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DISCLAIMER 

The material in this publication is for informational purposes only and is not to be regarded as a 
substitute for technical, legal, or other professional advice.  While CASE has made every effort 
to present accurate information consistent with standards of best practice in this publication, 
CASE and ACEC recognize that views and standards of practice may change over time.  
Therefore, the reader is encouraged to review any information contained in this publication 
carefully and evaluate its applicability in light of particular situations, as well as to confer with 
an appropriate professional consultant or attorney.   

 

ACEC and its officers, directors, agents, volunteers, and employees are not responsible for, and 
expressly disclaim, liability for any and all losses, damages, claims, and causes of action of any 
sort, whether direct, indirect or consequential, arising out of or resulting from any use, 
reference to, or reliance on information contained in this publication. 

 

 

 

 

 

 

 

 

 



 
 
 
 

 

 

 

Tool No. 2-10: Stress Management 

 

 

 

 

INTRODUCTION 

All Engineering Firms should place the highest importance on the well-being of their employees, 
understanding that stress is an inevitable part of professional life. However, it doesn't have to be 
debilitating. This stress management toolkit is designed to equip staff with effective strategies and 
resources, encouraging an environment of resilience and support.  

 

 

 

 

 

 

 

 



 
 
 
 

 

What is Stress? 
Stress is a natural physiological and psychological response that our bodies and minds trigger when 
faced with changes or challenges. This response is part of our survival mechanism, designed to help us 
react quickly to potential threats or demands.  

Stress in professional settings often stems from pressure, job insecurity, workplace conflicts, and the 
challenge of adapting to new situations. 

Stress exhibits a dual nature—it can be beneficial in short bursts, motivating action and enhancing 
problem-solving abilities and focus. This is often referred to as "positive stress" or "eustress." However, 
when stress becomes chronic or excessive, it can have detrimental effects on both mental and physical 
health. 

Managing stress effectively is essential for maintaining overall well-being and ensuring a balanced, 
productive life. Key strategies involve recognizing stressors and understanding their impact. Developing 
habits, such as practicing mindfulness, engaging in regular physical activity, or maintaining a healthy 
work-life balance, can significantly alleviate stress. As you read through this toolkit, you'll discover 
effective ways to implement habits that help reduce stress. 

Stress from Workplace Demands 

Stress from workplace demands can significantly affect how we work, often resulting from pressures 
such as unexpected changes in project requirements, tight deadlines, and client demands. These 
demands can be challenging to control, yet with effective management, their impact can be minimized. 

Addressing these stressors is essential to maintain productivity and morale. By proactively handling 
workplace demands, we can build a more efficient and positive work environment. This involves being 
adaptable, maintaining open communication with clients and colleagues, and implementing strategies 
to manage unexpected changes effectively. 

Chaos: 

In our business, chaos is a significant stressor, primarily stemming from shifts in deadlines, project plans, 
or client deliverables. We also face urgent calls and emails from anxious clients, disrupting our focus and 
altering our schedules. In a business context, chaos encompasses disruptions that prevent teams from 
adhering to their planned schedules. These disruptions often result from unforeseen circumstances, 
communication breakdowns, or staffing constraints. Deviating from the weekly schedule not only 
interrupts workflow but also leads to inefficiency and increased stress levels among team members. 



 
 
 
When teams stray from their set schedule, the consequences can cause stress: 

• Increased Task Completion Time: Deviations often result in tasks taking longer to complete. 
Once the original timeline is disrupted, reallocating time efficiently becomes challenging, leading 
to bottlenecks and delays. 

• Heightened Frustration: As tasks accumulate and deadlines approach, frustration grows. Team 
members may feel overwhelmed, recognizing that the chaos is beyond their control. 

• Escalated Stress: The combination of delays and frustration naturally leads to increased stress 
levels. 

Though it can be difficult, adhering to schedules is important for preserving order and efficiency in the 
office. By incorporating these steps, teams can work to reduce the chances of chaos and its negative 
impacts. 

• Allow Time for Unknown Conditions (Fires): Incorporate flexibility into the schedule by 
allocating time for unforeseen issues. This buffer helps senior staff absorb shocks without 
derailing the plan for the entire team. 

