
Are You Stressed Out?

Stress is the body’s reaction to change. Your body reacts physically, mentally, and emotionally. In 
some instances, stress can save your life. However, over prolonged periods of time, stress wears on 
your body. Periods of stress can cause headaches, upset stomach, elevated blood pressure, chest pain, 
and trouble sleeping.

Sometimes we are so wrapped up in our to-dos that we forget to assess our own well-being. Recognizing that you’re 
stressed—and that it may be time to take a step back—can help you begin to minimize stress.

Common stress indicators
 � Sweating

 � Rapid heartbeat

 � Change in appetite

 � Fatigue

 � Irritability

 � Inability to concentrate

 � Depression

 � Emotional distress, such as anger and irritability

 � Muscular problems, such as tension headache and back pain

 � Stomach problems, such as heartburn and irritable bowel 
syndrome (IBS)

HELPFUL TIPS
 
Not sure if you’re really 
struggling with stress or just 
having a bad day? Try taking 
WebMD’s interactive stress tool:
WebMD.com/hw-popup/life-
change-stress-test

BEAT the STRESS Challenge



Change Your PerspectiveBEAT the STRESS Challenge

No matter what we do, stressful events in our life will happen. Understanding how to react and 
learning how to keep things positive are useful strategies to managing your stress levels.  We won’t 
always be able to control it, but we can control ourselves.

Ways to change your perspective

Think about the big picture. When little events happen 
throughout your busy day, they are less likely to throw you off and 
heighten stress, if you think big picture. 

Mind over matter. It seems simple, but if you make up your 
mind each morning that you will not get flustered or stressed, you set 
yourself up for success.

Envision success. Everyone’s idea of success looks different, and 
only you know what it means for you. As you go through your day, 
balancing work and life, stay focused on what you want to achieve.

The path to keeping positive

Be a positive thinker! Try to recognize when you are having 
negative thoughts and attempt to put a positive spin on things. Seek 
to find the good in situations, even when they are less than perfect.

Have a good hearty laugh. They say laughter is the best 
medicine for a reason! Finding the humor in everyday life and having 
a good laugh is great for your health and stress levels. Don’t take 
yourself too seriously—and remember that it’s okay to laugh at 
yourself. Chances are you’ll wind up a lot happier and less stressed 
when you do.

Practice gratitude. Focusing on things you are thankful for will 
distract you from negative thinking. Try writing a thank you letter 
to someone who made a difference in your life, or share news of a 
positive development you’ve experienced recently with family and 
friends so they can share that positive feeling too!

HELPFUL TIPS
Still stressed? Turn to physical 
activity. 

 � Take a few minutes
to stretch your muscles, 
specifically your back. 

 � Take a walk. Even if you 
can’t leave the office, walk 
the halls for a few minutes.

 � Close your eyes and 
breathe deeply. Remind 
yourself about the big 
picture and your end goals 
while breathing.



Relax with MeditationBEAT the STRESS Challenge

Meditation is a great way to slow a busy mind. It has been shown to reduce stress, encourage a sense 
of calm, and have a positive impact on overall health. 

Benefits of meditation
Meditation may take one minute or one hour depending on how 
long it takes you to calm your mind. It could simply be a long deep 
breath that helps you relax. A consistent practice in meditation can 
help people stay emotionally balanced as well as increase immunities 
to illness. Here are some other benefits of meditation:

 � Reduces anxiety, stress, and tension

 � Helps regulate blood pressure

 � Enhances energy and strength

 � Builds self confidence

Try these simple steps:
1. Begin meditating in a quiet spot. As you become more experienced, 
it will be easier for your to meditate in hectic situations or busy 
environments.

2. Get settled in a comfortable position. Traditionally, meditation is 
done with legs crossed, but you can choose to be in any position that 
is comfortable.

3. Close your eyes and focus on your breathing. Breathe in deep and 
exhale, focusing on your body as it fills and releases air from your 
lungs.

4. Focus your attention on an object or repeat a specific phrase that 
helps you to relax. If your mind wanders, don’t worry—redirect your 
thoughts to deep breathing or your object of focus.

5. You can meditate for as long as you like. The goal is to bring about 
a sense of calm and awareness to your body and mind.

HELPFUL TIPS
Struggling to practice 
meditation on your own? 
ReflexionYoga.com allows you 
to practice short yoga sessions 
right in your own home.  
Adding daily yoga will help you 
control stress levels.



BEAT the STRESS Challenge

Getting a Good Night’s Rest

Head on the pillow, eyes closed, and all you can think about are the things you need to do or haven’t 
done. Sound familiar? When we’re stressed, it can become even harder to get the sleep we need. 

The importance of sleep
Sleep is one of the most underestimated health needs. As a society 
we discuss our lack of sleep and caffeine consumption as if it were a 
competition. However, sleep is necessary for our bodies to reset. Every 
adult needs 7-9 hours of sleep a night to maintain a healthy lifestyle.

Ways to improve your sleep
1.  Try to calm your brain down a few hours before bed. Limit all 
mentally demanding tasks to the afternoon and earlier part of the 
evening so you can unwind before you lay down.

2.  Jot down things that are causing you stress. As you write, you 
should feel more distance from your stressors. Let them go!

3.  Get into a bedtime routine. Make the hour or so before bed your 
time to relax. Take a hot bath, read an enjoyable book, or listen to 
relaxing music. Try to keep the same bedtime each night. This will help 
your body learn to naturally ease into sleep time.

