict what’s going to do well and what isn’t because there are so many factors that affect performance. Sometimes the best-performing investments one year becomes the poorest performers the next year. 
That’s why a diversified portfolio may, on average, yield higher returns and carry lower risk than putting all your money in one investment or another. 

Of course, you don’t have to figure all this out yourself. As I mentioned before, you can use Retirement Advisor online to help you create a diversified portfolio that’s right for you from the investment options your employer provides, or you can contact a TIAA financial consultant for one-on-one guidance.
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Principle 5: Review your strategy and investments regularly
Reviewing your account can help keep it on track.
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Rebalance to maintain your asset allocation

For illustration only. Actual allocation amounts should be based on your personal circumstances. There are inherent risks in investing in securities. There is no guarantee that asset allocation reduces risk or increases returns. 

Unbalanced mix due to 
market returns

Desired mix

Adjust your asset allocation to reflect
your changing circumstances

More aggressive More conservative

Presenter
Presentation Notes
Now let’s look at our last investing principle: Review your strategy and investments regularly. That’s important for two reasons.
[CLICK] First, remember, once you decide on an asset allocation, it can shift significantly based on market conditions and become what we call “unbalanced.” For example, if certain investments do really well, you’re going to end up with a higher percentage of your money in those funds, compared to the others. 
[CLICK] So you’ll need to “rebalance” your investments to get them back to your intended mix. 
[CLICK] Secondly, your asset allocation may need to change over time based on your own changing circumstances. 
[CLICK] For example, as you get close to retirement, your mix should likely become more conservative, to protect more of your savings and help prepare you for replacing your income in retirement. 
Remember, the examples here are just to illustrate the point. Your mix should be based on your personal circumstances.
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WELCOME PRINCIPLE 1 PRINCIPLE 2 PRINCIPLE 3 PRINCIPLE 4 PRINCIPLE 5 WRAPUP

Take the next step for your future

Remember the 5 investing principles…

1. Take advantage of time

2. Make use of tax-advantaged 
saving options

3. Commit to regular contributions 
and stick to them

4. Choose an appropriate investment mix

5. Review your strategy and investments 
regularly

Presenter
Presentation Notes
So those are the basics. We’ve covered a lot of concepts, but be assured that investing doesn’t have to be complicated. Regardless of how much you make or how much you’ve saved to date, you can get help with your financial planning for the future. 

Remember our key investing principles: [CLICK THROUGH AND READ PRINCIPLES 1-5 QUICKLY AGAIN]
Take advantage of time
Make use of tax-advantaged saving options
Commit to regular contributions and stick to them
Choose an appropriate investment mix
Review your strategy and investments regularly
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…and then take action.

FINANCIAL ESSENTIALS

WELCOME PRINCIPLE 1 PRINCIPLE 2 PRINCIPLE 3 PRINCIPLE 4 PRINCIPLE 5 WRAPUP

Take the next step for your future

1. Join your plan or increase your 
contributions if you can

2. Review your current investments

3. Use the Asset Allocation Evaluator 
and/or Retirement Advisor to see what 
strategy may be right for you

4. Schedule an appointment with a 
TIAA financial consultant

Presenter
Presentation Notes
Then take action for yourself.
[CLICK] If you haven’t already, join your retirement plan. You can do it online in minutes at TIAA.org/enroll [INCLUDE CLIENT MICROSITE URL INSTEAD WHEN GIVING CLIENT-SPECIFIC WEBINAR].
Otherwise, if you’re already contributing, see if you can increase your contributions. 
[CLICK] Then review your investments to see what you have now. 
[CLICK] Next, try the Asset Allocation Evaluator and/or Retirement Advisor—both available online—to see a suggested asset allocation and an overall saving and investing strategy that’s tailored for you.
[CLICK] And of course, you can set up an appointment to talk, one on one, with a TIAA financial consultant who can help you with everything we’ve covered today.