• Ensure High-Quality Project Delivery: Delivering high-quality projects from the outset minimizes 
issues during construction. This proactive approach lowers the risk of disruptions caused by 
rework during Construction Administration phases of projects. 

• Proactive Problem-Solving: Encouraging early problem identification and resolution is key to 
maintaining an efficient, stress-free workflow. Promptly addressing issues prevents minor 
challenges from becoming major disruptions. Employees should openly communicate concerns 
during scheduling meetings and daily interactions, ensuring they alert supervisors if they're 
behind schedule to manage client expectations and meet deadlines effectively. 

CASE Tool 3-5 Staffing Schedule Suite can assist with setting reasonable team schedules.  

Deadlines: 

Deadlines are a major source of stress, especially when you're managing multiple projects for different 
clients, each with their own schedule. The stress increases when deadlines overlap, leaving you with 
little control over task completion timing. This can create a challenging environment as you strive to 
meet various clients' expectations all at once. The following are ways to help to manage stress when it 
comes to deadlines: 

• Understanding Deadlines: The first step to reducing stress is clearly understanding all project 
deadlines. Team leaders or project managers should prioritize tasks according to these deadlines 
and ensure everyone knows their responsibilities and timelines. This can be done during 
scheduling meetings or by using task tracking tools. This is also a great time to use project kick 
off meetings to set project expectations up early.  

• Communicating Capabilities to Clients: Maintaining open and honest communication with 
clients about what can realistically be achieved within their timelines is crucial. Setting clear 
expectations helps prevent last-minute rushes and allows for manageable workloads. If you 



 
 
 

don't directly interact with clients, discuss any concerns with your supervisor. This can be done 
daily or speaking up during scheduling meetings. 

• Maximizing Slow Periods: Use slow times at work to get ahead on your projects. This way, you 
won't be overwhelmed when deadlines pile up. If you finish a task faster than expected, don't 
just sit around. Start on the next project or use the extra time to go through your QC Checklists 
to make sure your projects are complete and accurate. 

• Prioritizing and Delegating Tasks: Break down projects into smaller tasks and prioritize them 
based on urgency and importance.  

• Regular Check-ins and Adjustments: Regularly review progress and adjust plans as needed to 
catch potential bottlenecks early. This applies to both project managers and team members. 
Regular communication and check-ins throughout the day or week help ensure the project stays 
on track to meet its deadline. 

Difficult Employees & Confrontation: 

Facing confrontation at work can be intimidating for many employees, often leading to stress and 
anxiety. This uneasy feeling may stem from fears of negative outcomes, damaging relationships, or 
simply not knowing how to handle the situation. Difficult coworkers who are uncooperative or 
underperforming can seriously affect morale, trigger disputes, and disrupt workflow. Therefore, it’s 
essential for employees to take steps to address these challenges. 

Avoiding confrontation can lower morale and hinder task completion leading to even more stress. To 
maintain a balanced and productive work environment, consider these strategies for effectively 
managing confrontation: 

• Prepare for the Conversation: Take time to prepare before engaging with a difficult coworker. 
Identify the core issues and desired outcomes. A clear plan can reduce anxiety and lead to 
constructive conversation. 

• Stay Calm: Managing emotions is crucial. Practice deep breathing and strive to remain calm 
during discussions. Focus on sticking to important points and avoid getting caught up in 
emotions. Slow the conversation down to prevent escalation and maintain focus on resolution. 

• Focus on Solutions: Emphasize finding solutions instead of dwelling on problems. This can de-
escalate tensions and create collaboration. 

• Open Communication: Honest dialogue is essential. Engaging in direct conversations can 
uncover underlying issues and lead to collaborative resolutions. Clearly express your needs and 
actively listen to others to enhance understanding. Sometimes, your coworker may not even 
realize there's an issue. Open communication can bring this to light, potentially avoiding 
confrontation altogether. 

• Set Boundaries: Clearly communicate your needs and set limits to establish respect and 
understanding within the office. 

• Seek Support: If situations become overwhelming, seek support from team leaders or HR. They 
can provide guidance and help mediate conflicts before they escalate. 

• Approach with Empathy: Understand the other person's perspective and pressures. Empathy 
can facilitate compromise and resolution. 



 
 
 
Remember, the goal isn't to win an argument but to achieve a mutually beneficial solution. 