4. Turn down the lights. Your body begins producing a sleep hormone, 
melatonin, when it is dark. This will help prepare your body for sleep.

Things to avoid before bed
1.  Avoid caffeine, alcohol, nicotine and other chemicals four to six hours 
before bed. All of these chemicals act as stimulants, either immediately 
after consumption or after a few hours. 

2.  Keep a consistent sleep schedule. Don’t stay up extra late on the 
weekends and expect to return to normal bedtime hours during the 
week. The same applies for sleeping in late.

3.  Eat lighter and finish dinner several hours before bedtime. Doing 
so helps eliminate indigestion that makes it difficult to fall and stay 
asleep. If you need a snack before bedtime keep it to dairy foods or 
carbohydrates.

HELPFUL TIPS 
What is progressive muscle 
relaxation? It is a popular 
relaxation technique used by 
many to help get in that “sleepy 
mood.”  The basic concept 
is to flex each muscle group 
individually for 30 seconds and 
then release slowly, moving on 
to the next muscle group. Try it 
out as a way to unwind at the 
end of a long day.

Try using the Calm.com phone 
app to walk you through 
relaxation techniques.



Stress at WorkBEAT the STRESS Challenge

Many Americans say their number one cause of stress is their job. Most of us have to work, but that 
doesn’t mean we are locked into a stressful lifestyle because of it. There are things we can do to help 
ourselves be less stressed at work.

How do I know if I’m experiencing 
extreme workplace stress?

 � Feelings of anxiety or irritability when thinking about or
discussing work

 � Loss of interest in work
 � Trouble sleeping or concentrating
 � Muscle tension
 � Stomach problems

If you are experiencing any of these symptoms, take responsibility to 
control your emotional, mental, and physical health. Using the tips 
below are a great start!

How to overcome workplace stress
1.  Don’t overcommit. Try not to schedule meetings back-to-back 
and schedule time for a break now and then. Allow yourself a few 
moments to let your mind relax—you’ll be more productive overall!

2.  Allow yourself extra time. Do your best to avoid the stress of being 
rushed or running late. Leave earlier for work and arrive at meetings 
on time.

3.  Clean up. If you have a messy desk, clean it up! A clutter-free 
workspace can declutter your mind, too. With a clean workspace, you 
also spend less time looking for things and more time accomplishing 
goals.

4.  Take care of yourself. Eat right, exercise, and schedule regular “me 
time” during your work week.

5.  Use your PTO. Many people feel guilty about taking time for 
themselves. Using your PTO will help you avoid burnout and keep 
your mind fresh.

HELPFUL TIPS
 
Try not to take work home with 
you when you leave for the 
day—that means emotionally 
and mentally as well! And spend 
a day away from work with 
family or friends. Take a load off!

Interested in learning more about 
how others are doing the same? 
Visit TakeBackYourTime.org.



Take Time to Make TimeBEAT the STRESS Challenge

With 24 hours a day and 168 hours a week, there is plenty of time to make the most of! Take a few 
minutes each day or week to write down tasks and obligations. This will help you stay on track, feel 
less overwhelmed, and be more productive.

Make a to-do list
 � Organize your list in a way that makes sense to you. You may be a 

visual person who needs pictures to keep organized or you may 
prefer numbers and letters.

 � Eliminate your most urgent tasks first so you can have more time 
to devote to other things.

 � There are several very useful web-based time management tools, 
such as Wunderlist, Any.do, and Remember the Milk.

When are you most productive?
Are you a morning person, night owl, or love getting work done 
in the afternoons? Recognize what hours of the day you are most 
productive and strive to do most of your work during that time frame.

Other tips to make the most of your day:
1. Avoid the snooze button. You press it once, you press it twice. Get 
your day started without delay.

2. Ignore your e-mail alerts. It will keep you from getting distracted 
and you will finish the task at hand. Then you can go back and see 
what e-mail came trough. If it is urgent, your coworker will let you 
know.

3. Give yourself deadlines. Even if it’s a deadline to leave the office by 
a certain time in the evening.

LEARN MORE!
 
Looking for a little help with 
your time management? Try 
the free online tool Evernote® 
(available at Evernote.com). 
Create notes, appointments, 
and more, and Evernote® will 
hold on to them for you, making 
it easily searchable later! Check 
it out, and see if it works for you!



What’s Really Important to You?
BEAT the STRESS Challenge

Make a list of the top three things in your life that really mean the most to you. Now make a list of the 
top three things that you spend most of your time on. Do the lists match up?

This exercise should be revisited frequently. We often lose track of what means the most to us. Keep this list posted where 
you can see it everyday.

Priorities       Time

1 ___________________________________________  1 __________________________________________

2  ___________________________________________  2  _________________________________________

3  ___________________________________________  3  _________________________________________

Cultivate your life outside of work
Make goals for your personal life and commit to them. What do you want to accomplish? Learn a new language? Travel? 
Spend more time with family? Be sure to schedule time for the things you want to do. We all schedule important meetings and 
business dates, so why not make scheduling personal and fun time a priority too?

LEARN MORE!
Heidi Grant Halvorson’s book Succeed: How We Can 
Reach Our Goals! offers valuable insights and steps to 
goal-setting. It discusses reaching goals in concrete, 
step-by-step ways.