If you have substantial assets or complex needs, consider a managed account, which provides professional management of your investment portfolio for a fee. Check with your benefits department to see if your plan offers this service.
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What is the most important 
thing to focus on when 
selecting investments?

a. Choosing individual 
investments that are 
performing well this year

b. Conservative investments 
that help protect your 
savings

c.  An asset allocation that 
suits your age, goals and 
tolerance for risk

Take the quiz

FINANCIAL ESSENTIALS

A target-date fund is a 
diversified mix of 
investments based on your 
age. Which asset class is 
not included in a target-date 
fund? 

a. Fixed income
b. Equities
c. Guaranteed assets

As you progress in your career, 
you may want to increase the 
portion of savings going into 
guaranteed assets, or 
annuities, which can be a 
source of what?

a. Dividend-paying stocks
b. Guaranteed lifetime income
c. Variable life insurance

1 2 3

Presenter
Presentation Notes
[FOR WEBINAR ONLY:]
We have time for a few questions, so please go ahead and send them to me in the chat.
While those come in, I’ve got a quick quiz for you to see what you’ve learned. 
[TAKE TIME TO CHOOSE QUESTIONS COMING IN WHILE PEOPLE ANSWER THE QUIZ QUESTIONS. THEN GO THROUGH THE QUIZ QUESTIONS QUICKLY.] The answers are c for #1, c for #2, and b for #3.
[THEN READ AND ANSWER QUESTIONS FROM PARTICIPANTS.]

[FOR WORKSHOP ONLY:]
I’ve got a quick quiz for you here to see what you’ve learned. [READ THE QUESTIONS AND SEE WHAT PEOPLE SAY FOR THE ANSWERS.] 
[Answers are c for #1, c for #2, and b for #3.]
Now I’m happy to take any other questions you have for me.
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800-732-8353
Weekdays, 8 a.m. to 8 p.m. (ET) 

TIAA.org/schedulenow

We’re here to help
No matter your background, income or financial circumstances, 
don’t hesitate to talk to us.

Schedule a call with a TIAA financial consultant

See our upcoming live webinars and 
on-demand presentations at
TIAA.org/webinars

Check out other webinars

Presenter
Presentation Notes
That’s all we have time for today.
As I’ve said many times now, we’re here to help you save and invest in a way that works for you, so schedule a call with a TIAA financial consultant. And there’s no extra cost to get help with your planning.
[CLICK] Also, I hope you’ll join our many other webinars to learn more about saving successfully for your future. To see what we have coming up—as well as past webinars that you can watch on demand—go to TIAA.org/webinars.
Thanks so much for joining, and I hope this has been helpful to you. 
Have a great day, everyone!
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The Asset Allocation Evaluator is intended to serve as an educational tool to help you identify a mix of asset classes that could be used to help you create a diversified portfolio that is consistent with your 
individual preference to assume investment risk. The asset allocation models in this tool are based on generally accepted investment theories that take into account the historical returns of different asset classes 
(e.g., equities, bonds, or cash) over defined periods of time. The asset allocation models in this tool do not recommend specific investments and should not be deemed to be investment advice. This tool may 
provide you with access to information about the specific investments in your retirement plan or IRA for educational purposes only. That information should not be considered a recommendation to invest in any 
specific investment product. Your circumstances are unique, and you need to assess your own situation and consult with an investment adviser to receive more personalized advice. You should consider your 
other assets, income and investments before making any investment decisions. All examples used are hypothetical and designed for illustrative purposes only. 

In considering these model allocations for your portfolio, keep in mind that they are based solely on your responses to a questionnaire that is designed to gauge your tolerance for investment risk. The model 
allocations do not take into account your other assets, other sources of retirement income, your future retirement income need, or the impact that the model allocation will have on your ability to achieve that 
income need. It’s therefore important that you consider your entire personal financial situation in evaluating the proposed portfolio. In addition, your circumstances may change over time so review your financial 
strategy periodically to make sure it continues to meet your goals and needs.

The ultimate decision on asset allocation is yours to make. It is up to you to implement this asset mix if you choose to do so. 

Nothing contained herein is a recommendation to buy, sell or exchange any fund or account. We cannot guarantee the suitability or potential value of any investment, and we are not responsible for any losses 
incurred on any investment.

Retirement Advisor does not monitor your retirement assets or personal circumstances. The purpose of the retirement income tool is to show how the performance of the underlying investment accounts could 
affect the participant’s policy cash value and the resulting retirement income. It is not intended to project or predict investment results. The advice may vary over time and with each use. There may be other 
investments not considered by the Retirement Advisor that have characteristics similar or superior to those being analyzed. The tool’s advice is based on statistical projections of the likelihood that you will 
achieve your retirement goals. The projections rely on financial and economic assumptions of historical rates of return of various asset classes that may not reoccur in the future; volatility measure and other facts; 
as well as information you have provided.