Excessive Overtime: 

Excessive overtime is a major contributor to external stress, often leading to decreased productivity and 
employee well-being. While pushing work hours beyond the typical 40 to 45 per week might seem 
necessary during peak periods, consistently working more than 50 hours can quickly become 
counterproductive. Employees tend to be most effective within a 40 to 45-hour workweek, as this 
balance supports sustained focus and energy levels. 

When employees are regularly scheduled for 50 or more hours a week, their productivity can decline 
sharply, and they may experience increased stress and fatigue. This is because prolonged work hours 
can disrupt personal time and recovery, leading to burnout. The challenge is that this problem can 
escalate rapidly (domino effect)—once fatigue sets in, it can lead to poorer quality work, which then 
requires more time and effort to correct, exacerbating the issue further. 

To combat the negative effects of excessive overtime, consider these things: 

• Manage Your Schedule: Aim to keep your workweek within the 40 to 45-hour range. Be mindful 
of how you allocate your time and try to focus on the most important tasks during your most 
productive hours. 

• Monitor Your Workload: Regularly assess your own workload. If you feel overwhelmed, take the 
initiative to reorganize your tasks or prioritize them based on urgency. This can help you 
maintain control over your responsibilities. 

• Prioritize Rest and Recovery: Make sure to take breaks throughout your day and use your free 
time to recharge. Adequate rest is crucial for maintaining energy levels and reducing stress. 

• Communicate Openly: Keep your team leader informed about your current workload and 
capacity. If you're nearing your limits, have a candid discussion about your ability to meet 
additional demands. This can help in finding a balance that works for you and your team. 

• Seek Support: Don’t hesitate to ask for assistance when needed. Collaborate with colleagues to 
share the load during peak periods, ensuring that no single person is overburdened. 

The Unknown (New Tasks and Working Outside Our Comfort Zone): 

Facing the unknown often leads to stress, especially when you're regularly confronted with new and 
unfamiliar challenges at work. In a firm that frequently engages in unique projects, stepping outside 
your comfort zone can be intimidating and happen often. Unfamiliar tasks can feel overwhelming as 
they push your current skills and require adaptability. However, you can alleviate stress by adopting the 
following strategies: 

• Manage Your Time Wisely: Allocate enough time to tackle unfamiliar tasks. Embrace the 
learning curve by setting realistic timelines, which can help reduce pressure and allow you to 
thoroughly explore and understand new responsibilities. Be proactive during scheduling 
discussions by communicating that a new task will require extra time to account for learning. 



 
 
 

• Seek Out Training Opportunities: Enhance your knowledge and skills by taking advantage of 
training sessions and resources like design guides, books, webinars, and conferences. This 
proactive strategy can greatly boost your confidence and lower stress levels.  Spend a few 
minutes each day reading a guide, article, or watching a YouTube video to prepare for the next 
day's tasks, helping to advance your career while keeping stress levels in check.  

• Continuously Develop Your Skill Set: Regularly assess your strengths and areas for growth. By 
understanding your evolving capabilities, you can better align tasks with your skills and avoid 
feeling overwhelmed.  

Personal Causes of Stress 

Employees are not only victims of external sources of stress; they also engage in daily habits and actions 
that can negatively impact their own stress levels. It's important for everyone to recognize that their 
personal stress management can significantly affect the overall team environment. By identifying and 
addressing personal stressors, employees can contribute to a healthier and more productive workplace. 
The following are some habits that can impact personal stress: 

Disorganization: 

Disorganization can be a major source of stress for employees, as it often leads to confusion, 
inefficiency, and a lack of clarity regarding responsibilities and deadlines. This chaotic environment can 
cause anxiety as employees struggle to manage their workload effectively. However, the use of 
organizational tools like task managers and electronic calendars can help stress levels a lot.  

Task Managers helps employees create and prioritize to-do lists, ensuring that tasks are not only tracked 
but also completed in a timely manner. By allowing employees to delegate work and assign 
responsibilities clearly, task manager programs promote accountability and clearer communication 
within teams. Its collaborative features enable team members to stay updated on project statuses, 
reducing the uncertainty and stress associated with miscommunication or overlapping duties. 

In addition to digital tools, maintaining a clean and organized physical workspace is equally important in 
easing stress. A tidy environment helps reduce distractions, allowing employees to focus better on their 
tasks. Employees should take a few moments at the end or beginning of their workday to tidy their 
space to set themselves up for success for the day. 

Harboring Resentment:  

Harboring resentment can significantly elevate stress levels, posing a threat to both mental health and 
relationships. When we dwell on feelings of anger and bitterness, it creates an emotional burden that 
not only affects our well-being but also our interactions with others. This stress can stop you from 
excelling at work and keeps you stuck in a negative loop that is hard to break. 



 
 
 
Being too sensitive or always looking back at old problems makes stress even worse. It leads to relieving 
bad memories and feeling hurt all over again, which adds more stress and makes it hard to move on. 
When you're too focused on past mistakes, it prevents you from seeing new chances and experiences 
that could help you grow. 

Focus on what you can change to reduce stress and have a more positive outlook on life. By putting your 
energy into actions and solutions you can control, you can shift your attention from past hurts to making 
positive changes.  

Poor Time Management: 

Poor time management can greatly increase stress, leading to a constant feeling of being rushed and 
overwhelmed, which negatively impacts both productivity and well-being. This happens when tasks pile 
up and deadlines approach without a clear plan, resulting in a loss of control and heightened anxiety. To 
counter this, effective time management strategies are essential: 

• Set Clear Priorities: Focus on the most important tasks first and establish a daily or weekly 
schedule. 

• Break Down Tasks: Divide larger tasks into smaller, manageable steps to avoid feeling 
overwhelmed and to easily track progress. 

• Use Organizational Tools: Calendars, planners, and time-management apps can help you stay 
on top of deadlines and maintain organization. 

• Consult Resources: There are many books and programs that help employees learn how to set 
priorities and work effectively.  

• Allocate Time Slots: Assign specific time slots for each task and stick to them to prevent last-
minute rushes and reduce stress. 

Implementing these strategies can create a more efficient and less stressful work environment. 

Pride: 

Pride can be a double-edged sword in the workplace, often leading to increased stress. When individuals 
let pride take over, they may take on more work than they can handle, driven by a desire to prove 
themselves, which can result in overwhelming workloads and eventual burnout.  

Prideful employees often avoid asking for help or resist constructive feedback, fearing it might be seen 
as a weakness or lead to trouble. This behavior can hinder personal growth and cause stress due to 
unmet expectations and feelings of isolation. 

Pride also manifests when employees refuse to admit they are stressed or overwhelmed, allowing the 
situation to spiral out of control until burnout forces them to quit. It's important to communicate with 
management or HR about stress levels. Keeping stress internalized prevents others from understanding 
your situation and offering support. It's especially problematic when you confide in coworkers but not 



 
 
 
supervisors, placing coworkers in an uncomfortable position. If you cannot approach your direct 
supervisor, HR can help. Avoid isolating yourself. 

To handle stress caused by pride, it's important to be humble. Realize that asking for help or taking 
advice shows strength, not weakness. Don't worry about getting in trouble for it—asking for help is 
encouraged. Talk to your coworkers often to create a team spirit and improve what you do. Also, learn 
to share your tasks with others to keep your workload manageable and focus on what you're best at. 

Procrastination: 

Procrastination can be a major source of stress for employees and their team members. Delaying tasks 
increases the time spent worrying about them and reduces the overall time available for completion. 
This can lead to a heightened sense of stress as deadlines approach and the task remains unfinished. 
Additionally, postponing tasks decreases the opportunity to delegate properly, as less time is available 
to guide and support fellow employees in completing tasks successfully. 

To avoid procrastination and its associated stress, employees can adopt several strategies:  

• Setting clear deadlines and adhering to them is crucial for maintaining focus and accountability.  
• Breaking tasks into smaller, manageable steps can make daunting projects feel more achievable 

and provide a sense of progress as each step is completed.  
• Prioritizing tasks based on urgency and importance ensures that critical tasks are addressed first, 

reducing the risk of last-minute rushes. 

Resistance to Change: 

Resisting change can be a significant source of stress, primarily due to the fear of the unknown and a 
perceived loss of control. This stress often manifests as anxiety, decreased productivity, or strained 
relationships, particularly in a company that is always evolving.  