IMPORTANT: Projections and other information generated through the Retirement Advisor regarding the likelihood of various investment outcomes are hypothetical, do not reflect actual investment results and 
are not a guarantee of future results. The projections are dependent in part on subjective assumptions, including the rate of inflation and the rate of return for different asset classes. These rates are difficult to 
accurately predict. Changes to the law, financial markets or your personal circumstances can cause substantial deviation from the estimates. This could result in declines in the account’s value over short or even 
extended periods of time.
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TIAA.org
©2022 Teachers Insurance and Annuity Association of America-College Retirement Equities Fund, 730 Third Avenue, New York, NY, 10017.

Financial consultants provide advice and education using an advice methodology from an independent third-party.

The tax information in this webinar is not intended to be used, and cannot be used, to avoid possible tax penalties. The TIAA group of companies does not provide legal or tax advice. Please consult with your legal or 
tax advisor.

Annuities are designed for retirement savings or for other long-term goals. They offer several payment options, including lifetime income. Guarantees are based on the claims-paying ability of the issuing company. 
Payments from variable annuities are not guaranteed, and the payment amounts may rise or fall depending on investment returns. The contract value of a deferred variable annuity is subject to market fluctuations 
and investment risk so that, when withdrawn, it may be worth more or less than its original value. Annuity contracts contain terms for keeping them in force. We can provide you with costs and complete details.

You should consider the investment objectives, risks, charges, and expenses carefully before
investing. Please call 877-518-9161 or log in to TIAA.org for underlying product and fund prospectuses that 
contain this and other information. Please read the prospectuses carefully before investing.
This material is for informational or educational purposes only and does not constitute fiduciary investment advice under ERISA, a securities recommendation under all securities laws, or an insurance product 
recommendation under state insurance laws or regulations. This material does not take into account any specific objectives or circumstances of any particular investor, or suggest any specific course of action. 
Investment decisions should be made based on the investor’s own objectives and circumstances.

Investment, insurance, and annuity products are not FDIC insured, are not bank guaranteed, are not deposits, are not insured by any federal government agency, are not a condition to any banking service or 
activity, and may lose value.

TIAA-CREF Individual & Institutional Services, LLC, Member FINRA, distributes securities products. Annuity contracts and certificates are issued by Teachers Insurance and Annuity Association (TIAA) and College 
Retirement Equities Fund (CREF), New York, NY. Advisory services are provided by Advice & Planning Services, a division of TIAA-CREF Individual & Institutional Services, LLC, a registered investment adviser. Each is 
solely responsible for its own financial condition and contractual obligations.
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Preventive Care
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Thank you for your interest in learning more about preventive care. In this short presentation, we:
Define preventive care,
Show you where to find preventive care,
Show you how to find a primary care provider (PCP), and Share resources that provide for more information.



What is preventive care?

7
6

• Preventive care is health care that helps prevent 
illness*

• Includes annual wellness check-ups, screenings, 
routine check-ups and most vaccinations

• Covered at no cost to you when
you get care from a network provider

* Source: Centers for Disease Control and Prevention; Health Resources & Services Administration
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What is preventive care?
Preventive care is health care that has been proven to be safe and effective helping prevent illness. It can help you find health problems early when you have a better chance for successful treatment. Routine preventive care may also help you avoid costly health care services in the future.
Preventive care includes routine check-ups, screenings and even most vaccinations. Your health care provider can help you decide which screening might be right for you. Based on your age and gender, your provider might suggest screenings for conditions like diabetes, high cholesterol, prostate cancer and cervical and breast cancer. Vaccinations are recommended to prevent common and easily spread illnesses like the flu, chicken pox, shingles, measles, pneumonia and COVID. Your HealthSelectSM plan covers most routine preventive care at 100% when you go to an in-network provider. 



Why is preventive care important?

7
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Preventive care can help you:
• Stay up to date with check-ups, screenings 

and immunizations

• Lower your chance of getting sick

• Find health issues early so you can get care 
sooner

• Improve your quality of life

• Save money on health care costs
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Why is preventive care important?
Getting regular preventive care can help you stay up to date with annual wellness check-ups, screenings and immunizations.
Annual wellness check-ups and screenings can help find health issues early so you can get care sooner and possibly have a better outcome. Immunizations such as vaccines for flu and COVID can help lower or prevent your chances of getting sick.
Preventive care can help improve your quality of life.
Your primary care provider can recommend lifestyle changes that may improve or maintain your health.
By seeking preventive care, you not only help reduce your chances of getting sick by being informed, you can also find peace of mind in knowing your health risks. It can save you money on health care costs.
By focusing on preventive care, health problems can be caught early, when they’re easier and less costly to treat, instead of later when they’re more serious and much more expensive.