To successfully navigate these changes and minimize stress, it is important for employees to maintain a 
flexible mindset and be open to new experiences. These are tips for becoming more adaptable: 

• Embrace a Growth Mindset: View changes as opportunities for learning and development 
rather than threats. By focusing on personal growth and the skills you can acquire, you can 
transform uncertainty into motivation. 

• Seek Guidance: Don't hesitate to reach out to coworkers, supervisors, or HR for advice and 
support. Speaking with others can provide new perspectives and coping strategies, making it 
easier to adjust to changes. 

• Stay Informed: Stay informed on industry trends and company updates. Being knowledgeable 
about upcoming changes can reduce uncertainty and help you feel more prepared and in 
control. 

• Stay Open to Learning: Be proactive in acquiring new skills and knowledge. Continuous learning 
can increase your confidence and adaptability, making transitions smoother. 



 
 
 

• Practice Flexibility: Be willing to adjust your routines and approaches as needed. Flexibility can 
reduce stress by allowing you to respond effectively to unexpected challenges. 

Adaptability is key to reducing stress and thriving in a changing work environment. By embracing new 
opportunities and maintaining an open mind, employees can not only manage stress more effectively 
but also contribute to a dynamic and innovative organizational culture. Encouraging positive change 
management fosters resilience, ensuring both personal and professional growth in an ever-evolving 
industry. 

Tardiness: 

Tardiness can significantly stress both individuals and colleagues, disrupting productivity and straining 
relationships. Being consistently late fosters unreliability, leading to frustration and decreased morale, 
while causing stress as individuals scramble to keep up, affecting performance.  

To combat this, adopting punctuality strategies is important. Arriving five minutes early to meetings and 
appointments allows for preparation, reducing stress. Using reminders and alarms on your phone or 
computer helps keep commitments on track, while daily planning and prioritizing tasks prevent last-
minute rushes.  

Indications of Excessive Stress 

Monitoring stress levels is crucial and should be part of your daily routine. Stress often creeps up slowly 
and quietly, making it difficult to recognize until it becomes overwhelming. Regularly assessing your 
stress levels allows you to catch early signs and take action before it affects your well-being and 
productivity. 

Understanding the symptoms of excessive stress can help you identify when it's time to make changes. 
Mental signs include: 

• Impaired short-term memory 
• Difficulty storing new information 
• Making minor issues seem major 
• Reduced attention span 
• Lack of focus 
• Fixating on negative thoughts 
• Becoming inflexible or stubborn 
• Developing a critical or negative attitude 
• Feeling like a victim 
• Changes in sense of humor 
• Becoming more demanding 
• Poor planning and reduced proactivity 
• Escaping into daydreams or fantasies 



 
 
 
Stress can also manifest physically through;  

• Frequent headaches 
• Persistent fatigue or exhaustion 
• Increased irritability 
• Changes in appetite, either increased or decreased 
• Altered sleep patterns, such as insomnia or oversleeping 
• Muscle tension or aches 

Strategies to Reduce Stress 

Below is some advice for reducing work-related stress. This is just a glimpse of the vast amount of 
information available on the topic. Stress can arise from various sources beyond work, so employees are 
encouraged to explore additional resources to manage stress effectively and enhance their productivity.  

Asking for Help: 

Reaching out for help can greatly reduce stress by breaking the cycle of frustration that comes from 
tackling issues alone. Tapping into the knowledge and experience of others offers fresh perspectives and 
innovative solutions, saving time and easing stress.  

Talking to your manager is also beneficial, as they can provide the guidance and tools needed to 
navigate challenging situations. Open communication with your manager builds a supportive work 
environment, encouraging teamwork and problem-solving. This not only helps manage stress but also 
builds trust and respect. 

Focus on Solutions:  

Focusing on solutions rather than problems can significantly reduce stress by shifting your mindset from 
a state of worry to one of action and control. When you concentrate on solutions, you actively engage in 
problem-solving, which can lead to a sense of empowerment and accomplishment. This helps to break 
down overwhelming issues into manageable steps, making them feel less daunting. It also encourages a 
positive outlook, as you start to see challenges as opportunities for growth and learning.  

Healthy Lifestyle: 

Living a healthy lifestyle is a great way to cut down on stress at work. Here's how it helps: 

• Exercise: Engaging in physical activity, whether it’s a walk, yoga or the gym, helps release 
endorphins which are natural mood lifers. Exercise reduces anxiety, improves mood, and boosts 
overall energy levels making it easier to tackle work challenges with a positive outlook. 



 
 
 

• Nutrition: Fueling your body with a mix of fruits, vegetables, proteins, and grains is key to 
maintaining steady energy and reducing stress. By keeping your energy levels consistent, you 
can avoid the midday crashes that lead to feelings of fatigue and anxiety.  

• Sleep: Getting enough sleep is key for clear thinking and staying calm. When you're well-rested, 
you're better at handling stress and making decisions, so work doesn't feel as overwhelming. 

• Mindfulness Practices: Mindfulness practices are great tools for managing stress. Activities such 
as meditation, deep breathing, and taking regular breaks can create calmness and focus, making 
stress more manageable.  

For those interested in incorporating mindfulness into their daily routines, numerous resources are 
available. Apps like Headspace and Calm offer guided meditations and mindfulness exercises tailored to 
various needs and schedules. Online platforms and courses, such as those on Coursera, provide 
structured learning experiences designed to deepen your understanding of mindfulness techniques.  

Learn to Say No: 

Learning to say no is a powerful way to reduce stress by preventing overcommitment and keeping your 
workload manageable. By being honest about your capacity and declining additional tasks when, you 
protect yourself from taking on more than you can handle, which can reduce stress.  

Of course, there are times when deadlines and projects can't be declined. In such cases, it's important to 
communicate with your supervisor about potential delays or scheduling conflicts. They may be able to 
adjust workloads or discuss timelines with clients to ensure quality work is maintained. 

Conversely, we don't want a company full of “yes people.” It's important to avoid saying yes out of fear 
of repercussions, as this can lead to stress from poor communication. 

Maintaining Work Records: 

Maintaining accurate work records is essential for reducing workplace stress. By thoroughly 
documenting calculations, markups, project documents, and financial information, teams can alleviate 
pressure when issues arise. Immediate access to detailed and accurate data allows for quick and 
effective resolutions, preventing the stress associated with searching for missing information.  

Regular Breaks: 

Taking short breaks throughout the workday can significantly reduce stress, offering both physical and 
mental benefits. Stepping away from your desk to stretch or take a quick walk can help clear your mind. 
Physically, these breaks alleviate muscle tension and improve circulation, boosting energy and reducing 
fatigue. Mentally, taking a break provides clarity, helping reduce stress and enhance focus.  

However, it's important to take breaks in moderation. Avoid being away from your desk for extended 
periods, as productivity needs to be maintained. Additionally, while it's fine to chat with fellow 
employees, ensure that you're not disrupting their focus or productivity. 



 
 
 
Team Building: 

Participating in team building events is a great way to strengthen team bonds and create a family-like 
atmosphere. To make the most of these opportunities, employees should actively engage in activities, 
whether it's a team lunch, a job site visit, or a social outing. By fully participating, team members can 
build strong interpersonal connections, reduce stress, and feel more valued and understood. 

Beyond company-sponsored events, employees can take initiative and organize their own team-building 
activities. These can be as simple as arranging informal gatherings like coffee meet-ups or after-work 
drinks. Establishing clubs based on shared interests, such as a book club or a sports team, can also be a 
great way to bond outside of work hours.  

Training: 

Training plays a vital role in reducing workplace stress by equipping employees with the skills they need 
to tackle challenging tasks. As employees gain knowledge, their confidence increases, making them less 
likely to feel overwhelmed, which fosters a calmer, more focused work environment. The benefits are 
clear: improved skills lead to greater confidence, reducing stress and anxiety when facing difficult tasks. 
This shift promotes a proactive, can-do attitude rather than one based on fear. 

It's important for employees to actively engage during company-wide training sessions and also take the 
initiative to seek out additional learning opportunities on their own, such as webinars, conferences, and 
other resources. Being proactive in your learning helps reinforce new skills and adaptability, further 
reducing stress and enhancing professional growth. 

Young engineers can use CASE Tool 5-2:Milestone Checklist for Young Engineers for a guide on 
education items and suggested skill sets engineers should develop.  

Understanding your Personality: 

Understanding your personality, including strengths and weaknesses, can significantly reduce workplace 
stress. There are many personality assessments available that offer insights into natural talents and 
areas for improvement. Leveraging strengths boosts confidence and efficiency, reducing stress, while 
recognizing weaknesses provides opportunities for growth. Aligning work tasks with personality traits 
builds a natural, less stressful work environment and encourages teamwork.  