Where to go for preventive care
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• Your primary care provider (PCP) – your best 
option for any preventive care

• Any network provider* – preventive care is 
covered at 100% if your provider is in-network

• Retail Health Clinic* – convenient option for 
vaccinations

* Important: If you have selected a 
PCP in the Kelsey-Seybold 
group, you may be responsible 
for out-of-pocket costs if you get 
care, including preventive care, 
from other network providers.
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Your PCP is your best option for preventive care. They know you and your health history so they can provide customized care. Your PCP can also provide on-going care for any health concerns identified during your annual check-up. 
you can also get preventive care at no cost from any other provider as long as they are in-network. Preventive care will only be covered at 100% if your provider is in-network. If you are enrolled in the HealthSelect of Texas plan, after your first 60 days on the plan, you must have a PCP on file with BCBSTX to get in-network benefits – even from in-network providers. Retail health clinics also provide a convenient option for vaccinations when you are on the go. You usually do not need to make an appointment ahead of time, and they often offer extended hours.
It’s important to remember that if you have selected a PCP in the Kelsey-Seybold group, all of your care must be provided by or referred by Kelsey-Seybold providers. You may be responsible for out-of-pocket costs if you get care, including preventive care, from other network providers.



• Make your selection on BlueAccess for 
MembersSM

Or

• Call a BCBSTX Personal HealthAssistant 
toll-free at (800) 252-8039 (TTY: 711)

How to find a PCP for preventive 
care

7
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If you are enrolled in HealthSelect of Texas®, you must have a PCP on record with Blue Cross and Blue Shield of Texas (BCBSTX) to get the highest level of benefits and spend less on health care. Your PCP serves as your first point of contact when you need non-emergency medical care, including preventive care. A PCP knows you, your lifestyle and medical history. They can assist you in improving and maintaining your health each year. HealthSelectSM Out-of-State, Consumer Directed HealthSelectSM and HealthSelectSM Secondary participants may also benefit from having an in-network PCP, even though it is not required. 
If you are a HealthSelect of Texas participant, you can select or change your PCP in Blue Access for Members. 
Log in to Blue Access for Members by clicking on “Log In” in the upper right corner at www.healthselectoftexas.com.
Click on the “Find Care” tab. On the Find Care page, see your current PCP on the right-hand side for each covered family member, if you already have one. From the dropdown menu, choose who you would like to choose a PCP for, then click on “Change PCP.”
Enter your search criteria for a provider by location or provider name. Follow the prompts to choose a new PCP.
Once the PCP you select is on file, you will get a new medical ID card with your PCP listed. Be sure to take your medical ID card with you when you get services. 
You can also choose or change your PCP by calling a BCBSTX Personal Health Assistant toll-free at (800) 252-8039 (TTY: 711), Monday through Friday, 7 a.m. to 7 p.m. and Saturday, 7 a.m. to 3 p.m. CT.



• Preventive Services Flier
• Go to www.healthselectoftexas.com
• Click on Publications and Forms 

in the left-hand menu
• Select “Preventive Services Flier”

• Master Benefits Plan Document
• Also found on the Publications and Forms page on 

the HealthSelect website

• Call a BCBSTX Personal Health Assistant toll-
free at (800) 252-8039 (TTY: 711)

Learn more about your coverage

8
0
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There are many resources available on the HealthSelect website including more information on what specific services are considered preventive care. 
 The Preventive Services flier provides a list of services covered as preventive care for adults, screenings and services specific to women and children, and covered vaccines. You can find this flier on the HealthSelect website by clicking on Publications and Forms in the left-hand menu and selecting the “Preventive Services Flier”.
YoucanalsoreadtheMasterBenefitsPlanDocument(MBPD)fortheHealthSelectplanyouareenrolledin.Itisthemostcomprehensivedocumentforspecificdetailsonwhat’scoveredunderyourplan.MBPDscanbefoundontheHealthSelectwebsitebyclickingonPublicationsandFormsintheleft-handmenuandthenselectingthedocumentforyourplanfromthelist.  Your best resource for any questions you may have is a BCBSTX Personal Health Assistant. You can call a BCBSTX Personal Health Assistant toll-free at (800) 252-8039, Monday – Friday, 7 a.m. – 7 p.m. and Saturday, 7 a.m. – 3 p.m. CT if you have any questions regarding preventive  