Vacation Time: 

Taking vacation time is a powerful way to reduce stress and benefits both employees and the company. 
When employees step away from their daily responsibilities, they allow themselves to unwind, recharge, 
and gain a fresh perspective. You know a vacation was long enough and effective when, as it nears its 
end, you find yourself looking forward to returning to work. This anticipation often means employees 
come back revitalized and ready to tackle challenges with renewed energy and creativity. This can lead 



 
 
 
to improved job performance, increased productivity, and a more positive attitude towards work. It's 
not just about taking a break; it's about coming back better.  

It's important to remember that vacation is a time for employees to rest and recharge. Make an effort to 
use internal resources before reaching out to someone on vacation, as contacting them should be a last 
resort. 

Work Life Balance: 

Work-life balance is crucial for personal well-being and professional success, requiring a blend of work 
duties and personal life to prevent one from overshadowing the other. Setting clear boundaries, such as 
specific times for work and personal activities, helps reduce stress and burnout. Engaging in hobbies and 
relaxation enhances life satisfaction and makes you more content at work.  

Mastering time management and prioritizing tasks are essential strategies for achieving work-life 
balance. It’s important to establish clear boundaries by knowing when to disconnect from work, such as 
avoiding emails or disabling work notifications after hours and over weekends. Clearly communicating 
these boundaries to your coworkers and supervisors is crucial, ensuring they understand and respect 
your personal time. 

Professional Help: 

If stress becomes overwhelming, seeking help from a mental health professional or counselor can be 
invaluable.  

Other Resources 

Stress can be a complicated issue because it impacts everyone uniquely. This toolkit isn't a one-size-fits-
all solution for managing stress, so we encourage you to seek out additional resources. Here are some 
that we have found helpful, but there are countless options available: 

• YouTube: Explore videos such as: 

https://www.youtube.com/watch?v=WuyPuH9ojCE&ab_channel=TED-Ed 

https://www.youtube.com/watch?v=d9j4t5JLRPI&ab_channel=DailyStoic 

https://www.ted.com/talks/kelly_mcgonigal_how_to_make_stress_your_friend?subtitle=en 

• Podcasts: Many podcasts focus on mental health and stress management, offering expert 
interviews and practical tips. 

• Books: Self-help books on stress management provide in-depth strategies and personal stories. 



 
 
 

• Apps: Consider apps like Headspace or Calm for meditation, mindfulness, and relaxation 
techniques. 

• Workshops and Webinars: Look for online or in-person sessions offered by various 
organizations focusing on stress reduction techniques. 

• Social Media Groups: Platforms like Facebook host groups dedicated to stress management and 
mental health support. 

These resources can offer a variety of approaches to help manage stress. 

Work Habit Assessments 

A Work Habit Assessment in Appendix A. It is designed to uncover areas where your work 
habits may be falling short, causing stress. By working through this assessment, you can gain 
deep insights into your daily routine, identifying where stress might be accumulating, and 
inefficiencies are present. This process allows you to reflect on your work patterns honestly, 
highlighting opportunities to streamline tasks and manage your workload more effectively. 

The assessment consists of 22 targeted questions, where you rate your agreement on a scale 
from 1 to 5. A score of 1 signifies feeling very inefficient or stressed, while a score of 5 indicates 
a sense of efficiency and being stress-free.  

After completing the assessment, it’s important to focus on areas where you received lower 
scores. The low scoring items identified will help you develop a detailed Stress Management 
Plan aimed at addressing those specific challenges. Honest responses are important as they 
provide a clear reflection of your work habits, allowing you to implement actual changes that 
can help you. 

Stress Management Plan 
The Stress Management Plan in Appendix B is designed to assist employees in effectively managing 
stress by tackling its underlying causes. When used alongside the Work Habit Assessment from Appendix 
A, this plan becomes a step-by-step guide to transforming unproductive habits into constructive 
routines that improve both personal well-being and workplace satisfaction.  

By using the Work Habit Assessment to pinpoint areas where your performance may be lacking, 
particularly focusing on those with scores of 1 to 3. These scores highlight habits that contribute 
significantly to stress, serving as a starting point for your improvement. The Stress Management Plan 
then provides a structured pathway for addressing these challenges, offering a step-by-step approach to 
developing healthier, more productive habits. 



 
 
 
Writing out your plan is an important part of this process. It allows you to write down clear, actionable 
steps that align with your goals for reducing stress and improving work habits. This written guide acts as 
a roadmap, keeping you focused while allowing you to monitor your progress. It is important not to 
overwhelm yourself by attempting to change too many habits all at once. Instead, concentrate on the 
two or three  habits where you scored the lowest, ensuring that you are prioritizing changes that will 
have the most significant impact on reducing stress. 

Take a moment before writing your plan, to analyze any patterns in your stressors. For instance, you 
might discover that disorganization is a recurring theme, manifesting as a cluttered workspace or an 
erratic schedule. By identifying such patterns, you can target improvements towards the overarching 
issues, leading to substantial stress reduction and enhanced productivity. 

Appendix A: Work Habit Assessment 
Rate yourself on each statement.  One (1) indicating you feel very inefficient (stressed) and 5 meaning 
you feel very efficient (stress free) 

1. I feel I am organized in my daily tasks and responsibilities.   1     2     3     4     5 
2. I handle criticism constructively, focusing on the present and not 

dwelling on the past. 
  1     2     3     4     5 

3. I effectively prioritize tasks and manage my schedule to maximize 
productivity. 

  1     2     3     4     5 

4. I feel as though I can overcome procrastination and stay on top of my 
responsibilities. 

  1     2     3     4     5 

5. I make efforts to increase my skillsets and expand my comfort zone.   1     2     3     4     5 
6. I feel as though I am punctual and rarely late to work or meetings.   1     2     3     4     5 
7. I actively seek assistance and involve others to help manage my workload 

when needed. 
  1     2     3     4     5 

8. I am solution focused when facing challenges at work.   1     2     3     4     5 
9. I feel confident in my ability to say 'no' when necessary to maintain my 

workload and personal boundaries. 
  1     2     3     4     5 

10. I ensure my work records are accurate and organized, making them 
easily accessible for both myself and my coworkers.  

  1     2     3     4     5 

11. I feel confident in my ability to navigate uncertainty and adapt to new 
situations. 

  1     2     3     4     5 

12. I feel as though I manage my schedule in a way that allows flexibility for 
unexpected issues without compromising my priorities. 

  1     2     3     4     5 

13. I take short breaks when needed to maintain productivity.    1     2     3     4     5 
14. I actively engage with my team in social situations to build strong 

relationships. 
  1     2     3     4     5 

15. I utilize trainings and my resources to the best of my ability.   1     2     3     4     5 
16. I use my personality type to enhance my strengths and address my 

weaknesses. 
  1     2     3     4     5 

17. I am using my vacation time effectively to reset and recharge.   1     2     3     4     5 



 
 
 

18. I feel as tough I maintain a healthy work-life balance.   1     2     3     4     5 
19. I feel I am able to maintain order and manage chaos effectively in my 

work environment. 
  1     2     3     4     5 

20. I manage my tasks to stay ahead of deadlines instead of behind them.   1     2     3     4     5 
21. I manage overtime demands effectively, allowing me to consistently go 

home at a reasonable hour without negatively impacting my personal 
life. 

  1     2     3     4     5 

22. I feel as though I handle difficult employees and confrontation effectively 
and professionally.  

  1     2     3     4     5 

 

  



 
 
 

Appendix B: Stress Management Plan 
Managing stress through habit change requires discipline, and a powerful strategy is to write down your 
goals. Keeping these visible helps reinforce your dedication to new positive habits. 

1. What are my inefficient habits? (List the two to four habits identified in Appendix A that are lowest 
and will have the greatest effect on your stress levels if you can improve them.) 

 
2. What actionable steps can I take to turn these inefficient habits into positive ones? (List the 

changes to your daily routine that can improve the habits listed in Question 1.) 

 
3. How will implementing these new habits help me lower stress and boost productivity? (Describe 

the positive outcomes that will result from the changes you listed in Question 2.  This question will 
serve as the motivation to take action in reducing your stress.) 

 
4. What strategies and tools can I implement to consistently maintain these positive habits? (List 

specific daily actions that can help make the habits listed in Question 2 successful.) 
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