http://www.healthselectoftexas.com/


Blue Cross and Blue Shield of Texas 
Personal Health Assistants

For questions and help with:
• Selecting a PCP

• Benefits, prior authorizations 
and referrals

• Costs estimates, in-network 
providers and scheduling 
appointments

• Understanding additional 
resources

Call toll-free: (800) 252-8039 (TTY: 711)
Monday–Friday: 7 a.m. - 7 p.m.

Saturday: 7 a.m. - 3 p.m. CT

8
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One of the most useful resources available to HealthSelectSM participants is our Blue Cross and Blue Shield of Texas (BCBSTX) Personal Health Assistants.  BCBSTX Personal Health Assistants can help you and your covered family members with:
selecting a PCP,
any questions you have on your benefits and coverage, prior authorizations and referrals,
helping you find in-network providers,
understanding your health care costs and options for care, scheduling appointments for doctor’s visits,
accessing participant web and mobile tools,
connecting you with a nurse to help you learn more about a diagnosis or medical condition and identify resources available to you in your community and helping you shop for quality, cost effective providers where you can earn HealthSelectShoppERSSM rewards. 
Remember, there is one toll-free number to call: (800) 252-8039 (TTY: 711). A BCBSTX Personal Health Assistant is available Monday through Friday, 7 a.m. to 7 p.m. and Saturday, 7 a.m. to 3 p.m. CT.



Thank you
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Thank you for taking the time to learn about preventive care.



Disclosures
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Under the Affordable Care Act, certain preventive health services are paid at 100% (at no cost to the participant) depending upon physician billing and diagnosis. In some cases, you may be 
responsible for payment on certain related services that are not guaranteed payment at 100% by the Affordable Care Act.

Blue Cross and Blue Shield of Texas is the third-party administrator for HealthSelect of Texas® and Consumer Directed HealthSelectSM.

Blue Cross and Blue Shield of Texas,a Division of Health Care Service Corporation, a Mutual Legal ReserveCompany, an Independent Licenseeof the Blue Cross and Blue ShieldAssociation
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Kevin Karschnik
February 17, 2023
1:30pm – 2:30pm

Positive
Mindset

Kevin Karschnik
Kevin@KevinKarschnik.com
512-914-7189 mobile
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6,200 thoughts per day

Squash the ANTs
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Negativity Bias 

What defines our happiness?
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How can we 
establish a 

positive mindset? 

Reticular Activating System 
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Get Moving
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Emotional Hijack
15

16



Positive Mindset for UHD February 17, 2023

www.KevinKarschnik.com 9

Control

NO Control

Influence

Circle of Control
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Passion
Positivity
Prudence
Punctuality
Resiliency
Seeking Challenges
Self-Awareness
Self-Control
Mental Toughness
Vitality
Wisdom

Accountability
Adaptability
Adventurous
Ambition
Competitiveness
Confidence
Creativity
Critical Thinking
Curiosity
Decisiveness
Determination

Discernment
Faith
Family
Focus
Fortitude
Humor
Love of learning
Motivation
Open-mindedness
Optimism
Organization

Take care that 
your intentions, 
words, thoughts, 
and behaviors 
align with your 
values.

– Brene Brown
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How do you determine your core values?

• What values must you have in your 
life to feel fulfilled?

• Is this value a good filter that I should 
use to make decisions?

• What are the values that are core to 
the way you do your job or maintain 
your relationships (home & work)?
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Which values 
define you?

Which values define you?

Faith, Family, Optimism, 
Competitiveness, Success

25
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Write Your 
Value Statement

Value Statement

I am Faith & Family Driven, 
and I Lead with Optimism

to Achieve Success.
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Morning 
Routine
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Journal

Daily Journal
1) I am looking forward to...

2) I am grateful for...

3) I will let go of...

31

32



Positive Mindset for UHD February 17, 2023

www.KevinKarschnik.com 17

Aim
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Mindfulness
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Stretch
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Kevin Karschnik
Kevin@KevinKarschnik.com

512.914.7189 mobile

Positive
Mindset
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Thank You for Participating 
in the 2023 Staff Retreat!
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